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Software Licence Agreement

Your right to use the software (in object code only) and its associated printed and electronic documentation (“Product”) is subject to the terms and conditions set out
in this licence agreement (“Agreement”).

Breaking the seal to open the CD case, installing the software, or, using any part of the electronic or printed material accompanying the product, signifies your
acceptance of the terms and conditions set out below.

Therefore, please read them carefully before breaking the seal or using the materials provided. If you do not agree to be bound by the terms and conditions of this
Agreement, you should promptly return the unopened CD together with all packaging and associated documentation unused and in good condition to your reseller
for a refund under the terms of its refund policy (if you purchased from your reseller), or to us within 10 days of purchase (if you purchased direct from Sage Pastel).
Prior to returning the product, you should telephone Sage Pastel on + 27 11 304-3000 and request a reference number to be sent with your return so that it can be
identified. Provided that you promptly follow our returns procedure, we shall refund the price paid by you direct to us for the Product.

1. In this Agreement:

1.1,

1.2.
1.3.
1.4.
1.6.

“Use” means to load, execute, store, transmit, display, (for the purposes of loading, execution, storage, transmission or display) or otherwise utilise
the Product for your legitimate business purposes, excluding where, if relevant, the product will only be used for point-of-sale purposes; and

us”, “we” and “our” means Sage Pastel of "Sage (Pty) Ltd.", and “you” and “your” mean the person, business or company purchasing the Licence.
the headings are for convenience only and shall not affect its construction or interpretation;

“including” and “includes” shall be understood to mean “including without limitation” and “includes without limitation” respectively; and

words of a technical nature shall be construed in accordance with general trade usage in the computer industry of South Africa.

2.  OurlLicence to you

21.

2.2.

2.3.

2.4.

2.5.

2.6.

2.7.

In consideration of your acceptance of the terms of this Agreement, we grant you a non-exclusive, non-assignable right to Use the Product for which
you have paid the relevant licence fee (‘Licence”). The Product is activated using an activation key. The Product will alert you of the need for an
activation key and this can be obtained from us free of charge. In order to produce such an activation key we will require information from you. You
acknowledge that without such data we cannot provide the necessary activation key.

You may Use the Product:

2.2.1.  ona single personal computer or laptop (but not on both, unless you have purchased a Second Copy Licence for Use by the same single
user with the same data as is installed on the main installation) if you have purchased a “Single User Licence”; or

2.2.2. on a single local area network or Virtual Private Network (VPN) (which is under your control and used by your group of companies or
businesses and not relating to any other third party use of the Product) with up to the specified maximum number of concurrent users, if you
have purchased a “Network User Licence”; and

2.2.3. in connection with a single set of data only, such data being your data only, whether this is for a company or business unless you have
purchased a licence to allow you to work with multiple sets of data up to a specific number which shall not be exceeded (such multiple sets
of data being data of your group of companies or businesses and not relating to any other third parties) and the Product is used on one
system and only at your premises if you have purchased a “Multi-Company Licence”. For the avoidance of doubt, a Multi Company Licence
does not alter or amend the maximum number of concurrent users Licensed under this Licence; or

2.2.4. on a bureau basis as an independent contractor (and for use by your staff only up to the specified maximum number of concurrent users and
not by third parties) either at your premises or externally on your laptops, on behalf of and in relation to the data of the number of companies
or businesses for which you have purchased a licence, if you have purchased a “Bureau Licence”.

In relation to clauses 2.2.1 and 2.2.2 above, you may transfer each licensed copy of the Product from one computer to another owned by you within
a single location, provided it is not Used on more computers at any one time than your licence permits. Please see clause 2.1 regarding the need for
an activation key in order to do this. For the avoidance of doubt, you may not continue to Use the Product on the computer from which you have
transferred the Product.

In relation to clauses 2.2.3 and 2.2.4 above, the total number of companies or businesses whose data may be processed by the software is limited to
the number of companies or businesses for which the software is licensed to you. In particular, such number may not be exceeded by the loading of
the data of any further companies or businesses in replacement of the data of the number of unique/discreet companies or businesses for which you
have purchased your licence.

If you wish to use the Product otherwise than as provided for by the type of Licence you have purchased, you must purchase the appropriate type of
licence or additional licences (and associated activation key) prior to commencing any such Use.

Other than as permitted under this Agreement you shall not and shall not allow anyone else to:

2.6.1. Use, copy, transfer, sell, sub-licence, lease, mortgage, rent, loan, publish, distribute or otherwise make the Product (or any part of it) available
to any other person, whether or not for commercial gain;

2.6.2. Use the Product (or any part of it) for the provision of any remote hosting or ASP services or in any other configuration that permits a third
party to use the Product other than under the provisions of a valid licence with us;

2.6.3. disable any licensing or control features of the product;

2.6.4.  Use the “demonstration” or free-for-trial evaluation version of the Product (or any part of it) for any purposes other than feature and
functionality evaluation purposes. For the sake of clarity only, use of the demonstration version of the Product for commercial gain either for
training purposes or for the delivery of any service other than product evaluation, is specifically prohibited;

2.6.5. other than to the extent permitted by law, alter, adapt, merge, modify, translate, reverse engineer or de-compile, disassemble, create
derivative works of the Product (or any part of it), except with our prior written consent; nor

2.6.6. remove, change or obscure any of our or any third party proprietary notices, labels or marks associated with the Product.

You acknowledge that you own only the media on which the Product is supplied and that we shall retain ownership of the intellectual property rights
in and to the Product and any amendments made to it by us regardless of form, including any back up copies that you make, and, subject to the
Licence, you shall not have any right to use them.



How this Licence can be terminated

3.1.

3.2.

3.3.

We may terminate the Licence without refund:
3.1.1.  if you fail to make payment within our payment terms from the date the purchase was made or any other contract with Us or any international
or local subsidiary of Sage Plc.; or
3.1.2. immediately if we are notified that any finance arrangement you have made with a third party for the payment of the licence fee for the
Product has ended for any reason.
Your Licence to Use the Product will terminate automatically if you fail to comply with any term of this Agreement, you become bankrupt, go into
liquidation, suffer or make any winding up petition, make an arrangement with your creditors, have an administrator, administrative receiver or other
receiver appointed, or if you suffer or file any similar action in consequence of debt.
Within ten working days of the termination of the Licence for any reason you shall uninstall the Product and return it to us (including any copies you
have made of the Product (or any part of it)) and provide a certificate signed by your duly authorised representative to confirm compliance with this
clause 3.3.

Our warranties to you

4.1.

4.2

4.3.

We warrant that the Product, when used in accordance with our operating instructions, will provide the functions and facilities and will perform
substantially as described in the associated documentation supplied to you as part of the Product.
We warrant that during any free support period:
4.2.1.  we shall provide technical advice, assistance and support by telephone fax and e-mail during our normal business hours (this does not apply
to updates or upgrades of the software);
422, the media on which the Product is recorded will be free from defects in material and workmanship under normal conditions of use; and
4.2.3. we shall correct any errors in the Product by patching or replacing (at our sole discretion) any Product not meeting the warranties given
above and if we are unable to rectify any errors in the Product, we will terminate this Agreement and refund your purchase price, after having
received the Product (including any copies you have made) and all packaging in good condition within the relevant free support period. This
warranty excludes defects caused by accidents, abuse, poor storage or handling or any act referred to in clause 2.6.
The warranties set out in this clause 4 are in lieu of all other warranties, representations or conditions, express or implied, statutory or otherwise,
including any implied warranties of satisfactory quality and fitness for a particular purpose. We do not warrant that the Product will meet your
requirements, or that the operation of it will be uninterrupted or error free. We do not warrant or make any representation regarding the use of the
Product or the results of such use in terms of correctness, accuracy, reliability or otherwise. No oral or written communications by or on our behalf
shall create a warranty or in any way increase the scope of the warranties we have given.
4.3.1.  Our entire liability and your exclusive remedy under the warranties given in this clause 4 will be, at our option either to:
4.3.2. repair or replace the Product or encryption medium which does not conform with the warranty; or
4.3.3. refund the price paid for the Product and terminate the Licence.

Disclaimer and limitation of liability

5.1.

5.2.

5.3.

You acknowledge that the allocation of risk in this Agreement reflects the price paid for the Product and also the fact that it is not within our control
how, and for what purposes, you use the Product. In no event, therefore, will we be liable for any indirect, consequential, incidental or special
damage, or loss of any kind (including loss of profits, business, chargeable time, anticipated savings, goodwill, any business interruption or loss of or
corruption of data) however caused and whether arising under contract, tort, including negligence, statute or otherwise.

If any exclusion, disclaimer or other provision contained in this Agreement is held to be invalid for any reason by a court of competent jurisdiction and
we become liable for loss or damage that could otherwise be limited, such liability whether in contract, tort or otherwise, will not exceed the licence
fee actually paid by you for the Product.

Whilst We take reasonable precautions to ensure that the media on which this application is distributed is free of viruses, unknown third-party
embedded code or other forms of unwanted third-party software interference, We do not accept any responsibility whatsoever for damage caused by
the action of viruses, virus signatures or any other unsolicited third-party embedded code which may be contained on this media. This includes loss of
files, system malfunctions, data corruptions or the like, which may be caused by any third-party code, malicious or otherwise, which may be
replicated on the media.

Copyright

6.1.

6.2.

The Product and all related intellectual property is owned by Us and is protected by copyright laws and international treaty provisions. It should be
treated like any other product under copyright. However, you are authorised to make copies of the product solely for backup / security purposes;
The licensee acknowledges that any and all of the copyright, trademarks, trade names, patents and other intellectual property rights subsisting in or
used in connection with the Product including all documentation relating thereto are and remain Our property.

Trademark

7.1,

"Sage" is a registered trademark. Pastel is a trademark owned by Us. All other product names mentioned herein are the property of their respective
owners. All rights reserved worldwide.



8. General

8.1.

8.2.

8.3.

8.4.

8.5.

8.6.

8.8.
8.9.

Any reseller, distributor or dealer (including any of our authorised resellers or distributors) from whom you have purchased a licence of the Product is
expressly not appointed or authorised by us as our servant or agent. No such person has any authority, either express or implied, to enter into any
contract or provide any representation, warranty or guarantee with or to you on our behalf, or otherwise to bind us in any way whatsoever. We will not
be responsible for any modifications or mergers made to the Product by such persons.

We shall not be liable to you in respect of any circumstances arising outside our reasonable control.

Our failure to enforce any particular term of this Agreement shall not be construed as a waiver of any of our rights under it.

If any part of this Agreement is held by a court of competent jurisdiction to be unreasonable for any reason whatsoever, the validity of the remainder
of the terms will not be affected.

This Agreement constitutes the entire agreement between you and us in relation to the Product and the Licence and supersedes any other oral or
written communications or representations with respect to the Product.

No variations of any of these terms and conditions are valid if not confirmed in writing by Us or Our authorised representative.

Should you purchase a Product as an upgrade of another Product, then your ownership in the original upgraded Product ceases. You are not entitled
to sell the original Product, nor can you continue to make use of the original Product.

No variations of any of these terms and conditions are valid if not confirmed in writing by Us or Our authorised representative.

This Agreement shall be governed by and construed in accordance with South African law. The parties hereby submit to the exclusive jurisdiction of
the South African courts unless otherwise agreed in writing.

Copyrights and Trademarks

Copyright © 2002-2008 by Us.

We hereby acknowledge the copyrights and trademarks of all terms we use in this manual and its accompanying electronic documentation. This includes, but is not
restricted to, the following names and terms.

The following are the property of the Microsoft Corporation and / or its subsidiaries:
Microsoft SQL Server

MSDE

Windows 95, Windows 98
Windows NT

Windows 2000

Windows XP

Windows Vista

Windows 7

The following are the property of Adobe Corporation:

Adobe Acrobat
PDF

Manual Version
Version 12.1.1 January 2013

Please note the following:

Specifications and information in this guide are, to the best of our knowledge, correct at the time of publishing. Since we invest in our products on an on-going

basis, the information in this guide is subject to change without prior notice. Therefore, Sage Pastel cannot be held responsible for errors or omissions.

Copying or reprinting of this guide or sections thereof is not permitted without prior written authorization.
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Introduction

Welcome to Pastel Partner! You have chosen one of the most flexible and easy to use financial
products available.

This user guide introduces you to Pastel Partner. There is a separate installation guide included in
your package that details installation instructions. The installation guide, as well as the on-line help,
details how to register your package.

The installation guide also details your support options, which may differ from country to country.
You have 30 days of free support from the date on which you register your package.

You can view an on-line version of this guide via the Help...Documentation menu option.

In this first chapter, we look at the Partner range, and see which modules each version has. We
also look at optional add-on modules, which enhance functionality in a number of areas.

In the final section in this chapter, we look at the new features in Pastel Partner Version 12.

Important Note

This user guide is a Pastel Partner overview only. It does not cover every feature and every function
in the system. The idea is to give you a detailed outline of the system's functionality. The on-line
help contains detailed information on every feature.

The table of contents in this user guide is a subset of the one in the on-line help, but in the same
sequence. In addition, you can type in the manual's heading into the on-line help’s Index section
to find the relevant help section.
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The Pastel Accounting Range

The Pastel Accounting range has three products:
e Pastel Partner

e Pastel Xpress

e Pastel Xpress Start-Up

Pastel Xpress Start-Up is identical to Pastel Xpress, except that you can only have one operating
company, you cannot add multi-user functionality, and you cannot add any add-on modules.

You can upgrade from Xpress to Partner at any time, with no data conversion required. Pastel

Partner contains the same modules as Pastel Xpress, although there are many enhancements
within these modules. In addition, Pastel Partner allows the use of many additional modules:

Add-on Module Description
This automates bank transactions and reconciliations, based on
Bank Manager downloading the bank statement via the Internet. This option is for South
Africa only.
Bill of Materials This lets you manufacture or assemble items from components.
Business

Intelligence Centre This gives you advanced reporting and analysis in Microsoft Excel.

Debtors Manager This helps you optimise your collections process.

General Ledger This lets you renumber, delete, and merge, general ledger accounts.

Manager
The Inventory module is where you do most of your processing work if you
Inventory
purchase and sell goods.
Multi-Currency This lets you process in foreign currencies.
Multi-Store This lets you have multiple stores and transfer items between stores.
(Warehouses)
Project Tracker This lets you manage budgets and costs linked to projects.
Point of Sale This lets you process sales and control payments via a cash drawer.

This lets you deploy Point of Sale without requiring a permanent network

Offline Processing .
connection.

Receipting This lets you print receipts and simultaneously update the cash book.

Serial Number

. This lets you serialise inventory items and track each item’s movement.
Tracking

Time and Billing This lets you bill employee time to customers.

We look at these modules in more detail in this manual.
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Pastel Xpress is a smaller, less fully featured product. It contains the General Ledger, Customers,
Suppliers, and Inventory modules. You can add up to three users, and you can add the Business
Intelligence Centre, General Ledger Manager, Bank Manager, and Point of Sale modules.

Additional Stand-Alone Products

A number of other Sage products work with Pastel Partner:
e Payroll

e Fixed Assets

e Contact Management

e eBusiness & eBilling
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System Requirements

These are the hardware and operating system software requirements for the system:

Workstation Server
HARDWARE
Minimum Pentium IV Pentium IV
Recommended Pentium IV 2GHz or higher | Pentium IV 2GHz or higher
DVD Drive Required Required
RAM
Minimum 512MB 1GB
1GB or higher 128MB per simultaneous user who
Recommended
accesses the system
SCREEN
RESOLUTION
Minimum 1024 x 768 1024 x 768
OPERATING
SYSTEM
Supborted Operatin Windows XP SP3, Windows | Windows XP SP3, Windows Vista,
s ;’tgms Peraling | vista, Windows 7 Windows 7, Windows Server 2003 and
4 Windows Server 2008
Note that:

This product does not run on Windows NT and Windows 2000.

Windows XP requires SP3 as a minimum.

You cannot use Windows XP Home in a multi-user environment.
Microsoft Office integration and email functionality requires you to have Microsoft Office version

2000 or above installed on your workstation.
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Using the On-line Help

You access the on-line help by pressing the <F1> key while you are working in the system. The
help will be relevant to the screen you are using. You can also use the Help menu option to access
the help. Here is a typical help screen:

5 SlE e
& e
Back Print  Options

Contents | index | Search | Favertes | The Pastel Desktop

b Getting Started i

Once you login to a company, the
Pastel desktop displays. You can resize
the desktop in the same way as any
other screen in Windows.

m

(L] Working in Pastel
: ‘Working in Pastel
Starting Pastel
Registering Your Product
[[]] The Pastel Desktop .

display when you select them. When
[Tz *edie] Les i you select a functon to use, the
@ Menus and Toalbar system displays the function in its own

The work area is where functions

System Navigator window in the work area of the Pastel
@ Pastel Explorer ad desktop. You can move these windows
d i, C around within the desktop. If there is =

Use the Back and Forward buttons to navigate between topics you visit in this session.

The help content shows in the right hand pane.
On the Contents tab, there is a hierarchy of topics in module sequence. The highest-level topic
displays as a book. Click a book to open and close it.

The Index tab lets you enter keywords, and shows topics that contain a key word:

Contents  Index lgearch] Favorites

Type in the keyword to find:

averview

Bill of Materials Overview
Customer Overview

General Ledger Overview

Inventory Overview

Multi-Currency Overview
Multi-Store Overview v

Display

Enter one or more keywords. As you type, the system displays the index entries that match your
typing. Note, as in this example, that indexes have two levels of detail.

Click the most suitable topic, and click the Display button to display the topic you select. The
topic displays in the right-hand pane. To select a different topic, click the Index tab again.
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In the Search tab, you enter a word or phrase:

E%
e i
Back Print ~ Options

Contents | Index  Search | Favorites |
Type in the keyword to find:

|disc:0unt

List Topics

Select Topic to display:

Customer Overview -

Customer Setup and Maintenance
Document Headers 57

Display

E=1 | Eo8 )

Customer Prices

In addition to the 10 standard item-
based szelling prices, you can have:

= Specific prices per customer per
inventory item.

LI Ydlis : structure based on item
based prices per customer
category per inventory group.

You maintain these price mechanisms
in this functon.

For details of the systems selling price
4 | m

mio»

3

In the Keyword field, enter a word or phrase. To find a topic that has the exact phrase you enter,
enclose the keywords in quotes.
Click the List Topics button and the system shows topics that contain the text you enter.

Click the Display button to show the topic in the content pane.

Use the Options menu if you wish to turn off highlighting of the search word or phrase in the

topic content.

Use the Favourites tab to store links to topics you access frequently:

%
o iy
Back Print ~ Options

Conterts | Indesc | Search Favorites |
Topics:

Customer Prices

« [ b
Remave Display
Cument topic:

Printing, Emailing, Viewing, Exporting

f=E S

(LAY, Emailing,

Viewing, Exporting

e

When you choose a report via the View
menu, the system displays an options
window in which you can choose how
to run the report. For details about
this, click here.

The first option in any report is the
Print To option. You use this option to
specify where to output the report. In
this section, we look at this option.

4 | m

Click Add to add the current topic to the Favorites list.
Once the topic is in the list, you can select it and click the Display button to show its contents.
To remove a topic from the Favorites list, select it and then click the Remove button.
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Manual and Help Have Same Structure

This guide contains overview information only. If you want detailed information on any topic,
consult the on-line help, which has the same table of contents as this guide, although somewhat
expanded.

In addition, you can type in the manual's heading into the on-line help’s Index section to find the
relevant help section.
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New Features

The following new features have been implemented in Pastel Partner Version 12:

Tax Manager

To ensure correct VAT reconciliations and VAT reporting to SARS, it is essential that the VAT
reporting frequency is closed. In Tax Manager you will setup your VAT reporting frequencies and
process your transactions as usual. At the end of each tax period, you will print your report and
close the tax period. Any transactions that are backdated to a closed period will automatically
form part of the next VAT period.

Conversion Assistant
The conversion assistant has been updated to convert multiple companies simultaneously.

Customer Processing

A warning will display when using the same reference number per customer on All Customer
Updatable Documents.

Point of Sale

A facility for Pack Sizes has been added. The Pack Size facility allows the retailer to repack their
stock into smaller or larger quantities for resale. If a retailer purchased stock in packs of 6 items,
the retailer can then repack the stock as single items or repack the items of 6 into cases of 24.

Pastel Debtors Manager
Pastel Cash Manger has been renamed to Debtors Manager.
New features added to Debtors Manager include:

e Debtors Dashboard

The dashboard gives management instant visibility of debtor’s status and collection activity.
e Sales Analysis Report

12 month rolling sales analysis, displaying sales per customer, per month.
e SMS Payment Reminder

Send automated SMS payment reminders to overdue customers.

e Summarised Contact Report

This report displays an overall view of the age analysis, the latest contact notes saved, as well
as PTP’s saved.
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Automatic Updates

An automatic update feature has been included which will automatically update your Pastel
Accounting. The automatic update can be set to check for updates when opening Pastel
Accounting, on a daily basis or on a weekly basis. A setting has been included to always ask
before downloading the updates and while downloading the update a progress bar displays.
Before the update is downloaded, a history of changes made will be displayed.
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In this chapter, we see how you navigate through the system and
enter data. We then look at general features such as using notes
and viewing, printing, emailing, and exporting reports.

— Starting Pastel
The Pastel Interface

Transaction Entry Overview

Lol

Forms Designer

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Starting Pastel

Pastel allows you to maintain as many separate companies, or sets of books, as you require. Each
company is a separate financial entity.

Within each company, you create users. You have to login as a user in order to gain access to a
company and work in the company. You can specify which areas of the system a user can and
cannot process. This allows you to control access to sensitive information.

Getting to work in Pastel therefore involves three activities:
e You have to start the program.

e You have to choose a company.

e You have to login as a user.

To start Pastel, choose the Pastel icon in the Windows Start menu, in the Sage/Pastel group. You
can also use the icon on the desktop.

Once you start Pastel, you need to select a company to work in:

i

Cpen a Company

Open

). Softine Pastel | DEMO]
Educational Mo: Softline Pastel [123]
Educational Mo: Softline Pastel [41] Lancel

Educational Ma: Softine Pastel [COMP1]
Educational Mo: Softline Pastel [DEMO]
Educational Mo: Softine Pastel [TECHSPEC] Manage

Add Company

l [CAPASTEL12Y_DEMO |

[C] Open Last Llsed Company on Startup

Choose a company in the list by double-clicking it, or click it and then click the Open button.
The Manage button lets you activate and deactivate companies, to allow or prevent them from
displaying in the Open Company list. You use this as well to activate companies created on
another workstation.

Check the Open Last Used check box to bypass this window and open the last used company
automatically.

The installation procedure creates the _DEMO company. This is a sample company, which
contains data. You can use this company to experiment with and learn the system.

If there is only one user in the company, and that user has no password, as in the _DEMO
company, the system does not ask for a password. If more than one user exists in the company,
or the only user has a password, the Enter a Password window opens and you must enter a valid
password to login to the company:




Chapter 2 — Working in Pastel The Pastel Interface e 25

The Pastel Interface
The Pastel Desktop

Once you login to a company, the Pastel Desktop displays. The menus and the toolbar display at
the top of the window. The toolbar icons are as follows:

Educational No: Softline Pastel (DEMO)

File Edit Process View Change Setup Utility Window Help

B Bekaih A6 ET NOP O

@
Menus give you access to all of Pastel's functions.
You can resize the Pastel Desktop. Functions execute within the desktop, and scrollbars open
when necessary.

Here is a summary of each main menu:

Menu What it Does

This deals with companies as a whole. You create, open, and backup companies via

File this menu. You also set up printing.

You use this menu to maintain database records such as general ledger, customer,

Edit supplier, and inventory records.

Process | You use the process menu to enter transactions into the system.

View You produce reports and perform on-screen enquiries via this menu.

Change | This menu lets supervisors perform high-end functions such as the financial year-end.

Setup You use this menu to configure the system to conform to your business requirements.

This menu contains various utilities such as the Forms Designer and Microsoft Office

Utility integration tools.
, This window lets you select and arrange windows when you open more than one
Window . )
function at a time.
Help This menu lets you access product documentation, register your product, and access

the support website.
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Besides the menu system, you can access most Pastel functions using two other navigation tools.
The first is the System Navigator. This shows each program function in accounting module
sequence:

J L £ : & x
Ci 5 i Inventory General Ledger Admin
Daily Processing Reports Maintain Setup / Housekeeping
[ Customer Jourmalz )[ Customer Receipts J[ Quotation J[ Sales Order )[ Tax Invoice J
Recurring T ax Invoice Credit Note Drebit Mote Time: a‘nd Biling Tan Overdue Customers
nvoice Interest
i
Choose an accounting area at the top.
Then, in the next set of icons, choose the activity type.
Finally, choose a specific function via the buttons.
The second navigation tool is the Pastel Explorer:
i, Options a IEustDmErs Drag a column header here to group by that column Befresh
Code Categary [l escription Balance  Balance | «
Cloze Explarer _ F s
- FUPOD1 Pupil 01 -228.00
& Tasks ACKOO EndUser Ackerman M R -76,630.00
Cust 20 AGCO0 Dealer & & G Consultants 125.03 —
ustomers ALLOOT Distributar Aliance -2.000.00
Suppliers A5T002 Dealer Astcom Computer Tr. 50.475.23 [
Inventory BECOOT Dealer Becker & Associates 0.00
General Ledger BOMOOT End-User Bond MrJames 0.00
BOUDM End-User Boulding Mr D 0.00 ’L‘
Blro po List ~ M ,
To Do List
¥ Notes Due Today -
¥ Nates Overdue ToDoList Befresh
W Customer Invoices Due Today Due Das pe Due cul sscmt\un -
¥ Overdue Customes Invaices /04 Cu L e COMDD4 Computer B
¥ Post Dated Batohes Due Today 31410404 Customer Irwoice | Dverdus SOFD01 Software Ex
Overdue Post Dated Batch 31/03/04 Customer lrvoice | Dverdue CASH CASH SALE
[ Overdue Post Dated Batches /0304 Customer Irwaice | Overdue CAsH CASH SALE
¥ Quotations E‘D"_'ng Today 30411404 Customer Invoice | 0 verdue ABBO29 Albott Limite
¥ Dverdue Quatations 301103 Customer Invoice | Dverdue CASH CASH SALE
¥ Sales Orders to Deliver Taday 0411403 Customer lrvoice | Dverdus AGCOOT A% G Const
W Overdue Sales Orders 30406403 Customer lrvoice | Dverdue COoMOo1 Compucable
Iv Purchase Orders Ariving Today zg:gg:gg I[l;vvetntory mote :° Ee Bverjue :UDEE]J‘: 7 187 I';':IM" SJVE
o] due Purch Ords ustomer INote [o De | L verdue ol rJar
:Z e o paid Tad 22/02/05 Sales Dider to Delive [ vercie 588023 Aot Linite
Upplerinvoisss 1o be Faid Todsy Ha2/2/05 Quotation Expiing | 0verdue ACKO0T Ackeman b
¥ Dverdue Supplier Invoices 13/11/03 Purchase Order | O verdus HARDOT Hard Driving
Hide To Do List 16/04/33 Supplier Note to be £| Dverdue COMOnt Complete Ci—|
Apply Selection and Refresh To Do List [ 08/09/04 Customer Invaice | Dverdue ASTO0Z Astcom Cor
03/03/93 Inventomy Nate ta be | D verdue ACCAOC Accounting

You can sort by any column, move columns around, and resize columns. You can also filter
records.

Right click a record and a popup menu displays, from where you can choose processing and
maintenance functions, For example, you can invoice a customer.

The To Do list shows items that are due or overdue. You choose which items to display in the
pane on the left side.
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You can switch between these two navigation tools at any time. You can also set per user whether
the navigation tool should load automatically when there are no program functions running.

Multiple Windows and Multi-User

Pastel lets you open multiple program functions at once. Each program function has its own
window within the Pastel desktop. This can be very useful. For example, you can leave enquiry and
report windows open and rerun them at any stage:

===
File Edit Process View Change Setup Utility [Window | Help

e BE - b LQROEACEOHE

1 Edit General Ledger Accounts

[ Edit General Led 2 Edit Sales Analysis Codes m}
Edit Sales | v 3 Process Journals |E| = |E||
M Entry Type |05 - General Journal j Batch Type |N0rmal batch entry j
EL 3
& i} Per Date Account Reference Description Debit Credi
C 1 -|3/03/09 00000000

Multiple windows exist within the desktop. If you minimise the main window, all windows
minimise. Use the Window menu to select an open function or arrange the windows on the
desktop. In the screen, we have three overlapping functions open at the same time.

There are, however, some restrictions as regards multiple window usage. These restrictions ensure
the integrity of your data. The system has a few modes it uses to ensure data integrity:

Mode What it Does

All setup functions and some edit and processing functions work in Sole Access
Sole Access mode. If you open a window that requires Sole Access mode, no other user can
Mode work in the company at the same time. You also cannot have other program
functions open on your Pastel desktop.

When you edit a master file record, or the system updates master file
information while processing, the system enters Update mode. This locks the
particular record you are updating. During this time, no one else can edit that
master file record. If another user attempts to open the record, they will receive
a message that another user is locking the record. You should therefore not
leave master file edit screens open on your system.

Update Mode

Some operations, mainly financial reports, prevent any updates from occurring.
For example, while you print a trial balance the system cannot allow another
user to update batches. If the system allows an update to proceed, the trial
balance can print incorrectly. The system issues a message to the user
attempting to update, and the user has to wait for the report to complete.

Stop Update
Mode

Note that the system displays some of these modes in the window header. This reminds you that
you may be preventing other users from doing their work or even accessing the company.
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Besides these modes, the system controls multi-user access automatically. If, for example, you
attempt to edit a customer record while another user is editing it, the system issues a message
and prevents you from doing so.

Maintaining Data Records

Every time you work in a Pastel company, you create, modify, or delete a record in the database.
The database contains many types of records, such as customer, supplier, and inventory records.
Each transaction is a record, and so is each user's profile.

You maintain these records using standard techniques in Pastel. Once you know how to create,
edit, and delete one type of record, you can do the same for all records.

Some master records are relatively small, and you maintain them by simply adding entries to a
table.

Here we look at how you maintain larger master files such as customer accounts and inventory
items. Maintenance screens usually consist of three areas:

=)= =S
7 T
BR @8 QnE K<€ > X
I ain Account Mumber 2000
Sub Account Mumber Blocked [O]
Account Description |Cusl of Sales / Purchases |
Control Account |Inventnry Group Control or Receipt Analyzis Code Control Account |
Details | Balances Notes
Per | This Year Movement|  This Year Balance| Last Year Movement| Last Year Balance| =
1
2
3 Fi15.040.00 F15.040.00
4 F15.040.00
5 F15.040.00
[} F15.040.00
7 R15.040.00]
g F15.040.00
3 F15.040.00
10 F15.040.00
1] R15.040.00] ~ |
| | 3

The toolbar displays on top. The on-line help contains detailed procedures for using the toolbar.
The top frame is for the code and name or description of the record.

The tabs contain detailed fields that belong to the record. Many master records may have either
or both of the following standard tabs, which we describe in detail elsewhere:

* The Notes tab lets you create notes that link to the record.

* The Picture tab lets you associate images with records.

You can drill down from some balances to see the transactions that make up the balance value.
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Zoom and Add Facility

Once you create master file records, you need to access them in processing screens. The Zoom
facility is a function that lets you select, enquire on, and edit, master file records. You use it to
quickly search for records, perform record enquiries, edit existing records, and create new records.

What makes the Zoom facility so useful is that you can access it whenever you can enter a code
for that master record. You do not have to close the function in which you are working, and you do
not have to access a menu option. You invoke the Zoom facility within the data entry field itself:

Reference

You can enter the account number directly, or you can invoke the Zoom facility. You do so by
clicking the icon to the right of the field, or by pressing <F5>. The Zoom window for that master file
record then displays:

=S
[ <F5> = Enquin ] [ o> -aad | [ <F7> =Modity | [ Fa ] [¢Enters = Selec
Zoom Seguence
@ Account (O Description () Ext Ref Zoam Fram l:l
Account Description Financial Category | External Reference =1
1000/000 Sales Sales
1200/000 Consulting Qther Income —
13007000 Onrline Suppart Other Income
1400/000 Telephonic Support Other Income
2000000 Cost of Sales / Purchases Cost of Sales
2100/000 Inventory Adjuzstment Cost of Sales
21507000 Inventory Count Yariance Cost of Sales
2200/000 Purchase Varianoce Cost of Sales
2400/000 Recovery Account Cost of Sales
2400/010 | Labour Cost Manufac Yariance Cost of Sales
2400/020 Direct Cost Manufac Yaniance Cost of Sales
2400/030 Other Cost banufac Variance Cost of Sales
2700/000 Discount Received for Cash Other Income
2780/000  |Interest Received Other Incorme
28002000 Pit/Loss on Sale of Mon Curent Assets Other Income -

The Enquiry button shows more details about the selected record.

You can modify the record, or add new records.

Click the Find button to perform a text search.

In the Zoom Sequence frame, you can change the sort sequence and the starting position.

The records display in the table. You can use standard navigation keys to scroll through the list.
To select an item, double-click it or click it and press <Enter>.

A quicker way to add a new record is to use the Add facility from the data entry field. To invoke the
Add facility, press <F6> or right click the icon. This invokes the maintenance function for that
record, and starts the function in new mode.

Note that most of these facilities are under password control. You specify per user what access
permissions the user has (we look at users later). The system issues an appropriate message when
the user attempts to use facilities for which they do not have access rights.
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Data Entry

Data entry is for the most part standard. You can enter fields, copy and paste text, and so on,
using standard Windows methods.

We have just seen how to find and maintain records via database entry fields using the Zoom and
Add facilities. These save a lot of time.

You can set your own date and numeric formats per company, which you can change at any time.
You enter dates as follows:

Start [End
[* nanpme -1 21/05/03

D.j December 2009 A

2 0y 2 3 4 5
E 7 8 9 10 11 12
13 14 15 16 17 18 19
20021 22 023 02 X5
2728 029 W N 1 2
14 5 B 7 8 19
2 Today: 01/12/2009

Ty T TF Ty T TT

ololola|lo|e|e|=]=]

You can enter the date directly. You do not enter the separator.

Click the arrow to the right of the date to open the date navigator, as above. Click a date to use
it.

You enter most processing information into tables. You can control the order and size of the fields
in the table. For the most frequently used processing screens, the system remembers the settings
per user and per data entry screen:

Per

01 - 01403404
01 - 01403404

Date

3403404
31403404

Account

10004000
12004000

Reference

J39876
19878

Debit
100.00

Dezcription Credit

Adjustment

Adiustment 100.00

You can drag column headers to move them around. You can drag a column's right border to
resize it. The on-line help has detailed instructions.
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Note Facility

The Note facility lets you create multiple note records that you attach to master file records. Notes
appear in the Notes tab of the maintenance function:

Contacts | Processing | Terms | UserDefined | Balances | Motes

Status Enty Date | Action Date | Subject Linked Filz
Clozed 08/04/93 | 09/04/93 |Outstanding Payment
Closed 12/04/99 | 12/04/99 |Payment received

The Note facility has a variety of uses. For example:

e You can attach a note to a record as a reminder. Each note displays on the Notes tab when
you maintain master file records. In a processing screen, when you access a record with a
note, the system displays an icon to show there are notes for the record.

e You can write mail-merge letters for customers and suppliers. The system has special codes
you enter in the letter to represent customer or supplier information. When you print the letters,
the system substitutes the individual account information in the code fields. For customers,
you can range on ageing and thereby produce aged letters.

e You can link a note to an external document such as a word processor, spreadsheet, or
graphic. When you open the note, the system loads the word processing, spreadsheet, or
graphics program, and opens the linked file you specified in the note.

e If you create custom financial reports in the general ledger report writer, you can choose to
attach notes. When the reports print, the notes print as well.

e You can create miscellaneous notes that you do not attach to any record. You can use these
for to do lists, reminders, or scratch pads.

e You can specify entry and action dates on notes, and you can specify whether the note is
open or closed. You can then report on overdue notes.

The note maintenance screen looks like this:

e e
ZH @&k Q@mMAE KM > X

Note Category | Custamers :|' Customer only opens at 09:00 on last Friday of

the month

Code ECO01

Description Becker Associates

Link to File?

IDi
L]

Subject Opening Time

Entry Date 01412409

it

Action Date 0mA2/09 -

|

Status Open

[ Frint Mote

[ LCopy ta Clipboard

[ Faste from Clipboard

In the Note Category field, you can choose different categories of notes. Use the Link to File
check box to link a note to an external file such as a spreadsheet or a word processing
document. You enter note text in the notepad areas on the right.
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Assistants
The system contains many Assistants that guide you through simple and complex processes.

An Assistant is a set of screens in which you can make choices, choose operations, and enter
data. Assistants display detailed help information on each screen.

At the bottom of the Assistant window, the system displays buttons that help you navigate and
process:

Year End Assistant - Sole Access _ E

Year End Backup

At the end of the financial pear, you need ta rwn the year end procedure to
move into the new financial pear

Pastel processes the year end procedure automatically. However, you need to
make some preparations befare yau invoke the year end procedure. This
Sage Pastel Agzistant guides you thraugh the preparation procedures, and then runs the year

Accounting

end itself

It iz imperative that you make a backup of the company prior to running the pear
end. You should keep this backup forewver.

We suggest that you make at least two sets of backups, and store one setina
physical lacation different from the computer.

Tomake a backup now, click the Backup button.

Click the Mext button ko continue with the Assiztant

Backup ] [ Mext

You can navigate back and forth between these screens. Once you are satisfied with your choices,
you confirm them, and the system initiates the process.
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Report Printing

The Pastel reporting function allows you to produce a suite of reports for each module you use.
The report printing function has some powerful and sophisticated features:

e You can print reports, display them on the screen, or email them.
e You have a number of report filters and choices on each report.

e You can export any report into standard document formats such as word processing,
spreadsheet, PDF, and text formats.

e The system contains standard layout choices for invoices, statements, and other forms, which
you can customise.

e You can direct specific reports to specific particular printers on the network.

You access most reports and screen enquiries via the View menu. In this section, we look at
general printing options. We outline each report in each module's documentation.

Printer / Fonts Setup

You can specify printers and fonts for different types of printing, per user. You do this via the
Printer / Fonts Setup menu option:

Custorers | Suppliers | Inventory [ Other

5]
ak.
Feports | Cheques
Select Printer

Select Font

Title Font [ArialE | Set Title Font

Frint Options

(@ Paortrait (Mormal) (O Landscape [Sideways)

[] Get Paper Size Directly From Printer
] Use Bold for Break Level Headings
Print in Colour from Prewview

l Copy ta 4l Users ] l Copy ta Al Tabs ]

Use the tabs to have different settings for each type of report.
Use the Set Main Font and Set Title Font buttons to set different heading and body fonts.
Use the Paper Style Assistant to set paper styles for invoices and statements.

Use the Copy buttons at the bottom to copy settings from one tab to all other tabs and all other
users.
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Printing Reports

Reports all have report options. These let you specify the output format, as well as ranges and
other settings. The system remembers the report settings per user and per setting:

B3
Prirt To |Screen j
lUze External Reference O
Account Start 0ao
Account End 93593 Help
Sub Account Start 000
Sub Account End 333
This Year

Period Start 01-0 darch hd
Period End |12 -01/02410 - 28/02410 February j
Each Period Separate O

tain and Sub Account Names O

Use Foreign Cunency O

Mew Page per Account/ltem/Type O

Blocked / Unblocked |Both =l

In the above screen, we show the settings in the Print To option. You can view reports on screen,
print them on the printer, send them into Microsoft Word and Microsoft Excel, email the reports,
and export them into different formats. You can do this with every report.

When you view a report on-screen, you have many options:

=)= Es

-

Software Sales 03/12/08 15:18 Page: 1

Prepared by Pastel

m

GL Detailed Ledger 01/02/09 to 28/02/10

Date Entry Type Reference E‘gntrﬁ Description Debit Credit Cumulative
C.
(If Awail)

5200/000 : Retained Income / (Accumulated Loss)

Opening Balance as at 01/03/09 R226 301.67
Closing Balance as at 28/02/10 R229,301.87

TT00/000 : Inventory Control Account

Opening Balance as at 01/03/09 RE14.4598 85
Clesing Balance as at 28/02M10 RE14,432.95

8000/000 : Customer Control Account

Closing Balance as at 28/02/10 RZ2,148.46
[ E-tail ][ Fierun ][ Full Page ][ Screen Width "m”g[ﬂ [ = I = ] [ Close ]

e You can print and/or email the report directly from here.

e Certain reports allow you to drill down into a more detailed report that shows the composition
of a balance.

e You can rerun the report. This closes the report window and lets you select different options
and then run the report again.

e You can adjust the width of characters that display. This does not affect the report you print.

=)
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e You can scroll through the report pages.

e You can minimise the report and continue working in the system. If necessary, you can rerun
the report to bring it up to date with work you have done.

Transaction Entry Overview

Once you set up your company and create master file records, you are ready to enter balances
into these records. You do this by means of transactions. Each time you enter a transaction you
enter the period, date, description, reference, and amount. The system keeps this information in a
transaction file for up to two financial years.

You can group similar transactions together. For example, you can group customer sales, general
ledger journals, receipts, inventory journals, and so on. The advantage of this is that you can report
on these transactions by means of the grouping, and see, for example, all your sales for a date or
period range.

We call these groupings entry types. If you use the Setup Assistant to create a company, the
system creates default entry types for you. You can modify these entry types and/or create
additional ones at any time.

You specify, for each entry type, what type of accounts (general ledger, customer, and supplier)
you can process using the entry type. For a sales entry type, for example, you would allow only
customer accounts.

Most transaction entry works on a batch basis. You enter transactions into temporary files called
batch files. These exist per function and per user, and you can build batches up over time. Once a
batch is complete, and you check it, you then update or post the batch to the ledger. Once this
occurs, you cannot change the transaction. If there is an error, you have to post an adjusting entry.

You enter transactions in various different places in the system. There are only a few processing
screens:

e Inthe Journals function, you enter opening balances and transactions for general ledger,
customer, and supplier accounts.

e Inthe Cash Books function, you enter payments and receipts.

e Inthe Inventory Journals function, you adjust cost and quantity values for inventory items. If
you use the Multi-Store add-on module, you can also process transfers between stores via this
function.

e Inthe Customer Documents and Supplier Documents functions, you enter inventory-based
transactions, such as invoices, for customers and suppliers.

e If you use the Time and Billing add-on module, you enter timesheets in the Enter Timesheets
function.

e If you use the Receipting add-on module, you enter receipts in the Receipting function.

Once you know how to use these few screens, you can enter almost all the data you need into the
system.



36 e Forms Designer Chapter 2 — Working in Pastel

Forms Designer

The Forms Designer lets you customise various documents that you print. Customisation of
documents is an optional process - you do not have to customize any standard documents in
order to use them.

You can customise forms such as customer and supplier invoices, quotes, orders, and returns,
statements remittances / cheques, and customer, supplier, and inventory labels.

The system's standard layouts are themselves created using the Forms Designer. This means you
can use them as a basis for the forms you need. Your customisation could be as simple as adding
in some text or a logo, to as complex as changing the layout, changing fonts per field, adding new
database fields, drawing boxes and lines, and so on.

You access the Forms Designer via the Ultilities...Forms Designer menu option:

= Pastel Forms Designer - [Pastel Forms Designer - Invoice]
File Edit WView Insert Format Window Help
Dr2Wd&E & o |
| Main -

T T it é
E== h a4~ O
o e 3o e e Ageing CurentiAmount] -

7 Customer Address 4 X0C0000000C - © a |29eing Tems +1[Amaunt]

; Aaeing Terms +2[Amaunt]
5 20000000000 "
Cu%tu.n??r Address Ageing Terms +3[Amount]

Ageing Terms +4[Amount]

Ageing Tatal

Amount Overdue(1 20+90+60+30]

Amount in words

Barcode

Change Amount

Commodity Code

Campany Address 1 s
r. A AA

e Y

ra

=| |1 Detail

Line tem Code Line tem Description 95 65t E; %*

Font Bold Falsz L
Font Italic Fabs
Font Mode Setting  Main
Font Name Arizl
Font Size ]

You can use icons and menu options to align fields in various ways.

You can add database fields, many of which are not on the standard forms.

You drag and drop fields, change their sizes, and set properties such as the font.
Some uses of the Forms Designer are:

e For customer and supplier invoices and statements, you can expand the default number of
forms and create custom forms for specific documents. For example, you can create picking
slips that look nothing like the standard invoices.

e You can add graphics to forms. This lets you print your company logo on invoices and
statements.

e You can change the layout to fit it onto any pre-printed stationery you may have.
e You can print barcodes on inventory labels.
e If you use Foreign Currency you can include a field indicating the local currency value.
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In this chapter, we look at how you maintain and work with
companies. We also look at company setup and some company-
wide processing options.

—

—

—

!

!

l

Creating Companies

Backing Up Company Data
Ensuring Data Integrity

Company Parameters

User Groups, Users and Passwords
Microsoft Office Integration

The Control Centre

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Creating Companies

Pastel allows you to maintain as many separate companies, or sets of books, as you require. Each
company is a separate financial entity.

When you install Pastel, the system creates a demonstration company for you called _DEMO. You
use this company to learn how the system works. You cannot use this company for actual live
work.

You can create a new company in three ways:

e To create an actual company to work in, use the Setup Assistant. The Setup Assistant takes
you through a series of screens and creates a company that contains a general ledger chart of
accounts. The Setup Assistant also sets up all required parameters. In addition, your
distributor in your country may have pre-set tax and other country-specific information. Once
the Setup Assistant creates a company, you can work in it immediately.

e You can create a new company as a copy of another, existing company. This is useful if, for
example, you are creating a new branch that is similar to an existing company. You can also
use this function to make a copy of an existing company for archival purposes.

e You can create a new, empty company and set up all your parameters, periods, entry types,
chart of accounts, and so on, yourself.

To create companies, select the File...New menu option:

New Company @
Mew Company Mame
Method
1 _Demao e
(Z3 BICUpdate 3 (@ Use Setup Assistant

BIRES
& () Copy Another Company

- () Start New Company

|Ereate NEWLCOY Using the Setup Assistant |

In the left frame, specify where to create the company. Each company has its own folder. For
multi-user versions, ensure the folder is accessible to all relevant users.

In the New Company Name field, enter a unique 8-character name.

In the Method frame, choose how to create the company.

When you create a company, the system activates it on the workstation on which you create the
company. Other workstations that use the new company need to activate the company on their
workstation. You accomplish this on the workstation by clicking the Manage button in the Open
Company window. Until you do this, the new company does not appear in the company list in the
Open Company window.
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Backing Up Company Data

Making security copies of your data is essential. The database is stored on your hard disk, and the
hard disk is subject to hardware failure, physical damage from natural events, and theft. The
information you store in your database is worth thousands of times as much as the physical
hardware. Your business may fail if you lose this data. Therefore, you are obliged to make regular
copies of your company information.

Note You must put backups on removable media such as CDs or tape drives. A backup on the

same physical computer as the data is inadequate. You should also keep some of these copies in

a separate geographical location to ensure their safety.

There are single user, multi-user, and client/server versions. We provide a backup tool for smaller

companies to use. If your data is large, you should look at third party alternatives for reliable

backups. For example, if you backup onto a tape drive, the tape drive manufacturer usually
provides you with the appropriate software to make your backups. The software usually contains
some form of scheduling, so that the system can perform the backups at night or after normal
working hours.

You should spend some time ensuring that your backup routines are in place, that they are in fact

carried out, and that the data you are backing up can be restored should the need arise. You

should check the latter point regularly.

We recommend the following backup regime:

e Daily backups made onto separate backup devices, one for each day of the week. In other
words, do not overwrite yesterday’s backup with today’s backup. Using the daily strategy, you
can go back 5 working days if you need to.

e Additional backups made at the end of every week, again on separate devices. This lets you
go back a few weeks if you need to.

e An additional backup made at the end of each month, which you keep for at least a financial
year.

e An additional backup made at the end of the financial year, which you keep forever.

To backup via Pastel, choose the File...Backup menu option:

File Backup @

‘erify Method ‘Where to Backup to
@ Mo Checking B -
() Ensure Files Readable :
| 3 _Demo
O=El=s 1 BICUpdsts Mew Falder

Backup Images CABIRES -

Did wou know that Pastel lrontree provides 100% secure online backups. a simple
registration process, simple installation, affordable pricing and secure hosting? For
more information go to

. pastelironties. co.za

In the Verify Method frame, you can perform a check to ensure the files are readable prior to
backing them up.
You choose where to backup the data.
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Pastel IronTree Backup

Note the message about Pastel IronTree in the above screen. This is an online backup service, into
which you upload your data. This provides you with safe, secure, and off-site backups. You can
use this service instead of, or in conjunction with, the standard backup facility. Use the File...Pastel
IronTree Online Backups menu to access and use Pastel IronTree.

Please note that Pastel IronTree is a pay-as-you-use service, which requires monthly payments.

Data is what keeps every business alive. Every day your business creates new data, this is in the
form of transactions, documents, and spreadsheets. This data is your business's lifeblood,
ensuring that bills are paid, money is collected, contracts are valid, and information is available for
essential decision-making.

At Pastel IronTree, our mission is to ensure that your business can continue to function after your
data has been lost, whatever the reason for the loss - natural disaster, theft, or a computer failure:

e Pastel IronTree provides you with the ability to do an offsite backup of ALL your critical data in
a 100% secure manner automatically.

e Pastel IronTree provides 100% secure online backup, a simple registration process, simple
installation, affordable pricing, and secure hosting.

e Pastel IronTree's infrastructure is replicated and mirrored so all data is stored in multiple
locations. Thus, the chances of losing your backup are virtually nonexistent!

e Pastel IronTree's backup technology has been in use internationally for years. Pastel IronTree
uses a 448 bit encryption model, which is 3 times as secure as regular Internet banking.
Without your encryption key, no one can decrypt your data once you backup!

e The Pastel IronTree solution can back up ANY DATA that you choose at any time, with the use
of additional plug-ins. You can vary the data selection by adding or deleting files or folders AT
ANY TIME.

You can configure Pastel [ronTree to notify you automatically whether a backup was successful or
not.

We recommend that you have an ADSL, Diginet, or Wireless connection. After the initial backup,
the daily data backups transmit only data changes for the day (incremental backups), thus the
bandwidth required is minimal. While our solution will work over a dial-up connection, we do not
recommend it due to the potential for the line to fail to disconnect properly once the backup is
complete.

Pastel I[ronTree operates in South Africa only.
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Ensuring Data Integrity

An accounting system is a large and complex database system. Outside events such as power
interruptions, hardware failure, or disk full conditions can affect the integrity of your data.

The system contains a number of data security features. You use these after a power interruption
or hardware failure to ensure the data integrity of your files. You should also check your data
integrity periodically.

Backing up your data is a most important requisite to running your accounting system. Without
backups, you can lose all your data due to unexpected outside events such as power
interruptions, hardware failure, theft, fire, and so on.

Pastel's next level of data protection is the Data Integrity function that analyses your data
thoroughly, finds balance inconsistencies, and then corrects them. You access this function via the
File...Data Integrity menu option. This function runs as an Assistant that guides you through the
process.

Sometimes, however, a file can so badly damaged that the Data Integrity function cannot work
correctly. In fact, it may not even be able to access one or more files. If this happens, and you do
not have a recent backup of the file, you can consider using the File Rebuild Utility. You would
need assistance from support personnel to use this function effectively.
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Company Parameters

In this function, you set company parameters, data entry formats, multi-currency options, and time
and billing rules. To access this function, select the Setup...Company Parameters menu option:

Company Formats |
Company Details

Name

Muli-Curency |

Sofware Sales

Address

PO Bax BE7
Haneypdew
2040

Intarmnation

Tel 02 704 0222

Faw 012 784 0200

Email: infoi@softzales. com
Wehsite: www. pastel.cam
Tax No: 97/278452

Cash Books

Transfer Account

Time and Biling | Faxing
Drocument Murmbers

(O Separate Set of Mumbers for Each User
@ e Sel of Numbers for This Company

0] Enter‘four Dwn Document Numbers

Custamers

Guatation 1100001
Sales Order 10700001
Tax Invoice IN100001
Credit Note IC100001
Debit Mate 10100001
Receipts RC100001
Suppliers

Purchage Order PO1000071
Goods Rec Maote GN100001
Supplier Invoice PH100001
Return _Debit FC100001
Credit to Supp. PD1000071

]

The company information you enter here appears on invoices and statements.
You can use global numbering for documents such as invoices. If you do, set the next numbers
here. The alternative is to set numbers per user, and/or to allow users to enter their own

document numbers.

In the formats tab, you choose how to enter, and how to format, amounts and dates:

Company I

General Ledger Amount Format
Full Stop az Decimal Separatar

Comma &z Decimal Separaton

Date Entry Format

Sequence Separator

@ DMY Separator
QO MDY

O YMD

Age Balance Forward Joumnal Credits

() From Oldest Dawn
(@ In The Period They "Were Processed In

Display Drilldown Test in Blue

Multi-Currency |

Time and Billing | Fauing

1000 | Decimal | Currency

Separator | Digits | Symbol Senpds e

2 R R1.000.00

Year Sample Date

@ shart Format (YY) 311200

(2 Long Format [YY]

Drefault Email File Format

(O Use HTML
(@ Use PDF

Specify how to enter and display numbers and dates.
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To utilise the faxing function, you need to sign up to receive a unique Username and Password.
The Faxing function is only available for users in South Africa.

Company | Formats |  MukiCurency | Time andBiling | Faxing
Fauing
Username |UserName |
Paszward ’ﬁ |

Pleaze visit www pastelfax. co.za to zsign up for Faking and to receive your unique Username and Paszword

B This guide contains overview information only. If you want detailed information on any
I'@'I topic, consult the on-line help, which has the same table of contents as this guide,
“w/’  although somewhat expanded. In addition, you can type in the manual's heading into

the on-line help’s Index section to find the relevant help section.
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User Groups, Users and Passwords

Access security is a vital aspect of your business processing. You need to ensure that you allow
access to your system only by persons you authorise. You should also restrict which areas of the
system each user can access. There are two functions for this purpose:

e User groups allow you to assign access security on a group basis. The system creates
standard user groups, some of which you can modify. You can also create your own users
groups.

e You then create individual users. These users each have their own unique password. You can
link a user to a user group, in which case they follow that user group’s access security rules.
Alternatively, you can set up specific security rules per user. When you do this, you can copy
the settings from an existing user group or user, and then modify the settings. Note that
adjusting a user’s specific settings breaks the link between the user and a user group.

User Groups

You maintain user groups in the Setup...Users...User Groups menu option:
==

Groups Full Accounting Options
Gioup | Description -] Copy from Group |Supewisor ﬂ
1 Supernvizor
2 Yiew Orily [ Delete Full Accounting

BIC Access for Full Accounting

Mo Update of Batches [ Menu Access for Full Accounting

Process Options for Full Accounting

13 Processing Stores

15 Drefault Store JHE

Store Access for Full Accounting ]

N

You can create your own user groups and/or modify some of the existing groups.
You can choose per menu item whether users linked to this group can access that menu.
You can set processing options such as whether users can change selling prices.

If you use the Multi-Store add-on module, you can set a default store and choose which store(s)
USErs can access.
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The standard user groups are as follows:

User Group What it Does
A supervisor user has full access to every function in the system. There must be
Supervisor at least one supervisor user in every company. You cannot modify this user
group.
A view only user cannot modify any data in a company. They can view reports
View Only and enquiries, but they cannot add, edit, or delete any information. You cannot
modify this user group.
Full Users with this level can perform all the accounting functions in the system, all
. the way up to a year end. However, full accounting users cannot access the
Accounting .
setup menus, create new companies, and so on.
Update These users can enter transactions and updates batches. They do not have
Batches access to higher accounting functions.

No Update of
Batches

These users can enter transactions into batches, but they cannot update (post)
these batches.

Users

You maintain individual users in the Setup...Users...Users / Passwords menu option:

Users

User

Uszer Mame
Email Address
Password

User Group

[ Jump to User Access for June

O =
() Navigatar
(3 Explarer

==
Options
[01 - June | Copy from Group | | Supervisor ~|
June | CopyfromUser | [Usero |
| | [ Dekete June ]
[12345678 | [ BIC Access for June ]
[Personalised | [ Menu Access for Juns ]
] [ Frocess Options for June |
Pracessing Stares
Default Store
o Refresh Explorer [ Store Acoess for June |
[ ok l l Canicel l

In the User Group field, you link users to a user group. If you do so, the user group determines
the user’s security access.

You can copy settings from a user group or a user, and then modify these settings.

In the Auto Invoke frame, you choose whether to use the System Navigator or the Explorer, and
whether the system should invoke it when no functions are open.
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Microsoft Office Integration

You can integrate the system with Microsoft Office in a number of ways. You access these
functions via the Utility menu:

Menu Option What it Does

This lets you export email addresses from the system into

MS Qutlook - Export Microsoft Outlook.

MS Word - Mail Merge This lets you create mail merge files from your company data.

MS Excel - Data Analysis This exports information you specify directly into Microsoft

Excel.
MS Word - Create and This lets you write letters and/or design labels that you can print
Manage Letters and Labels on a mail merge basis from Microsoft Word.

If you are using Microsoft Office XP, you must use SP3 or later in order for these functions to work
correctly.

Here is an example of creating a mail merge letter in Microsoft Word, using the Pastel database
fields as Word merge fields:

Th | etter.doc - Microsoft Word

! File Edit View Insert Format JTools Table Window Help

ﬁa Paste%;al. Last | 33 95' | 5 = | F 9 | 100% 7 Normal

«”_1:“:]“41 be

Insert:
() Address Fields () Database Fields

Fields:

CRNTRCES S B

Dear

CCO
Name
Address_line_1
Address_line_2
Address_line_3
Address_line_4
Address_line_5
Contact_Mame
Credit_Limit b
Fax_MNo
Telephone_Mo
Dos_Date

Aged_120
Aged_s0
Aged_g0 i

[Match Fields...] L Insert J [ Cancel

A B - - R R - I B - A

The merge fields are Pastel database fields. They save as placeholders in the Word file, and you
then merge the letter to produce custom letters per account.
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The Control Centre

The Control Centre is a utility that runs separate from the main application. It is a management
system, and it shows you real-time values. You can specify a time interval in which the Control
centre refreshes the values. The Control Centre is a read-only function that never writes to or
adjusts the company data in any way. It is separate from the main application to make it easier and
safer for managers to use.

The Control Centre works by allowing you to create monitors. Each monitor keeps track of one
specific item of information. You can monitor the following:

Monitor What it Does

This monitors items that can become due or overdue, such as

To Do List \ o
quotations, invoices, and notes.

This monitors a total of a financial category such as Bank,

Financial Category Balance Accounts Receivables, and so on.

Financial Category This monitors a daily movement of a financial category such as
Movement Bank.

General Ledger Account

This monitors a specific general ledger account balance.
Balance

General Ledger Account

This monitors a general ledger account's daily movement.
Movement

Customer Balance This monitors a specific customer's balance.

Inventory Quantity Balance This monitors the current quantity on hand for a specific inventory

item.
Inventory Quantity This monitors the daily quantity movement for a specific inventory
Movement item.
Users Logged on Now This shows users who are currently working in the company.

You can specify a refresh interval in minutes separately for each monitor. For example, you can
monitor the quantity on hand of an inventory item every 60 minutes, and total sales every 30
minutes.

Within a single Control Centre configuration, you can monitor up to 10 items simultaneously.
You can save a configuration for re-use at any time.

Besides monitoring values, the Control Centre lets you specify a critical value for each monitor. For
example, you can monitor the quantity on hand of a key inventory item. When it falls below the
critical value you specify, the Control Centre can communicate this to you in a number ways:

e It canissue a message on the workstation on which it is running.
e [t can send an email to an email address you specify.
e [t can send an SMS message to a mobile phone that you specify.
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This means that you can be out of the office and the Control Centre can notify you automatically

when a noteworthy event occurs.
Here is what a Control Centre looks like when it is monitoring values:

File Tools Window Help

B To Do List Meniter @
Description
COROO01 Compucable Foreign Cunency

rventary Mote to be Action Overdue ACCAOC  [Accounting Software Mumber of users
16/04/93 | Supplier Mote to be Actioned Overdue COROO1 Complete Computer Suppliers Faulty Goods
22/05/33 | Customer Mote to be Actioned Overdue BOWOM Bond MrJames Guotation
30406799 |Inventory Mote to be Actioned Overdue MOPMAD0T  |EPL 17inch SWGA Monitor 0Id Stock
HAF/F | Customer [nvoice Overdue ABBOZ2Y Albatt Limited IN100016 R3.470.00
0842/07 | Supplier Invoice bo Pay Overdue HaR 001 Hard Driving Computers PH100003 Fi476,745.00
H/03/08 | Customer [nvoice Overdue ALLOM Alliance IN100017 R5.100.00
27/05/08 | Sales Order to Deliver Overdue BOWOM Bond MrJames 10700001 F10,630.50
27/05/08 | Quotation Expiing Overdue SMI00 Smith MrJohn QL1 00001 R3.420.00
H/05/08 | Customer [nvoice Overdue ABBOZ2Y Albatt Limited IN100023 R3.42000
31/05/08 | Customer Irevoice Overdue CASH CASH SALES ACCOUNT IM100020 R3.42000
/0508 | Customer [rvoice Overdue ABBOZ2Y Albatt Limited IM100015 F10.460.00
31/05/08 | Customer Irevoice Overdue CASH CASH SALES ACCOUNT IM100019 R3.42000
/0508 | Customer [rvoice Overdue ABBOZ2Y Albatt Limited IM100021 F5,385.46
03/06/08  |Supplier Irvoice to Pay Overdue HaRO01 Hard Driving Computers PH100004 F2.850.00

EE| Customer Bal
Albott Lirited

(=]

R17.025.46

Accounting Saoftware

Jhb - Johannesburg Branch

R178.00

In this screen, we are monitoring overdue transactions, the bank account balance, and stock
quantities of an inventory item.

You can automate the loading of the Control Centre along with a configuration. For example, you
can create a desktop shortcut that loads the Control Centre and opens the configuration file.

If you place this shortcut in the Windows Startup folder, the Control Centre along with the
configuration you specify will load automatically when you power up the workstation.



Chapter 4 — General Ledger

In this chapter, we look at general ledger processing. Many
general ledger elements, such as periods and tax types, apply
equally to other modules.

—

—

—

—

General Ledger Overview
General Ledger Setup and Maintenance
General Ledger Processing

General Ledger Reporting

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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General Ledger Overview

In this overview, we look at general ledger processing. We also look at some of the company-wide
elements such as periods and tax types and see how they fit into the structure of the system.

Financial Periods

The system keeps information for two financial years. This includes all balances and transactions.

A financial year is broken down into financial periods. The system lets you create financial years
with between one and 13 periods in the year. Usually, there are 12 financial periods (months). You
can use the last (13") period of the current year as the first period of the following year. This lets
you work in the next year while you finalise the current year. When you run the year-end procedure,
the last period transactions and balances become the transactions and balances in the first period
of the next year.

Before you can begin processing, you need to set up financial periods. If you create your company
using the Setup Assistant, the system creates the financial period table for you.

Once you set up the financial periods, the system takes care of them automatically. In the year-end
procedure, the system moves the current year's calendar to next year and creates a new set of
periods for the current year.

The system offers two period processing methods:

e Single period processing lets users process in the current period only. You use this method for
data entry operators.

e Multi-period processing allows you to post to any period at any time. You use this for
bookkeepers and accountants.

You set the period processing method per user in the Users / Passwords function.
You can also set the method of period entry for each type of transaction you enter:

e You can make the user enter a period and then a date. The system validates that the date is in
the period range. If it is not, you specify per user whether the system can accept the out of
period date.

e You can let the user enter the date only, and the system sets the period according to the date.
This can be quicker, but can lead to period posting errors.

General Ledger Accounts

The general ledger reflects the business activities of the company. Within the general ledger, you
create accounts. Each account contains a collection of transactions of the same nature. For
example, you may create a bank account that contains all transactions that affect or involve your
actual bank account.

The more accounts you use, the more you can break down the information. As an example, you
can use one account in the general ledger to reflect all the sales made by your company.
Alternatively, you can decide on a more detailed analysis using several accounts to reflect sales of
each type of product.

You can create up to 9999 general ledger main accounts. They number from 0001 to 9999.
Amongst other information, the system stores the account's number, description and period
balances.
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You can further divide a main account into 999 sub accounts. They number from 001 to 999. For
example, you could have a main account 1000 for "Motor Vehicle Expenses" and two sub
accounts 200 and 300 to represent "Heavy Trucks" and "Light Vehicles". The system formats
these accounts as 1000/000, 1000/200, and 1000/300 respectively.

The system totals sub accounts into their respective main accounts. You can view the balances at
both the main and sub account levels. This way you get an overall or detailed view at any time. In
the above example, you would be able to view expenses for heavy trucks, light vehicles, and total
motor vehicle expenses. To see the latter, view balances on account 1000/000.

If you have sub accounts, the main account becomes a totalling account only. You cannot post to
the main account.

The system keeps balances and transactions for two full financial years. You can examine these
balances at any time. In addition, the system has budget values for this year, last year, and next
year. Some standard reports show budget comparisons.

Financial Categories

General ledger accounts have different categories from the financial reporting point of view. When
you create general ledger accounts, you have to allocate them to a financial category.

The first major classification is to distinguish between income statement accounts and balance
sheet accounts:

e Income Statement Accounts record the income and expenditure activities of the business in its
trading.

e Balance Sheet Accounts record the assets and the liabilities accumulated by the business.

e Thereis also a special balance sheet account, called "Retained Income". The system uses this
account at the end of the financial year, when it transfers any profit and loss for the year into
this account.

You can use just these three types of categories to set up your general ledger accounts. Their
names are:

e Unallocated Income Statement
e Unallocated Balance Sheet
e Retained Income

The system can generate a trial balance using this information. However, in order to produce an
income statement and a balance sheet, you need to use detailed financial categories. For example,
some income statement accounts represent income, and others represent expenses. Using
detailed financial categories gives you these advantages:

e You can produce an income statement and a balance sheet.
e If you intend to use the report writer, you can range on financial categories.
e You can analyse your business activity using key financial ratios.

e The system can validate that the control accounts you enter in the Setup menu options use
the correct financial category.

If you use the Setup Assistant to create a company, all accounts have a detailed financial category.

See the on-line help file for a complete list of income statement and balance sheet financial
categories.
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Budgets

You can optionally enter and use budgets. Although there are some standard reports that use
budget values, you usually use the report writer to create custom budget reports.

The system provides the following budgets per general ledger account per period:

el Details
Type

Current These are budgets for this year. During the Year-End procedure, the system

Budgets copies the current budgets into the last year budgets.
These are budgets for the next financial year. You can create next year's budgets
at any time without affecting your current budgets. You can do this by copying

Next Year combinations of other budget and actual values, by entering individual budgets for

Budgets each account, or by percentage adjustments. During the Year-end Procedure,
The system copies the next year budgets into the current budgets, and zeroes the
next year budgets.

Last Year These are last year budgets. Note that you cannot create or edit last year

Budgets budgets.

Budget values do not have decimals. You can round budgets to any integer value such as 50, 100
or 1,000.

You can enter and/or edit individual account budgets on an annual basis and the system allocates
these per period. You can specify percentage allocations per period.

You can import budgets.

Projects

You can have different areas in your business where you wish to analyse costs, income, or both.
For example:

e You may have jobs or contracts you wish to track.
e You may wish to analyse some costs on a departmental basis.
e You may wish to track branch profitability.

If you do not use projects for this type of analysis, you can create multiple general ledger accounts,
entry types, and groups, to achieve a similar result. This will result in a much larger chart of
accounts.

Projects are useful when you wish to analyse selected areas of your business. They do not make
the general ledger larger, you do not have to use them every time you enter a transaction, and you
can start and stop using them at any time.

The system lets you accumulate expense and income transactions into a project. You are then
able to compare your costs against revenue for each cost area.

To work with projects:
e You create and maintain projects.
e When you process transactions, you can allocate the transaction to a project.
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e You generate cost reports to analyse costs and/or income values attributed to each project.

When registering the base module, you only have access to:

e Project Report
e List Projects

There are different methods of allocating transaction values to projects:
e For all transactions except inventory purchases or sales, you simply enter the project as part of

the transaction.

e Forinventory purchases and sales, you have two methods available:

Costs to Projects
at Time of Sale

Method How it Works
. This is the usual method, which you use if you purchase items for stock.
Automatic .
Allocation of When you process a purchase, you do not enter a project - you do not

know at that time which project to use. Instead, you enter the project
when you process the sale. The system uses the item's average cost as
the cost of the transaction, and the selling price as the income.

Allocate Costs to
Projects Yourself
at Time of
Purchase

You use this option when you purchase items for specific jobs or
contracts. You may also purchase items that are costs to you, but
which you do not bill directly to customers. You therefore enter a project
when you purchase the item and when you sell the item. The system
does not use the cost of the item when you do the sale. If you are not
integrating inventory to the general ledger, you have to use this option.

Project Tracker Module

The project tracker module allows you to manage projects that your company has and this
includes managing the budgets that are associated to a specific project. There are extensive
reporting options available in this module to assist in managing and budgeting of the various

projects created.

To enhance your project reporting, you can create project groups. You create for instance a group
as regions and another group as cities. Each project in turn can be linked to the different regions
and cities. When reporting, you are able to report on the region and city or just a region or city for a

specific project.
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It is possible to add up to 10 project groups and the use of project groups is optional.

”

-
Edit Project Groups @

Project Groups

Project Groups can enhance your project reporting. Project Groups are optional and do not have to be zet up before running pour project
reports.

E=ample of geagraphical project groupings: Using Pioject Groups:

If you wish to use Project Groups, you will need to set them up and then link the groups to

S CDL_"”"-V: South Africa each of pour projects. Once you have set up your groups. pou can run a project repart for
(= City: Joharinesburg one or more projects, or for one or more project groups. Y'ou can have up to 10 project
01 - Project 1 groupings. Unlmited group deseriptions can be created far each project grouping. Az an
02 - Project 2 example, you c:o_uld setup a gloupir]g called Products and add az many prodycl de_scriplions
. as pou may require. These descriptions would represent each product pou wish ta link.
=--City: Durban ) projects to.
013 - Project 3 An le using geographical project groupings:

04 - Project 4

EJ-Cauntry: Urited Kingdam “ou could set up project groupings called Country and City. Vou would then enter the

: - descriptions for each Country and City.  These desciiptions could be South Afiica, United
-~ City: Liverpool . Kingdarn and Australia for the grouping Country and Johannesburg, Duiban, Manchester and
05 - Project 5 Sydney for the City grouping. When running project reports, vou could select to run reports
[ - Project & far one or mare projects, for all projects linked to, for example, South Afiica or all projects

[ City: Manchester linked to Johannesbuig

E---Country: Australia
- City: Parth
City: Spdney

Click the Start button ta create your first project grouping and add vour group deseriptions.

I [ Cancel

|

Included with the project tracker module is a project budget. Project budget provides you with a
reference point for your business to strive to achieve. The budget allows you to compare what the
project actually achieves against the planned values or against other project values. Project
budget can be very useful in controlling the performance of the different projects and projecting
future budget costs.

Project Budget Assistant @

Project Budget Assistant

The Budget Azzigtant helps you to make changes to pour budgets. Please
enzure that you have a backup of your current data before you use this
Agzistant. Some of the changes you can make are not reversible. To make a
backup now, click the Backup button.

Sag e PaS tEI “r'ou can perform the following operations on budgets. Pleaze chooze one and
. then click the Next button to continue with the Assiztant.
Accounting

(3 Copy or avenwrite current budget or nest pear budget walues with actuals or
other budget values, optiohally adjusting and # or rounding the values at the
same time

O Adiust and / of round current budget or nest year budget values

(3 Enter and / or edit individual account budgets

(O Make a printaut of the budgets.

Backup ] ’ Mext ] ’ Cancel
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The different reports available with Project Tracker are as follows:

Project Report

Description

List projects

A report listing all projects for the company is displayed.

Project Summary

A summary of a specific project is generated with the following
information displayed:

Current Monthly Income
Current Monthly Expenses
Current Month Nett Profit
Year To Date Income
Year To Date Expenses

Standard Income
Statement

The income statement details income and expenditures incurred for the
current month and year to date.

Periodic Income
Statement

Running a Periodic Income Statement incurs income and expenditure
for each month up to the selected month and year to date figures.

Budget Listing

The allocated budget for each general ledger account per month for the
specific budget is listed.

Budget Variance

Any variance in the budget is listed monthly and year to date. The
variance is also listed per general ledger account.

Detailed Ledger

The detailed ledger report details transactions for general ledger
accounts per project.

Cash Book Details

This report details the cash book transactions.

Inventory History

This shows transactions that affect an item's cost and quantity on hand
for each project.

Exception Report

Any transactions that are not part of a project will be listed in this report.

Entry Types and Cash Books

You enter values into the system by means of transactions. You allocate each transaction to a
general ledger account, customer, or supplier account.

Entry types let you further classify transactions based on the source of the transaction rather than
the general ledger account. For example, the general ledger may contain a number of expense
accounts for analysis purposes. You can use entry types to see all your expense details
irrespective of the account you use.

Each transaction you enter has an entry type. You use entry types for customer, supplier, and
inventory processing as well as general ledger processing.
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When you setup entry types, you configure how you wish to use them. Some of your options are:

e You can choose what types of accounts (general ledger, customer, and supplier) you can
access in the entry type.

e You choose per entry type whether it uses the Date Sets period or Period Sets Date entry
method, which we discussed earlier.

You use entry types to setup cash books. Cash books represent bank accounts. You deposit
funds from customers, and pay suppliers, via the cash book.

To setup a cash book, you use two consecutive entry types, one for payments, and one for
receipts. You link these two entry types to a general ledger bank account. Once you do this, the
system handles cash book processing in a slightly different manner from other transactions.

You can optionally reconcile the cash book within the system. This lets you enter or mark off items
from the bank statement against items you entered into the cash book. You can then determine
whether there are missing or incorrect transactions.

Tax Types

Some transactions are taxable. You have to charge your customers tax, track the tax amounts in
an auditable manner, and pay the tax over to the tax authorities. In many countries, when your
suppliers charge you tax, you can receive a tax credit, which you offset against the tax you have to
pay in.

The system handles most tax processing seamlessly in the background. All you have to do is to
setup the tax types, or tax rates, that apply to you.

If you use the Setup Assistant to create your company, your distributor in your country may set up
default tax types that conform to your country's requirements. If this is the case, you may find that
there is no tax setup work for you to do.

When you process transactions, you allocate a tax type to those transactions that require tax, and
the system performs all the accounting in the background. You can then produce tax reports,
some of which may even duplicate the tax forms in your country.

Once you setup tax types, you can set default tax codes in various areas:

e You can turn tax off where it is not required. For example, if you use an entry type for pure
general ledger journals, you can disable tax in that entry type.

e You can set default tax types per inventory item that override defaults that are more general.
You would do this if you have one or more items you sell that are tax-exempt.

e Even stronger than that is the ability to set tax types per customer and supplier. In most
countries, for example, you do not charge tax to foreign customers, and foreign suppliers do
not charge you tax.
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Journals and Cash Book Processing Overview

You enter business activity into the system by means of transactions. You classify or group
transactions by means of entry types.

You enter transactions into batches, which you can edit and change at any time. When the
batches are ready, you post the transactions, which update the account balances.

Batches always have to balance. In other words, you have to post identical debit and credit
amounts, in total, for the whole batch. In many cases, the system can balance the batch for you
automatically.

Once you post transactions, you cannot adjust them in any way. Instead, you have to enter further
adjusting transactions, either to reverse the original transactions completely, or to adjust the
amount.

If you post a transaction to an incorrect account, you would correct this in two steps:
e Post a transaction to reverse the original transaction out of the incorrect account.
e Post a second transaction to enter the transaction into the correct account.

You do not have to complete entering a batch in one session. The system saves each batch until
you delete it or post it. The system creates separate batch files per entry type and user. This
means that each user can enter transactions into their own batches without affecting other users.
In addition, a user can enter batches for an entry type, save the batch, and enter transactions for
another entry type without losing the first batch.

If you process customer receipts and supplier payments, and you use open item processing, you
can allocate (match) the receipts and payments to their original invoices within the batch entry
system. If you delete a transaction, the system automatically deletes the associated open item
allocations.

You can create users who do not have the ability to post batches, although they can enter
batches. Another user would then have to post the batches. To allow this to happen, the system
allows one user to open and process another user's batches.

If you use the Multi-Currency add-on module, you can process in a customer's, a supplier's, or a
bank's currency. The system converts values using default exchange rates, which you can adjust.

Besides the normal batch that you process with, the system supports two additional batch types
per entry type and per user:

Ecey What it Does
Type
You use these to enter recurring periodic transactions such as rental and lease
. payments. You can specify the frequency of the transaction (monthly, quarterly,
Recurring ) . .
Batches and so on), and you can specify how many times to process the transaction. For

example, you can process a lease payment 36 times, after which it stops
automatically.

Postdated You use these batches to enter transactions you only wish to process later. You
Batches do this so that you do not forget to enter these transactions.
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Bank Reconciliation Overview

The system gives you the option of reconciling your bank accounts. Note that the use of this facility
is optional. It does not affect your balances in any way.

The bank reconciliation function lets you match the physical bank statement with the system's
cash book transactions. You can then see any transactions that are on the bank statement but not
in the system, and vice versa. You can enter the bank statement information manually, or you can
import the bank statement from an ASCI! file and perform the reconciliation electronically.

You can use the bank reconciliation to reconcile other items such as credit card statements, petty
cash systems, and so on.

The system uses the reference field on the transaction record to control the reconciliation process.
When you enter cash book transactions in the Cash Book function, you have to ensure that you
enter the reference field on the transaction correctly:

e The system groups all transactions with the same reference together for reconciliation
purposes. For example, you allocate cheque 100 to two accounts. To do this, you enter two
transactions, and you give both a reference of 100. In the reconciliation, the system adds their
amounts together, and you reconcile the total amount of the cheque. The same situation
applies to deposits, where you can have many items on one deposit slip. You must assign
each item the same reference.

e To ensure that references are unique, we recommend that you assign a unique alpha prefix to
each entry type. For example, precede your cheque numbers with the letter "C", and deposits
with the letter "D". Then, always add leading zeroes after the alpha part of the reference. For
example, use "C0O000123" instead of "C123". This ensures that your audit trail prints in the
sequence you expect it to.

e You sometimes wish to exclude transactions from the reconciliation. You do this by setting the
reference to "ZZ227777". The bank reconciliation process ignores transactions that have this
reference.

You reconcile transactions using two methods. You can switch between these at any time:

Method How it Works
Check Here you mark each transaction line as reconciled. You can sort the transactions by
Method reference, amount, or date. You can unreconcile transactions you previously
reconciled in the same session.
Here you enter a reference, an amount, or a date, and the system finds the
transaction for you. If there is more than one transaction with the same value, you
Entry can mark the one to reconcile. If there is only one value, you enter the amount of the
Method transaction to complete its reconciliation. The system can default the value for you,

so that you just press <Enter>. You can therefore enter an amount and then press
<Enter> to confirm it.

The entry method is the safest method to use, but it takes more time. Bear in mind that reconciling
a bank account is a notoriously frustrating process. It is very easy to make a mistake, and, once
you do so, it is very difficult to track down the error.
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For example, you use the entry method and you check a transaction with a value of 10 when the
bank statement value you are reading is 100. At the end of the reconciliation process, you will have
a difference of 90, which does not relate directly to the mismatch between 10 and 100. In addition,
if there are more errors like this, it becomes impossible to detect the errors without performing the
operation again.

You can save a bank reconciliation without processing it. This lets you deal with queries, or enter
large reconciliations over time.

You perform reconciliation functions in three places:
e You do the bulk of the work in the Bank Reconciliation function.
e You can reconcile items as you enter them in the Cash Books function.

e You can reconcile or unreconcile a group of transactions based on a date range in the
Reconcile / Unreconcile Cash book function.

General Ledger Reporting

The system produces a large number of standard reports, including financial statement reports
such as the trial balance, income statement, and balance sheet. No accounting knowledge is
required to produce these reports. You have to set up the correct financial category on each
general ledger account, and the system takes care of the accounting in the background.

You can also produce a set of graphical financial ratios that analyse your business performance.

The system produces standard financial statements such as the balance sheet or income
statement. In addition to these, the system contains a report writer that lets you create enhanced
or customised financial reports. The use of the general ledger report writer is optional.

You use the general ledger report writer to accomplish the following:

e Create customised income statements and balance sheets. These can work in any company,
even though companies may use different charts of accounts.

e Add budget comparisons to income statements and balance sheets.
e Perform sophisticated budget analyses.
e Write specialised reports to track trends and variances.
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General Ledger Setup and Maintenance

In this section, we first look at how you set up the subsidiary files associated with general ledger.
We then look at how you maintain general ledger accounts.

Entry Types

Entry types let you classify transactions based on the source of the transaction. For example, the
general ledger may contain a number of expense accounts for analysis purposes. You can use
entry types to see all your expense details irrespective of the account you use. You also use entry
types to setup cash books. You maintain entry types via the Setup...Entry Types menu option:

Setup Entry Types - Sole Access Mode @
Mo | Description B CB":!:“'" Pf;:accis Account Access | Date / Period Entry ggiﬁ Currency gzz‘;unl -
1 o GL and {»Date Sets Period 1 Home 2400000
Suppliers (@) Period Defalts Date Currency
2 |CB 1 Receipts C GL and (Date Sets Period 1
Customers ) Period Defaults Date
3 |CB 2 Payments D GL and »Date Sets Period 2 Dollar 8410/000
Suppliers (@ Period Defaults Date
4 | CB 2 Receipts C GL and " Date Sets Period 2
Customers (® Period Defaults Date
5 | General Jounal D v General "y Date Sets Period a
Ledger {# Periad Defaults Date
& | Payroll Jounal D v General "y Date Sets Period a
Ledger ) Period Defaults Date -
2 cash book(s] in use. 18 joumal(s) in use |National Bank ‘
l ar l l Cancel ]

You link two entry types to a bank account to form a cash book.
In the Account Access column, you specify the account types you can use in this entry type.
In the Date / Period Entry column, specify how period and date entry works.

Periods

A financial year is broken down into financial periods. Financial periods are usually a calendar
month long. To maintain financial periods, use the Setup...Periods menu option:

(=)

Thiz Year Periods | Last ‘Year Periods

ﬁ‘ﬂ;ﬁﬂ;ﬁg?ﬁ;‘iods Pt [ Description Start End [ Canoel l

01 | March 01/03/09 31/03/09 ance

02 | Apii 01/04/09 30/04/09
Curent Period 03 | May 01/05/09 31/06/09
04 | June 01/06/09 30/06/09
oo Lact Potiod g | | 51201 01/07/03 31707409
Selled 06 | August 01/08/09 31/08/09
Fist Period of Next | I 0| September 01/03/03 | 30/03/08
0 | Octaber 01710409 31410409
Auto Create 03 | Movember 01411409 30411409
[ Use End Date 10 | December 01/12/09 31/12/09
11 |Januay 007710 /01410
12 | February /0210 28/02/10
13 | March 01/03/10 21703410
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Tax

In this function, you setup tax rates for taxes you pay on customer sales and/or supplier
purchases. To access this function, select the Setup...Tax menu option:

| Percentages | Muliple Tax | Box Names | Bow Lapout
Processing Method
Tax System ‘Normal WAT /GST /Sales Tax j
Tax Control Account |SSUUJDDD ‘ |Val / Tax Contral Account |
Tax Frovision Account |851 0000 ‘ |Va| / Tax Provision Account |
Early Payment Terms
@ Does Mot Affect Irvoice Yalue
() Vat Free and Therefore Changes Invoice Yalue
Diefault Entry Methad
() Exclusive @ Inclusive

l oK l l Cancel l

In the Tax System field, you must choose the correct tax system.
In the Default Entry method frame, you set a default that you can change when you process.
The Box Names and Box Layout tabs let you calculate values you show on your tax forms.

In the Percentages tab, you create the actual tax type codes and their percentages:

Parameters || Percentages | Multiple Tax | BoxMames | BoxLayout
No | Description Tax | Start End *
1 |Wat - Standard rated 14.00) 06/04/33 A0
2 |Zemorated 0.00] M/09/91 A0
3 | Exempt/non suppl 0.00] 01/09./91 3111210
4 | Bad debts 14.00] 06/04/33 A0
5 | Capital goods 14.00] 06/04/33 A0
B |Wat adiustment 100.00] 01/09/91 A0
7 | Accom exceed 45 days 14.00{01./01/93 3141210
8 |Accom not exc 45 day 14.00(0E/04/93 31412110
9 |Export 2nd hd goods 14.00| 06/04/93 1210
10 | Change in use 14.00| 06/04/93 1210
11 0.00 M /0180 210 hd

In the Tax% column, you set a percentage for each tax type. You cannot change the percentage

once the code is in use.

In the table, you can set a date range per tax code, so that operators do not use older tax

percentages.

Tax Manager

Tax Manger will assists you with the backdating of transactions and the tax report submissions.
Once you have processed your tax report for the specific financial period, Tax Manager will close
the specific period. Any transaction that is backdated will form part of the current period thus
automatically reconciling your values for the next Tax submission.
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Tax Manager Setup

When you register your company for VAT, you register to submit your Tax monthly, bi-monthly,
quarterly, half year or yearly. Select Setup...Tax...Tax Manger to select the category that you have
registered your company for.

Setup Tax Manager - Sole Access Mode E
T ax Periods I
Tax Reparting Frequency Tax Penod End Month - |End Month Mot Applicable ;I
Categary & = 2-Manthly, ending at the end of every add month, e.g. DecAlan, Feb/Mar etc... ;I

Mo Reporting Frequency selected - click here to select

onthly, ending at the end of every odd manth, .0, Decdlan, Feb./M:
Categary B = 2-Monthly, ending at the end of every even month, e.g. Jan/Feb, Mar/bpr etc
Categary C = Manthly [T a=able supplies greater than Gawt. limit)
Categary D = B-Manthly [certain farmers anly)
Category E = Annually [One trangaction per year)
Cateqgary FL| 4 f\"lonthlg,I ending 3n the Iast day of June, October and February

ZOTET

201203 | 30231 2 3 HDS.-"I 2
201205 |01/0412 31/08112
201207 |01/0612 3140712
201208 |01/0812 3040912
201211 |MA10A12 30111412
201301 |22 31401413
201303 |01/02A13 3140313

| o [ coen |

Tax Manager Assistant

In the Tax Manager Assistant, you can view Tax Type report or Tax Box report for current and
previous periods as well as close the current tax period.

To access this function, select Change... Tax Manager Assistant menu option. You can
alternatively select View...General Ledger...Tax...Reports menu option.

Tax Manager Assistant - Sole Access Mode @

Tax Manager Agzistant

The Tax Manager Assistant allows pou to view the Tax Type / Tax Box repoarts
for current and previous tax peniods, as well as close the current tax period.

Tomake a backup now, click the Backup button below.

Sage Pastel

Accounting View Fieparts
ITaH Type Report j
@ View cument Tax Period

(O View closed T ax Perinds)

[] Cloge the current Tax Period
201107 (0106411 - 31/07/411)

Backup ] ’ M eut ] [ Cancel
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Option Description

View Reports You can select to view the Tax Type Report or the Tax Box
Report by selecting the specific report from the drop down box.

View current Tax Period This option will display the current Tax period for the report
selected to view.

View closed Tax Period This option will display the closed Tax period for the report
selected to view.

Close the current Tax Period | You select this option to close the current Tax Period.

Enter a comment to easily identify the tax period that you have closed.
Tax Manager Assistant - Sole Access Mode (==

Close Tax Period 201107 (01/06/11 - 31/707/11)

Fleaze enter a comment to close the tax penod.

|Dem0 201107 |

Sage Pastel
Accounting

Back ] [ Process ] [ Cancel
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Reopen Tax Period / Clear Tax Manager Settings

You can reopen a previous Tax Period or you can clear all Tax Periods and Tax Manager Settings if
you have incorrectly setup the Tax Manager

To access this function, select Change...Reopen Tax Period / Clear Tax manager Settings menu
option.

Reopen Tax Period / Clear Tax Manager Settings IEI

Reopen Tax Period / Clear Tax Manager Settings

Thig azzigtant will reopen the previous Tax Period, or clear all Tax Periods and
Tax M anager Settings.

Flease ensure that you have a backup of vour current data before you use this
Sage PaS tEI Agsiztant. Changes pou make now are not reverzsible. To make a backup now,

Accounting

click the Backup buttan,

(® Reopen Previous Taw Period 201107 (01/06411 - 31/07/11)

(7 Clear all Tax Periods and Tax banager 5 ettings

|| cancel

[ |

Option Description

Reopen Previous Tax Period If you need to reopen the previous tax period to update a
transaction and have not submitted your return, select this
option. The period will be opened and you can process to the
period.

Clear all Tax Periods and Tax | If you have selected the incorrect category for your company
Manager Settings in the Tax Manager setup, select this option to clear the setup
and select the correct category.
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Financial Categories

Although you cannot create new financial categories, nor change the way they work, you can
change their descriptions. You do this in the Setup...Financial Categories menu option:

Code | Category Mame

BO5 | Unallocated Balance Shest

B10 |Share Capital

apital

B15 | Retained Income

Retained Income

B20 | Shareholders Loans

Sharehaolders Loan

B25 |Lang Term Bomowings

Lang Term Borrowings

B30 | Other Long Termn Liabilities

Other Long Term Liabilities

B35 | Fined Assets Fived Assets

BA0 | Investments Irvestments

B45 | Other Fiked Ascats Other Fixed Assets
BEO  |Inventomn Inventary

BES | Accounts Receivable Accounts Receivable
BEOD | Bank Bank

BES | Other Current Assets

Other Curent Assets

B70 |Accounts Papable

Accounts Payable

B75 | Tanation

T axation i

Report Writer Categories

The Report Writer optionally lets you create custom financial reports. If you use the report writer,
you can optionally create report writer categories to use when creating reports. You do this in the
Setup...Report Writer categories menu option:

==

Code | Description -

— || oo |~ o [ e oo R

o

Sales

p

Delete Line

|

oK H Cancel ]




66 e General Ledger Setup and Maintenance Chapter 4 — General Ledger

General Ledger Accounts

You use this function to maintain general ledger accounts. If you use the Setup Assistant to create
a company, the system creates a full chart of accounts that you can modify to suit your needs.

To access this function, select the Edit...General Ledger...Budgets menu option:

=)= =S
7 T
EQmDm K< > X
I ain Account Mumber 1000
Sub Account Mumber Blocked [O]
Account Description Sales) |
Control Account |Inventnry Group Control or Receipt Analyzis Code Control Account |
Dretails | Balances | Notes
Main Account
Income Statement Income Statement Financial Categary
Balance Sheet | 10 - Sales j
Feport ‘Writer Category |1D - Sales j
Extemnal Reference
Tax Pracessing
‘No Tax Type Default j | J

General ledger accounts have a main account and an optional sub account.

You use the Blocked check box to block many types of master records, because you cannot
delete records that have transactions or balances. This prevents users from using them
incorrectly.

The financial category is a critical field. If you have the correct categories for every account, you
can produce a trial balance, an income statement, and a balance sheet, automatically.

Most types of master records have a Notes tab.
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Budgets

Once you create your general ledger accounts, you can optionally enter budgets for them. The use
of budgets is optional. You work with budgets via the Edit...Budgets menu option:

Budget Asszistant

The Budget Assistant helps you ta make changes to your budgets. Pleaze
enzure that you have a backup of your current data before pou uge thiz
Agzzigtant. Some of the changes vou can make are not reversible. To make a
backup now, click the Backup button.

*Y'ou can perfarm the following operations on budgets. Please choose one and
then click the Mext button ta continue with the Assistant.

(@ Create or ovenarite curent budget or next year budget values with actuals or
other budget values, optionally adjusting and / or rounding the values at the
zame time:

(O adiust and / or round current budget or nest year budgst values

() Enter and / or edit individual account budgets

(O Make a printout of the budgsts.

When you choose a processing option, you first choose the range of general ledger accounts to
use. This is important because, for example, you may wish to increase your sales budgets by one
percentage, and increase, or even decrease your overheads by a different percentage.

If you create next year budgets, you have the following choices:

Choose Which ¥alues to Copy
*r'ou now need to chooge which values you wish to copy. You have the

following choices:

(O Copy This Year Actuals up ta and including period

| []

and then This Year Budgets to Mext Year Budgets

(O Copy This Year Actuals to Mext Year Eudgets
(O Copy This Year Budgsts to Mext Year Budgsts
(O Copy Last Year Actuals ta Nest Year Budgets

(O Copy Last Year Budgsts to Mext Year Budgets

The first option lets you create next year budgets using the current year's actual values up to the
period they are available, and the current year budgets from then on.
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General Ledger Processing

In this section, we look at general ledger processing functions.

Journals and Cash Books

You use the Journals and Cash Books functions to enter a large percentage of your business
transactions. You use these functions for all non-inventory transactions. These include general
ledger journals, cash book entries, customer journals and payments, supplier journals and
payments, and opening balances for general ledger, customer, and supplier accounts.

Processing in these options is almost identical, and we cover them together. The differences
between journal and cash book processing are:

e With ajournal, you process a single entry type at a time, whereas a cash book is a
combination of two sequential entry types, one for payments and one for receipts.

e You enter amounts differently in journals and cash books.
e You can perform a bank reconciliation on cash book transactions.

e If you use the Multi-Currency add-on module, you can process foreign currency bank
accounts.

You access these functions via the Process...Journals and Process...Cash Book menu option.

Choosing an Entry Type / Cash Book
When you access the Journals function, you choose an entry type to use:

Entry Type | |EIEEEENE ] Batch Tupe |N0rma| batch entry j

005 - General Journal

05 - Payroll Journal

07 - Depreciation Jourmal

Per 03 - Accruals Exclusive Inclusive

1 lm 09 - Reversal of Accuals
18- POS Journal
20 - Curency W ariance
21 - Receipting Journal
22 - Deposits Jounal

< Customer

£ Supplier

Al

In the Entry Type list box, choose an entry type. You work in one entry type at a time per batch.
However, you can have multiple batches open, each with their own entry type.

With cash books, it is slightly different:

=)= s

Cash Boak |[07 - #400/000 National Bark | Batch Type | [Normal batch entry =] [ Balance || Fiz523.3 Close
| |

Payments ‘ Beceipts

Here, you choose a cash book instead of an entry type. Since a cash book contains two entry
types, there is a Payments tab and a Receipts tab. You can work in either or both of these entry
types at once.
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Entering Transactions
Here are typical journal entries:

Date

03
31403

Debit
123218

Credit Contra Account
0000/000

00004000

Reference

JNLO024
JHLO0Z4

Account

1000000
12004000

Per

o1-1
01 -1

Description Project

1
2

Posted to incorrect accounl

Posted to incorect accoun! 123218

In this entry type, we selected to use only general ledger accounts. Therefore, you do not choose
the account type - you just enter the account.

Here are typical cash book entries:

Foreign
27D Supplier
/03

/03

GCS

5
5

R

M
M

Bank Amount

Rz 20000
R1 000,00

Reference Discount

CHOOD4
CHOO05

Account

HAROM
SOF00

Per

ui]
-

Diescription Exchange Rate

1
2

Payment
Payment

Project

The GCS column lets you choose a customer, supplier, or general ledger account. Journals and
cash books can both have this column.

Note the different amount entry methods for journals and cash books. For journals, you specify
debits and credits. In the cash book, you enter amounts into the Payments tab or the Receipts
tab, and the system knows the sign of the entry.

In a cash book, if you process a payment against an open item customer (we cover open item in
the next chapter), you can match the payment against an invoice immediately:

GCS  [Account Reference De=cription Bank Amount

01 - 0131403/ RCT12588 Payment Thank you
01 - 0131403/ RCT12588 FPayment Thank you

Open Item Matching CB 1 Receipts

| Account - GOLT91 - Golden, Sam

[ Reference | Date |

[ RCT12588 | 31/03/01 |

[ Discount To Match]| Discount Matched]| Amaunt To Match | Amaunt Matched | Total To Match]| Total Matched|

[ | | | 269.36C | | 269.36C]
Invoice Drate Drescription Invoice Amount| Amount Due Dizcount Total Due Amount Unpaid| atch
IN125488 03/03/01 | Tax Invoice 4518 45.18 4518 4518 ]
IN125494 12/03/01 | Tax Invoice E1.78 E1.78 E1.78 E1.78 [
IN125502 21/03/01 | Tax Invoice 162.40 162.40 162.40 162.40 ]

Here, we have matched the 269.36 payment against the customer invoices.

The system applies tax to cash book and journal batches in different ways. You always enter tax at
the point of the original transaction. For customers and suppliers, you enter original transactions
via customer and supplier documents, or via customer and supplier journals that we are looking at
here. In both these processes, you enter tax codes along with the transactions. You receive
payment from customers and pay suppliers in the cash book, where you do not enter tax unless
you process a discount.

The system also lets you enter taxable transactions directly into a general ledger account, in other
words bypassing customer and suppliers. You usually use this for overheads such as rent,
telephone, and so on, for small purchases of non-stock items, and for reimbursements to
employees. With these items, you enter tax in the cash book because this is the only entry for the
transaction.

For details about this, search the on-line help for "balancing batches".
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You can set a number of options per user and per batch:

Cortra Account
| H National Bank. |

Processing Increment R eferences

Multi-Currency @ ‘Yes
Invake Open [tem O Ho
[[] Repeat Cost Codes () Once

[ #llocate Settlement Discourt

Tax
Tax Processing ]

Default Tax Type

Default Entry Method

Use the Repeat Description check box to repeat the last line's description on new lines.
If you are processing tax transactions, you can default the tax code and entry method. If you do
not need tax, you can turn tax processing off and the tax column vanishes, as in our examples

above.
For cash book payments you can increment references per line (e.g. for cheques). For receipts
or journals, you can increment once at the start of the batch and then leave the reference

unchanged.

Updating Batches

The transactions you enter into journal and cash book batches do not update until you instruct the
system to do so. You also have to ensure, and the system checks, that journal batches are in
balance before you can update them. The system balances cash book batches for you.

To update batches, you click the Update button:

Process Journals - Update Batch

Update

[ Automatically Reverse Joumal

The cash book batch update gives you the option of printing cheques:

Process Cash Books - Update Batch

[ Print Batch
ancel
O] Print Cheques

Cheque Form File Name l:l

As we said earlier, you use these options to process many of your transactions, so you should
ensure you understand all the options and methods. The on-line help takes you through this in

detail.
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Recurring and Postdated Batches

Apart from normal batches, you can also create recurring and postdated batches. These are
additional batches per user and per entry type.

You use recurring batches to process transactions that recur on a periodic basis. This way you do
not have to re-enter recurring transactions in each period. Some examples of recurring
transactions are leases, rentals, and debit orders.

You use postdated batches to hold transactions that will be due at future dates. For example, a
customer may give you postdated cheques.

You enter recurring and postdated batches in the same manner as normal batches. There are a
few additional features:

e When you enter recurring batches, there is an additional No. column. In this column, you can
specify how many times the transaction should recur. Use this, for example, for a lease
payment that repeats a known number of times. Once the transaction reaches the limit, the
system deletes the transaction to prevent it processing again. If you do not wish to use this
facility, leave the field at zero.

e You can use the date field on the transaction to create entries that recur at time intervals
longer than monthly, such as quarterly and annually. To do this, set the year in the transaction
to 1980 (80 if you use two-digit year entry), and set the day and month to the date to use the
transaction. For example:

Entry Date When it Copies

1 1 Jan 2006 | Every month

2 1 Jan 1980 | The period in which January falls only
3 1 Feb 1980 | The period in which February falls only

You do not update recurring or postdated batches directly. Instead, you copy them to a normal
batch. From there, you can edit them if necessary, and then update them.

The system deletes any postdated transactions it copies from the postdated batch. It also deletes
recurring transactions that use the No. field and that have ended. Other recurring transactions, and
postdated transactions that are not yet due, remain in the recurring and postdated batches.
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Bank Reconciliation

You can match your physical bank statement with the system's cash book transactions. This lets
you easily find transactions that are on the bank statement but which you have not entered into the
system, and vice versa.

The use of the bank reconciliation function is optional. You can start and stop using it at any time -
it does not affect balances in any way.

To access this function, select the Process...Bank Reconciliation menu option. Here is a typical
processing screen:

Bank Reconciliation - Cash Book 01 - 8400/000 National Bank

0
00000001 31/03/04 4,000.00 O
00000002 31412404 29,000.00 O
CHOZ114 28/02/05 1,000.00 O
CHO3879 28/02/05 1,200.00 O
CHO3330 28/02/05 168225 O
Period Date Account | Reference Description Amount to Reconcile
1 31/03/04 | ACKOO1 | 00000000 Payment 100,000.00C
1 31/03/04 | ALLOOT | 0OOOQOOQ Payment 2,000.00C
1 31/03/04 | COMOO3 | 0D00O0O00D Payment 2,000.00C
Find By Reference l:l Amount to Heconcile
[ Urrecancled=6 || [IREH| | | Diff = 2,050.25 |
[ Help ] [ ] l Deszelect Al ] [ Back ] [ I [ Clase ]

Check an item's Reconciled check box to reconcile it.

The icon in the C column indicates multiple transactions for this reference. An example of this is
in a deposit slip. The second table displays these details of the selected transaction. You can
hide the second table and show more lines instead.

The status bar updates as you work, showing the number of unreconciled items and the
reconciliation balance.

The reconciliation works on a batch basis. You can save the reconciliation, and return to complete
it later. Once it is correct, you update the transactions as reconciled.

In the general ledger overview, we stressed the importance of the transaction reference field for the

reconciliation process. The system puts all transactions with the same reference together, from the
reconciliation point of view.
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General Ledger Manager Module

Your general ledger determines the format of your financial statements. All transactions you
process in the system are represented in the general ledger, and this makes changing the general
ledger problematic. In addition, you have to keep a full audit trail of transactions that make up
general ledger balances.

However, over time you may change the nature of your business to a greater or lesser degree. In
addition, you may realise that initial assumptions you made about general ledger account
requirements were not optimal, and you may want to make adjustments.

The General Ledger Manager add-on module gives you the ability to make many of these
adjustments. You have the following options:

Option What it Does
This option lets you renumber existing general ledger accounts, even if they
Renumber : .
accounts have balances and transactions. At the same time, you can change accounts

into main or sub accounts just by renumbering them appropriately.

This option lets you delete general ledger accounts with balances and/or
Delete accounts | transactions. The system transfers existing balances / transactions to another
GL account you nominate.

Consolidate This option lets you consolidate multiple existing general ledger accounts into
accounts another existing account.

Change financial

categories This lets you change an account's financial category.

Print audit trail This option prints a report of all changes made within a range of dates.

You accomplish all this without affecting the integrity of the general ledger in any way.
To access this function, select the Change...General Ledger Manager menu option:

General Ledger Manager - Sole Access Mode =]
Choose the Dperation to Perform

S ag e PaS tEl The General Ledger Manager allows pou to perform the fallowing functions on existing General Ledger Accaunts.
Accounting

Please ensure that you have a cunent backup of vaur data as the changes you can make in this Assistant are not
always reversible. To make a backup now, click the Backup button below.

Pleaze chaose the Function you wish ta perfarm:
(@ Renumber General Ledger Accounts
() Delete General Ledger dccounts
() Consolidate General Ledger Acoounts

() Change Financial Categories
O Print Audit Trail

Backup ] [ Mext ] [ Cancel
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Year-End

At the end of the financial year, you need to run the year-end procedure. This procedure is
automatic. It prepares your company for processing in the new financial year.

To access this function, select the Change...Year End menu option.

You need to be a Supervisor in order to run this procedure. You set up which users are
Supervisors in the Users / Passwords function.

The year-end procedure does the following processing:

ltem

Explanation

General Ledger
Balances

For income statement accounts, current year balances move to last year.
For balance sheet accounts, last year balances consolidate as one total,
and the current balances move to last year. Current year balances are set
to zero. Current budgets move to last year budgets, future budgets move
to current budgets, and next year budgets become zero. The system
posts the profit or loss for the year into the retained income account.

Customer and
Supplier Balances

Last year balances consolidate as one total, and the current balances
move to last year. Current sales / purchases balances move to last year.
This year balances and sales / purchases values become zero.

General Ledger,
Customer, and
Supplier
Transactions

The system deletes last year transactions. This year transactions become
last year transactions, and the system creates a new, empty transaction file
for the current year. Invoices on hold have their period set to period one.

Inventory Costs,
Sales, and Quantity
Values

The system accumulates these into the last year totals, and the current
values become zero.

Periods

The system increments years by one year in the period table, and adjusts
period end dates if necessary, for example, for leap years. The system sets
the current period to one for single period users.

Moves Period 13

If you set period 13 as the first period of the new year, the system transfers
period 13 transactions and balances to period one of the new year.
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General Ledger Reporting

In this section, we look at general ledger reports, financial ratios, as well as the report writer.

Reports

To access reports, choose the View...General Ledger menu option and select the report you

require.

You have the following reports available:

Report

Description

Account Balances

This shows current and last year actual values, and current, last, and
future, budgets.

Accounts

This report shows your chart of accounts.

Audit Trail of Electronic
Tax Documents

You can run a report of all Electronic Documents that have been
sent, listing details of each document including the VAT.

Balance Sheet

The balance sheet shows you your assets and liabilities in the
company.

Budgets

This report lists your budgets.

Cash Book Details

This report details cash book transactions.

Cash Movement

This details cash movement (in and out) of your bank account(s).

Cheques

You can print cheques to pay suppliers and for cash purchases.

Project Report

This shows an income statement for projects.

Detailed Ledger

The detailed ledger report details transactions for general ledger
accounts.

Entry Type Details

This lists transactions for a range of entry types.

Financial Categories

This report lists your financial categories.

Income Statement

The income statement details income and expenditures incurred.

Ledger by Entry Type

This lets you see transactions filtered by entry type and account
number.

List Projects

This lists projects.

Report Writer Categories

This report lists your report writer categories.

Tax Box

This shows the accrued amount of sales tax, VAT, or GST that is
receivable or due to tax authorities, per tax box.

Tax Type

This shows the accrued amount of sales tax, VAT, or GST that is
receivable or due to tax authorities, per tax type.
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Trial Balance The trial balance shows account balances as well as the profit / loss.

Graphs You can create graphs of your activity.

Financial Ratios

If you have Microsoft Excel, you can analyse the state of your company activities by using financial
ratios. Ratios compare one value against another in order to assess whether there is strength or
weakness in that area. Ratio analysis helps you to make meaningful conclusions. Ratios generally
fall into the following areas:

Ratio Type What They Show
Earnings These show profitability of the company.
Solvency and These show stability and the ability of the company to meet its
Liquidity obligations.
Turnover Ratios These show the efficiency of the company's business activities.
Shareholder’s Return | These look at shareholders' earnings from their investment.

We need to emphasise that ratio analysis on its own is not enough in assessing the strength or
weakness of a company. You need to consider other factors when you analyse your company’s
activities. To make a ratio analysis meaningful, you should:

e Compare ratios over a reasonable time-period

e Compare ratios against those of similar companies

e Consider extraordinary or contingent events that can skew the ratios

In terms of similar companies, you have to consider their historical background. For example, an
older company is likely to be more stable and to have different ratio profile than a new company.

To access this function, select the View...Financial Ratios menu option. You can also use the
Graph icon on the toolbar to access function. When you access this function, the system opens
Excel and feeds the relevant data into Excel. The system uses various tabs for ratios, graphs, and
formulas.



Chapter 4 — General Ledger General Ledger Reporting e 77

Here is the Financial Ratios tab:

@] Financial Ratie Calculator 2-0 (Pas)l [Compatibility Mode] - = x
|1_A| E |C|D|E|F|G|H|||J|K|L|M|N|0|P|f
2 Financial Ratio's - Software Sales
=
4| | Mar 08 | Apr 08 | May 08 | Jun 08 | Jul 08 | Aug 08 | Sep 08 | Oct 08 | Nov 08 | Dec 08 | Jan 09 | Feb 09 |Period 13|
_5 | |Acid Test Ratio 014 04 0z 0z 0z 0z 0z 0z iR 03 0z 013 0.00
_& | |Asset Financing Ratio 032 0.3z 0.3z 032 032 032 032 032 032 032 032 032 0.00
_7 | |Current Ratio 147 147 148 148 148 148 148 148 148 148 148 148 0.00
_ & | |Customers Days Ratio 0.00 0.00 0004) 13353 tees) 20029  23367|  267.05|  s0043)  s3sel| 36720 40058 0.00
_ 49 | |Inventory Days Ratio 2yase| -27aes|  omsss|  meae|  msas|  meas|  omsas|  owess|  msas|  wess|  msas|  -3sas 0.00
10| |Inventory Turnover Ratio -0 -0t 010 010 010 010 010 010 010 010 010 010 0.00
_1l_| |Profitability Ratio 000  0.00%| 50558x| S0658w| G055Sw| S0658w| BOSSSw| S065Sw| S0E58x| GOBESk| S0658| GOESEk 0,005
12 | |Return on Equity Ratio 02| 02| 3eeom]  zeoosm|  desem]  spoom|  deom]  Spoom|  32o0m|  dpoom|  32oom|  dpaom 0,005 3
12 | |Solvency Ratio 147 147 148 148 148 148 148 148 148 148 148 142 0.00
_14 | |Supplier Days Ratio 205.87)  -atgsd|  7eass|  -sesds| -120sg0| 4972 ema4| a9dzse| -arress| paeso) zesven| -2sasdd 0.00
15
17|
18 | |Acid Test Ratio {Current Assets - Inventory) / Current Liabilities
13 | |Asset Financing Ratio Total Shareholder Interest | Total Assets
_20 | |Current Ratio Current Assets | Current Liabilities
21 | |Customers Days Ratio Accounts Receivable x 30 x Period | Sales (YTD figure)
_22 | |Inventory Ratio Closing Inventory x 30 / Cost of Sales
3 Inventory Turnover Ratio Cost of Sales | Closing Inventory
_24 | |Profitability Ratio Earnings before Interest and Tax | Sales
_ 25 | |Return on Equity Ratio Earnings of Ordinary Shareholders After Tax / Ordinary Equity =
_2 | |Solvency Ratio Total Assets | Total Debt
_27 | |Supplier Days Ratio Accounts Payable x 30 x Period | Cost of sales (YTD Figure) .

M4 kM

Solvency Ratio's ~ Profitability Ratio's .~ Ratio Desc [N i [R5

Financial Ratio's

Here is the Liquidity Ratios tab:

@] Financial Ratio Calculator 2-0 (Pas)l [Compatibility Mode] - = x
A0 B [ c [ o [ E [ F [ & [ W [ 1 [ o [ & [ L [ ™ [ & [ o [ p [ & [ & [ s ]
1

=l

Financial Ratio's - Software Sales

ra

Liquidity Ratio's as at 07 Dec 2009

Acid Test Ratio Current Ratio

|‘°|°°|‘~‘|"’ U‘|& |‘J‘

2

Sz =g
=4
g

=

z
=4
&

15
=

ro |k ra e ng e vy
et b

|
5

Mardd Aprod May0s Jundd JulDd Aug0d Sep03 Oct03 MovOd Decld Jands Feb 9 Mards AproS May0f Jun03 JulD3 Aug0f $sp 03 Oct0S Wovds DecdS Jand9 Fabos

o w6 e |oa |op | o [ea |2 [re [rg
A At L -

-
W 4 » W] Financal Ratio's ~ Ackivity Ratio's | Liquidity Ratio's ~ Solvency Ratio's ,” Profitability Ratio’s ,” Ratio Desc ,” Ratio Formula{ [l I TR
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Note the tab names at the bottom of the spreadsheet. You use these to select the different types
of ratio.

The last two tabs display information about the ratios:
e The Ratio Description tab describes each ratio
e The Ratio Formulae tab gives you the formula the system uses for each ratio

Report Writer

You use the report writer to create custom financial, general-ledger based reports. The report
writer gives you access to general ledger current and last year values, including current, last year,
and next year budgets.

You can create up to 96 reports in any one company. If you use the Setup Assistant to create a
company, the system creates sample reports that include income statements, balance sheets and
budgets, which closely match the standard financial reports you can print. You can study these
reports to learn the report writer, and adjust them to meet your reporting requirements.
Alternatively, you can create your own reports from scratch.

You use the general ledger report writer to accomplish the following:

e Create customised income statements and balance sheets. These can work in any company,
even though companies may use different charts of accounts.

e Add budget comparisons to income statements and balance sheets.
e Perform sophisticated budget analyses.
e Write specialised reports to track trends and variances.

What Values can you Use?
The report writer gives you access to the following values:

Value Details

You can range on main accounts, and you can range on sub
accounts within a range of main accounts. This effectively gives you a
third level of analysis within the main and sub account structure.

General Ledger Actual
and Budget Balances

The system uses financial categories to produce the standard income
statement and balance sheet reports. You can use these in the report
writer as well. You can access balances per period per year for this
year and last year.

Financial Categories

In addition to the fixed financial categories, you can create a further
set of report writer categories that you link to general ledger main
Report Writer Categories | accounts. You can use these to sub-divide financial categories, or to
create separate, unrelated, categories. You can have up to 99 report
writer categories.

As you build up a report, you can accumulate up to nine separate

Sub Totals totals that you can print and clear independently of each other.

You can report on values directly, and you can show amount and percentage variances between
them.
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Actual balances are per period for this year and last year, and budget balances are per period for
this year, last year, and next year.
Fixed and Relative Periods

As far as periods are concerned, you specify period values in reports in one of two ways: fixed
periods, and runtime periods.

With fixed periods, you specify period ranges in the same way as you do in the rest of the system -
you choose a From and a To period. This method is simple, but, in the report writer, there is a
more flexible method.

You often create reports for the current period or a small range of moving periods. For example,
you may want to see this month's values compared to the budget for this month.

If you use fixed periods, you would have to create a report for each of these period ranges, and
you would have to choose the correct report each time. Alternatively, you would have to modify the
report each month.

Instead, you can specify periods relative to a period you enter when you actually run the report.
Using this method:

e Runtime period 0 is the current period.

e Runtime period -1 is the last period.

e Runtime period -11 is the first period in the year.

The system will not move back into the previous year when it uses runtime periods.

To print a report for the current period, enter zero in the From and To fields. To print using year to
date values, enter From -11 To O. To print for the last three months, enter From -2 To O.

Report Structure

Each report contains three elements:

e Header
e Columns
e Lines

In the report header, you specify header, printing, and processing information. The most important
item in the header is the report type. You have three choices:

Report How it Works
Type
. This lets you create up to 13 columns. You specify whether each line in the report
Multiple ) oo Lo ; .
should be a debit or a credit. Lines of the opposite sign print with brackets around
Columns . .
them. Use this type of report for actual / budget comparisons.
Dr/Cr This lets you create up to two columns, each of which divides into a debit and a
credit sub-column. Use this type of report for trial balance type reports.
This lets you create up to two columns, each of which divides into a left and right
User S o .
. sub-column. For each line in the report, you choose to print in the left or the right
Defined ;
sub-column. Use this for balance sheet type reports.
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When you define report columns, the two most important fields are:

Field What it Does

You specify the amount to use in the column. Besides choosing an actual or
Amount budget amount, this year, last year, or next year (for budgets), you can also make
a column an amount or percentage variance between two other columns.

You specify per column whether it uses actual or runtime periods, and what the

Period . :
period range is.

In the lines section, you specify which values to use, and when and where to print them. Here are
some important fields you specify per line:

Field What it Does

In this field, you can enter a description to print. In addition, you also use this field
to specify underlines. Your options are:

e You can choose a single (-) or double (=) character as the underline character.
e You can underline a specific column, all numeric columns, or the whole line.

e You can prevent underlines from printing when no values have printed above
the underline.

Description

In this field, you specify what values to print. For example, the formula FTI10
means, "print the total for financial category 110", which is the sales category.
When the report prints, the system uses the values in each column's amount field
to obtain the appropriate values. For example, if a column contains current year to
date values, the report line contains the year to date financial category sales value
in that column.

There are many formula options. For example:

e Instead of printing the total for sales, you can print every account that has a
sales financial category.

e You can print a range of main and sub accounts.
e The report writer can stop when the report is running and ask for a value.

Formula

You can take a formula result and put it into one of nine totals. You can then use

Sl these sub totals in another line's formula.

Learning the Report Writer

Once you are familiar with the report writer, you will find it easy to use. The only way to attain this
familiarity is by actually using it. Bear in mind that the report writer is a read-only tool. It never
adjusts your data in any way. Therefore, you can experiment as much as you want.

When you create a new company with the Setup Assistant, the system creates some standard
reports for you. These mirror the standard financial reports. You can use these reports to learn the
system, and you can adjust them to suit your requirements. You may never need to create a report
from scratch.
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You can copy reports within a company, or you can copy reports from another company. You can
copy the system's sample reports and change the copied ones, leaving the original reports in

place.






Chapter 5 — Customers

In this chapter, we look at customer processing, excluding
customer sales, which we look at in the Inventory chapter.

— Customer Overview
Customer Setup and Maintenance

Customer Processing

Lol

Customer Reporting

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Customer Overview

All businesses sell to customers, which makes customer processing a key factor in an accounting
system. In this overview, we look at the various elements that make up customer processing. In
this module, however, we do not cover selling of goods to customers. We cover that extensively in
the Inventory module.

Payment Terms, Ageing, Open Item, and Balance Forward

The system gives you powerful and flexible methods of controlling customer payments. In this
section, we cover the following concepts:

e Normal Payment Terms

e Ageing

e FEarly Payment Terms

e Open Item and Balance Forward Processing

For each customer account, you choose normal and early payment terms as well as whether to
use open item or balance forward processing.

It is important that you understand how all these concepts work together. Only then will you be
able to choose how to process your customers in the most effective manner.

Normal Payment Terms

Payment terms apply to sales on credit. You establish the period within which you expect your
customer to pay you. It is important to do this so that, should your customer not pay you on time,
you can chase up outstanding amounts. The system produces overdue reports from which you
can initiate collection measures. You can also charge interest on overdue amounts.

Payment terms can be monthly or day-based. Monthly terms work via financial periods. There are
five of these terms:

e Current
e 30days
e 60 days
e 90 days
e 120 days

If you offer current terms, the customer has to pay in the same month in which you invoice them.
Amounts that are unpaid and are more than one month old are overdue. If you offer 30- day terms,
the customer has to pay in the month after you invoice them. Amounts that are unpaid after two or
more months are overdue, and so on.

Day-based terms work on days instead of periods. The days are usually from the date of the
invoice. For example, you can give a customer terms whereby he should pay you within seven
days from the date of the invoice. If the customer does not pay you within this period, they are
overdue.

To use day-based terms, you have to create your own terms codes.
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You can also create a terms code that is a mixture of day based and period based, although this is
not common. To do this, you specify that payment is due a specified number of days after the end
of the period. If you use this kind of terms code, the system calculates the first due date based on
the number of days in the terms code, and then switches to monthly terms from then on.

Ageing

The system measures the overdue status of a customer in the same lengths as their terms. The

system works to a maximum of five terms. For example, if a customer's terms are seven days from
date of invoice, their terms are:

1 -7 days Terms

8 - 14 days Terms + 1
15-21days Terms + 2
22-28days Terms+3
29-35days Terms + 4

This breakdown of outstanding amounts is the customer ageing. The ageing prints on the
customer's statement.

You can print various useful reports that show ageing and overdue information:

e The age analysis report shows the aged balances as they appear on the customer's
statement.

e The overdue report only shows customers whose amounts are overdue.

Early Payment Terms

Normal payment terms extend over time. As an incentive to encourage early payment, you can
offer customers early payment terms, also known as settlement discounts.

To do this, you create early payment terms that you offer to customers. You set an early payment
percentage discount, and you set a time-scale within which the discount applies. You can base the
time-scale on a number of days from the invoice date, or from the last day of the period.

The system prints the settlement amount and date on each invoice.

Open Item and Balance Forward

Ageing and payments terms all rely on the system analysing existing transactions and determining
when they are due. There are two different methods of determining ageing:

e Open ltem

e Balance Forward

You set the method for each customer separately.

With open item processing, the system looks at each individual invoice for a customer, and uses
the invoice date to determine whether it is due or not.

In order for this method to work, you have to specify, each time you receive a payment from a
customer, which invoice(s) they are paying. In other words, you have to match payments to
invoices. This means additional work on your part. However, the system gives you the option of
automatically matching all payments from the oldest invoices down. If a customer pays the full
amount outstanding, you do not have to match each invoice.
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With balance forward, the system does an approximation of which balances belong in which
ageing periods. It does this by reading the invoice and payment transactions for the terms periods,
accumulating all invoice values in their terms periods, and then applying all payment values from
the oldest terms period down. Whatever is left is the ageing. This method requires no matching of
payments to invoices at all.

Which method should you use? Here are some suggestions to help you decide. Instead of using
one method all the time, we suggest that you choose a method per customer in order to optimise
your processing:

e Day based terms require open item processing.

e Use balance forward processing for customers who pay you regularly and on time. If you
invoice a customer a few times a month and they invariably pay you in the next period, there is
no need to do extra work.

e [f you create a cash sale account, use balance forward processing for that account.

e [f you have a customer with whom you have queries on individual invoices, you need to leave
queried items unpaid, and you would like these queries to show on statements each month,
use open item.

e If you have a large number of transactions for a customer, and you need to reconcile each
payment to individual invoices, use open item.

e If you often have credits, you may want to use open item processing to track these.

e [f you intend to charge interest on overdue amounts, consider open item processing, since it
will age interest charges more accurately.

e Open item ageing is more accurate than balance forward ageing.

Customer Categories

You can group customers into different categories such as authorised dealers, registered dealers
and end users. You can create up to 99 categories. The use of categories is optional. However,
they can be useful in various situations:

e You can create a discount matrix per customer category and inventory category. This lets you
have volume based line item discounts.

e You can produce various reports in category sequence.

The system allows you to perform activities in category sequence. For example, you can generate
invoices for each customer in a category from a single template invoice.

Sales Analysis Codes

Sales analysis codes let you analyse sales performance. You usually use sales analysis codes in
two main areas:

e Sales analysis codes let you analyse salesperson performance. You can specify a commission
structure with sales targets and percentage commissions. You can base commissions on
sales or gross profit values.

e Alternatively, you can allocate sales analysis codes to other sales criteria such as geographic
areas, customer categorisation, market analysis, and so on.
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You can assign default sales codes to each customer and delivery address. When you process an
individual invoice, the system defaults the sales code and users can change them. You can make
the entry of sales codes compulsory on sales documents.

The system offers you several sales analysis reports. You can see commissions for each sales
person, periodic sales totals, invoices for each sales analysis code, and more. The system
maintains current year and last year’s period totals for sales, gross profit, and commission, per
sales analysis code.

Customer Records

Customers have a six-character customer code. You assign terms and other fields, as discussed
above, to customers individually.

Besides the standard postal and delivery addresses, you can create additional delivery addresses
per customer. These let you work in a head office / branch hierarchy. You deliver goods on a
delivery address (branch) basis, and you invoice the customer (head office).

You can choose delivery methods for invoices and statements, which include printing documents,
emailing documents, or both.

You can choose whether to charge interest on overdue balances on a per customer basis.
You link each customer to a selling price regime. We look at selling prices in the inventory module.

You can create up to five user-defined master fields. You can use the Forms Designer to add these
fields to invoices and statements.

Customer Processing

We discuss sales of goods and services to customers in the Inventory module. Here, we look at
customer journals and payments.

You use customer journals to capture opening balances and make non-inventory adjustments to
customers. Customer journals work via the Journals and Cash Book function that we looked at in
general ledger processing. You enable customer processing per entry type, and usually you
dedicate one or more entry types to customer processing.

If you sell customers recurring non-stock services, such as maintenance, you can use the general
ledger recurring journal facility to accomplish this. However, since you usually need to produce
invoices, and you can sell service items to customers in the Inventory module, you may wish to
make use of Recurring Invoices for this function.

Customer payments occur via the same Cash Book function. For open item accounts, you can
match payments to invoices when you process the payment. Alternatively, you can match open
item payments separately, once you update the cash book batches.

Customer Reporting

The system features many powerful and sophisticated reports that let you manage your customer
database and follow up on overdue payments. You should spend some time familiarising yourself
with these reports and their options.

In addition, see the new Debtors Manager module, documented later in this manual, which helps
you manage collections and perform cash flow forecasting.
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This guide contains overview information only. If you want detailed information on any
|®| topic, consult the on-line help, which has the same table of contents as this guide,

although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.

Customer Setup and Maintenance

In this section, we look at the functions you use to set up and maintain customer elements and
customer accounts. Many of these elements apply to supplier processing as well.

Customer Control

In this function, you set up important customer processing rules and options. You access this
function via the Setup...Customers...Control menu option:

Customer Cantrol |BDDD;"DDU || Customer Control Account |
Cash Book Discount |3550/DDU || Discount Allowed for Cagh |

Cancel

[Configuation i| Statements | Defaults | Description | Founding
Control Accounts -

Interest

Interest Account |2750;"DDU | | Interest Received |

Anrual % Rate
b

Minirnum [nterest Amount

Entry Type |12 - Customer Journals j

[ warh Overdue When Invaicing
Tax on Document Lines User Defined Fields

(3 Print T ax Percentage |User Defined 1
) Print T ax Amount

O Mo Tax Printing |USEI Defined 2
|D1 -%at - Standard rated [14.00%] ﬂ |User Defined 4

|
|
Default Tax Type for Financial Lines |User Diefined 3 |
|
|

Tax Ref. Prompt &mount 0.00) |User Defined 5

The customer control account is the link between the general ledger and the customer sub-
ledger.

In the Interest frame, if you charge interest on overdue amounts, you set up these fields.

In the Tax on Document Lines frame, you specify how to show tax on invoices.

In the Defaults tab, you enter default values for new accounts.
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In the Statements tab, you set up statement options:

Cancel

Configuration Defaults | Description | Rounding
Print Optics Staternent Message
Paper Style Thiz message prints when the
Assistant Tems customer's balance is within
Flain ‘ their terms
Single Sheet This message prints when the
Tems +1 customer's oldest balance iz 1
. term peniod after their terms
Minimumm Statement Amount Dl
Thiz message prints when the
Ageing Totals ta Print (0-5) Tems + 2 customer's oldest balance is 2
term periods after their terms
Mumber of Copies to Print - -
This mezzage prints when the
Always Prirt in Balance Forward Format [ Ve >3 Custome.rs oldest balance is 3
term periods after their terms
e - -
nelees Thiz message prints when the
@ Frint Ivoice Totals on Statement Temsz +4 cuztomer's oldest balance iz 4
O Print Invoice Lines on Statement term petiods after their terms

Use the Paper Style Assistant to choose the type of stationery to use when printing statements.
Use the Minimum Statement Amount field to suppress the printing of statements with small

balances.

In the Rounding tab, you set whether to round invoices.

Customer Documents

You use this function to set up your customer documents such as quotations, sales orders, and
invoices. We look at these documents in more detail in the Inventory module.

You access this function via the Setup...Customers...Documents menu option:

Quatation | Sales Order
Copy Mame Copy Tax Invaice

Dielivery Mote

10- Sales hd

Supporting Name
Entry Tupe

[ Foice Cost Codes
[ Foice Sales Codes

CreditMote | Debit Mote

=

‘ Receipts

[00-Usern

User

(O Update on Completion of Document
(3 Update in Batch Mode

Allow On Hold

Nurnber of Copies

Nest Humber

=

IN&T 0007

(] Prink Serial Mumbers Invoice Lines Default Item Code hd
Message
‘whhat to Print |Tax Invoice anly at entry j
Assistant... Single Sheet
l oK l l Cancel l
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You set up each document on its own tab.

In the frame on the left, specify the name of the document, the name when you print copies, and
the name of the supporting document. Also, enter a default message that prints on the
document.

All settings in the frame on the right are per user. You set whether to update invoices as you
complete each one, or whether to batch them. You also specify whether to use supporting
documents such as delivery notes, and when to print documents.

Normal Payment Terms

Normal payment terms establish when you expect customers to settle their accounts or when
suppliers expect your payment. You maintain these terms in the Edit...Terms...Normal Payment
Terms menu option:

Code |Daylz]| Timing

sl
1 @ From Date of Invoice
{"»From Last Day of Period
2 0 |@From Dale of Invoice
{"»From Last Day of Period
3 0 |@:FromDate of Invaice
{_»From Last Day of Period
4 0 [@From Date of Invaice
(»From Last Day of Period
5 0 |@From Date of Invaice
(_»From Last Day of Period
[ 0 |@From Date of Invoice
_»From Last Day of Period -

For each code, choose the number of days within which payment must be made. Choose whether
the number of days is from the invoice date or the period end date.

Early Payment Terms

An early payment term, sometimes known as a settlement discount, is a discount you offer
customers and suppliers offer you, to make payment earlier than normal. You maintain these in the
Edit...Terms...Early Payment Terms menu option:

==
Code Discount Dayls] |Timing el
Percentage — oK
1 5 |@From Date of Invaice
_»From Last Day of Period — Cancel
2 0000% 0 |3 From Date of Invaice ance
@ From Last Day of Period
3 0.000% 0 »From Date of Invoice
@ From Last Day of Period
4 0.000% 0 »From Date of Invoice
@ From Last Day of Peiiod
5] 0.000% 0 »From Date of Invoice
@ From Last Day of Peiiod
B 0.000% 0 yFrom Date of Invoice
@ From Last Day of Period -

This is similar to the normal payment terms window, except that here you specify a percentage
discount to apply if payment is made in time.
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Customer Categories

You can group your customers into categories such as authorised dealers, registered dealers and
end users. You can also use customer categories, along with inventory categories, to create a
price discount matrix, which we look at in the Inventory module. The use of categories is optional.
You maintain customer categories in the Edit...Customers...Categories menu option:

==l

Code | Description "N

Dealer
Distributor

— || oo |~ o e e LR

=

-

Delete Line

Sales Analysis Codes

Sales analysis codes allow you to analyse sales by sales persons, geographic areas, market
segments and so forth. Their use is optional, although you can force users to enter sales codes on
each sales document once you decide to use them.

You maintain sales codes via the Edit...Customers...Sales Analysis Codes menu option:

=lE s
E > L7 N
EEaQmm K< > X
Sales Analysis Code aoonm EBlocked [O]
Description acey Lynn |
Commission | This'rear Totals | Last'ear Totals | Mates | Picture
Pay Commission On
(3 Gross Prafit (O Sales
Range Periodic Target Amount! Commission %
Frorm 51,000.00 to R1,993.93 R1.000.00 5.00
Frarn F2,000.00 orweard R2.000.00 10.00
0.00
0.00
0.00
[ LCopy Commizsion Structure ] [ Paste Commission Stucture ]

In the Commission tab, you can specify salesperson commissions. You have two methods:

Method How it Works

Gross Profit | The system calculates commission based on gross profit (sales - cost).

Sales The system calculates commission using the total exclusive sales value.
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In the Commission Structure Table, you specify the percentage commissions based on target

values.

The system calculates commission by using each range's percentage incrementally. Using the
example in the screen above, assume a sales amount of 16000:

e The system only calculates commission on 6000, since the commissionable amount starts at

10000.

e On the first 5000, the system calculates a commission of 250 (5% of 5,000).
e On the last 1000, the system calculates a commission of 75 (7.5% of 1,000).
e The total commission payable is therefore 325 (250 +75).

Note that you can copy commission structures between sales codes.

Customer Accounts

You use this function to maintain customer accounts. You access this function via the

Edit...Customers... Accounts menu option:

Account Code ABBO29

SR AQAD®m KN > X

=3 E=R|E=7)

Cazh Sale dccount [

Description Abatt Limited

| Blacked O

Custarner Categary |UD -Mane

Cortacts | Processing | Terms

Postal Address

P 0 Box 30498586
Giermistan

2340

South Africa

Delivery Address

2 Kudu Rid
Giermistan
2340

South Africa

=

| UserDefined | PBalances | Motes

Creation Date 13/07 /08
Conat e
Telephone +2711 856 4895

Fax
Mabilz Phone

Email Address

ll

Sales Code

Additional Deliveny / Contact Details.. ]

If you use the Blocked check box to block an account, operators cannot post sales. However,

they can process customer payments and journals.

Use the Additional Delivery / Contact Details button to create multiple delivery addresses. You
use this, for example, to sell to branches and send a statement to head office.
The Balances tab shows sales totals and end-of-period balances for two years.

Chapter 5 — Customers
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In the processing tab, you set processing rules for the customer:

Cortacts | Processing | Terms |

Currency

Code 00 - Home currency

Tax

(@ Exclusive (O Inclusive

EU Country ,—_|
Defaul Tax ’W
Tax Code ’—_|

UserDefined |  Balances | Motes
Processing Method

Open ltemn Balance Fonward
Documents

Printing Print Document hd

LCustomer Accepts Electronic Documents

Statements

Printing Print Statement =z
Messages | Prirt Oldzst Temns Message -

The system prints the Tax Reference field on invoices. You can force the operator to enter a tax
reference if this field is blank.
In the Processing Method frame, choose between open item and balance forward processing.
In the Documents and Statements frames, choose whether to print, email, or both print and
email or fax invoices and statements. Check the option “Customer Accepts Electronic
Documents” if the customer has agreed to receive electronic documents.

In the Terms tab, you specify how you expect your customer to pay you, and what their credit limit

IS:

Cortacts | Processing
Teims

(@ Morthly Terms

Normal Temrns

Early Terms

Interest From

Price List

Ireenice Discount %

UserDefined |  Balances | Motes
O Day Based Tems Freight Method
|Eurrent ﬂ | j
[0 ] [Motems ‘ Ship / Deliver
| <MONE> =
[Retsi 2| et

In the Terms tab, you set customer terms using elements we looked at earlier.

Use the Price List field to set the customer's base price, which we look at in detail in the
Inventory module.

If you set the Credit limit value, and a customer exceeds their credit limit, you can warn the

operator or prevent them from invoicing the customer.
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Delete Inactive Customers / Suppliers

In the course of time, you may need to delete customers or suppliers with whom you no longer
trade. You use the Change...Delete Inactive Customers / Suppliers menu option to achieve this.

You can only delete customers with a zero balance. In the case of an inactive customer who still
has a balance, you could transfer the balance into a bad debts account so that you can delete it,
or you could block the account until the amount is collected.

You must also delete any invoice history for a customer in order to delete a record.

You usually cannot delete an account unless there are no transactions for it on the system, which
can take up to two years. For customers and suppliers, the system can transfer existing
transactions on a zero balance account to an account you create specifically for this purpose. The
account should be balance forward, and it should be set to not print statements / remittances. You
can also block the account so that users cannot process with it.

You can delete accounts by accessing their specific account numbers, or you can delete accounts
that are inactive for a specified amount of time, and leave newer zero-balance accounts on the
system.

Block Customers / Suppliers

In the course of time, you may wish to block customers or suppliers who meet certain negative
criteria. Once you block a customer record you can no longer sell to the customer, and once you
block a supplier record you can no longer purchase from the supplier. You use the Change...Block
Customers / Suppliers menu option to achieve this.

Full Accounting or Supervisor users can unblock customer and supplier records.

You can block accounts based on overdue terms, over credit limit, amount owing, last purchase or
sale date, and so on.
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Customer Processing

In this section, we look at non-inventory customer processing. Surprisingly, we have already
covered most of the functions:

e You use the Journals function we looked at in the General Ledger module to capture opening
balances, write off bad debts, and make other non-inventory adjustments.

e You use the Cash Book function to process customer receipts. In that function, you may
remember, we mentioned that for open item customers you could match a payment to an

invoice:
Per Date GCS  |Account R Reference Description Bank Amount
01 - 0131703401 C ALBTH M |RCT12588 Payment Thank you 14313
o - 01| 31./03/0 C GOL151 M RCT12528 Payment Thank you 269.36
Open Item Matching CB 1 Receipts
| Account - GOLT91 - Golden, Sam
| Reference || Diate |
[ RCT12588 | 31/03/01 |
| Dizcount Ta Match || Dizcount Matched || Amount To Match || Amount Matched || Total Ta Match || Total Matched|
[ | | | 269.36C | | 269.36C]
Invoice Date Dezcription Invoice Amount| Amount Due Dizcount Total Due Amant Unpaid| atch
IN125488 03/03/01 | Tax Invoice 4518 4518 45.18 4518 [v]
IN125494 12/03/01 | Tax Invoice E1.78 E1.78 E1.78 61.78 [v]
IN125502 21/03/01 | Tax Invoice 162.40 162.40 162.40 162.40 [v]

There is a function Overdue Customer Interest that calculates interest on overdue amounts, which
we do not detail here.

Match Open Item

You do not have to match customer receipts to invoices when you enter the payments into the
cash book. One reason is that your cash book operator may not know which invoices to match.

The Match Open ltem function matches open item transactions at any time. This function can
perform actions not available in the cash book matching process. For example, you can undo an
allocation you did previously, and then re-allocate the transactions. You access this function via the
Process...Match Open Item menu option:

Match Open temn FXI

[ B& @ X[

| || Citi Computer Specialists |

[[] Select Periods

Fracess Adjustments in Period | J

CHQZ114 CB 1 Rece -3,184.10

z
IN3878% 1,417.83 0 Szles 1,417 .8% Due
=IN33001 14,022.00 1¢ Szles €,614.05 Due
CHQZ114 -7,407.35 2 CB 1 Rece
dr IN33458 7.407.35 & Szles 0.00 Due

The first lines in the table show unallocated payments or receipts.

The rest of the table shows each invoice. The plus sign indicates that you have matched
allocations to the invoice. If you click the plus sign, it shows the allocations. You can drag
unallocated amounts over invoices to match them.
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Customer Reporting

You access customer reports via the View...Customers menu option. You have the following
customer reports available:

Report Description
Accounts Listing This report shows a list of your customer master file records.
Age Analysis This shows customer ageing based on their payment terms.
Balances This report shows balances for a range of customers.
Categories This lists the customer categories.
Delivery Addresses This lists the delivery addresses per customer.

Detailed Ledger by Customer This report shows customer transactions.

Detailed Ledger by Entry Type This report shows all customer transactions in entry type

sequence.
Invoices Due This shows invoices due for accounts and payment terms.
Labels This lets you print customer labels.

Labels Using Microsoft Word This lets you print customer labels via Microsoft Word.
Open Item History This report helps you match open item transactions.
Outstanding Quotes / Back This shows quotation/sales order lines and totals per
Orders Details by Customer customer.

Outstanding Quotes / Back This shows quotation/sale order lines or totals per inventory
Orders Details by Item item.

Outstanding Quotes / Back

Orders Details by Sales Code This shows quotation/sale order lines or totals per sales code.

Outstanding Quotes / Back

Orders Summary This shows a one line summary of quotations / sales orders.

Overdue Customer Report This report shows overdue customers.

This lets you print or reprint documents such as orders and

Print Documents L
invoices.

This lets you email or print letters to your customer database

Print Letters using the Note facility.

Print Letters Using Microsoft This lets you email or print letters to your customer database
Word via Microsoft Word.
Sales Analysis Codes This report produces a commission statement for a range of

Commissions sales analysis codes.
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Sales Analysis Codes Invoices

This report shows a list of invoices that make up the periodic
sales total of a sales analysis code.

Sales Analysis Codes List
Codes

This report lists all sales analysis codes, their description
(name) and the commission method used to calculate their
commissions.

Report

Description

Sales Analysis Codes Periodic
Totals

This report shows the period totals for a range of sales analysis
codes.

Sales by Customer

This report lets you analyse sales and gross profit by customer.

Sales by Item

This report lets you analyse sales and gross profit by item.

Sales by Sales Code

This report lets you analyse sales and gross profit by sales code.

Sales Journal

The sales journal shows sales you process in the Process
Customers function.

Statements This prints customer statements.

. This report is identical to the Age Analysis report, except that it
Tax Age Analysis shows only the tax portion of the balance in each period.
Graphs You can create graphs of your activity.
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In this chapter, we look at supplier processing, excluding
supplier purchases, which we look at in the Inventory chapter.

— Supplier Overview
Supplier Setup and Maintenance

Supplier Processing

Lol

Supplier Reporting

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Supplier Overview

Most businesses purchase goods from suppliers. If you do, supplier processing is a key factor.

In this overview, we look at the various elements that make up supplier processing. We do not
cover purchasing of goods from suppliers. We cover that extensively in the Inventory module.

Payment Terms, Ageing, Open Item, and Balance Forward

The system gives you powerful and flexible methods of controlling supplier payments.
In this section, we cover the following concepts:

e Normal Payment Terms

e Ageing

e FEarly Payment Terms

e Open Item and Balance Forward Processing

For each supplier account, you set normal and early payment terms as well as whether to use
open item or balance forward processing.

It is important that you understand how all these concepts work together. Only then will you be
able to choose how to process your suppliers in the most effective manner.

Normal Payment Terms

Payment terms apply to purchases on credit. You and your supplier establish the period within
which you have to pay for goods you purchase. The system produces overdue reports that let you
manage your supplier positions.

Payment terms can be monthly or day-based. Monthly terms work via financial periods. There are
five of these terms:

e Current
e 30days
e 60 days
e 90 days
e 120 days

With current terms, you have to pay the supplier in the same month in which they invoice you.
Amounts that are unpaid and are more than one month old are overdue. If you receive 30- day
terms, you have to pay in the month after you receive the invoice, and so on.

Day-based terms work on days instead of periods. The days are usually from the date of the
invoice. For example, you can have terms whereby you have to pay within seven days from the
date of the invoice.

To use day-based terms, you have to create your own terms codes.
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Ageing
The system measures the overdue status of an account in the same lengths as their terms. The

system works to a maximum of five terms. For example, if a supplier's terms are seven days from
date of invoice, the terms are:

1 -7 days Terms

8 - 14 days Terms + 1
15-21days Terms + 2
22-28days Terms+3
29-35days Terms + 4

This breakdown of outstanding amounts is your supplier ageing. You can print various useful
reports that show ageing and overdue information:
e The age analysis report shows the aged balances per supplier.

e The overdue report only shows suppliers whose amounts are overdue.

Early Payment Terms

Normal payment terms extend over time. As an incentive to encourage early payment, you can
receive offers of early payment terms, also known as settlement discounts. To do this, you create
early payment terms that your supplier offers you.

Open Item and Balance Forward

Ageing and payments terms all rely on the system analysing existing transactions and determining
when they are due. There are two different methods of determining ageing:

e Open ltem
e Balance Forward

With open item processing, the system looks at each individual invoice for a supplier, and uses the
invoice date to determine whether it is due or not.

For this method to work you have to specify, each time you make a payment, which invoice(s) you
are paying. In other words, you have to match payments to invoices. This means additional work
on your part. However, the system gives you the option of automatically matching all payments
from the oldest invoices down. If you pay a supplier the full amount outstanding, you do not have
to match each invoice.

With balance forward, the system does an approximation of which balances belong in which
ageing periods. It does this by reading the invoice and payment transactions for the terms periods,
accumulating all invoice values in their terms periods, and then applying all payment values from
the oldest terms period down. Whatever is left is the ageing. This method requires no matching of
payments to invoices at all.

Which method should you use? Here are some suggestions to help you decide. Instead of using
one method, we suggest that you choose a method per supplier in order to optimise your
processing:

e Day based terms require open item processing.
e Use balance forward processing for suppliers you pay regularly and on time.
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e If you have a supplier with whom you have queries on individual invoices, you need to leave
queried items unpaid, and you would like these queries to show on remittances each month,
use open item.

e If you have a large number of transactions for a supplier, and you need to reconcile each
payment to individual invoices, use open item.

Supplier Categories

You can group suppliers into different categories. You can create up to 99 categories. The use of
categories is optional. However, they can be useful in various situations. For example, you may to
group suppliers by the type of product you purchase, by area, and so on. You can produce
various reports in supplier category sequence.

Supplier Records

Suppliers have a six-character code. You assign terms and other fields, as discussed above, to
suppliers individually.

You can choose delivery methods for invoices and remittances, which include printed documents,
emailed documents, or both.

You can create up to five user-defined master fields. You can use the Forms Designer to add these
fields to invoices and remittances.

Supplier Processing

We discuss purchases of goods from suppliers in the Inventory module. Here, we look at supplier
journals and payments.

You use supplier journals to capture opening balances and make non-inventory adjustments to
suppliers. Supplier journals work via the Journals and Cash Book function that we looked at in
general ledger processing. You enable supplier processing per entry type, and usually you
dedicate one or more entry types to supplier processing.

Supplier payments occur via the same Cash Book function. For open item accounts, you can
match payments to invoices when you process the payment. Alternatively, you can match open
item payments separately, once you update the cash book batches.

You also have a facility called the Remittance Assistant. This will calculate the payments you are
required to make to your suppliers, using the terms fields we discussed earlier. The system lets you
choose which invoices to pay, and whether to pay lesser amounts. It then creates the payments,
processes them, and even prints cheques and remittances.

Supplier Reporting

The system features many powerful and sophisticated reports that let you manage your supplier
database and overdue payments. You should spend some time familiarising yourself with these
reports and their options.

This guide contains overview information only. If you want detailed information on any
|®| topic, consult the on-line help, which has the same table of contents as this guide,

although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Supplier Setup and Maintenance

In this section, we look at the functions you use to set up and maintain supplier elements. We have
already looked at some of these elements, such as normal and early payment terms, in the chapter
on customers. We will not repeat these here.

Suppliers Control

In this function, you set up important supplier processing rules and options. You access this
function via the Setup...Suppliers...Control menu option:

==
Remittances | Defaults | Description
Control Accounts
Supplier Contral |QDUUfIDDD || Supplier Control Accaunt |
Cash Book Dizcount |2?UUKDDU || Discount Received for Cash |
Tax on Document Lines User Defined Fields
@) Print Tax Percentage
O Print Tax Amount |L|SEI Defined 1 |
() Mo Tax Printing
Diefault Tax Type for Financial Lines |USBT Defined 2 |
[0 -vat - Standard rated (14.00%) ~|
Goods Received Motes |USEI Defined 3 |
(@ Mandatary
O Never |User Defined 4 |
Ancrual Acocount
|81 004000 || GRMN Accual Account | |USEI Defined 5 |

The supplier control account is the link between the general ledger and the supplier sub-ledger.
In the Tax on Document Lines frame, you specify how to show tax on invoices.

The Goods Received Notes frame is important for processing purchases. We look at it in detall
in the Inventory module.

In the Defaults tab, you enter default values for new accounts.

In the Remittances tab, you set up remittance printing options:

Defaults | Description

Configuration
Printing Remittance Message

Paper Style This message prints on the
Assistant...

Supplier's remittance advice.

Plain,
Single Sheet

Hways Print in Balance Forward Farmat [
Age on Remittances

Ageing Totals to Print [0-5)

UL =

Murnber of Copies ta Print

Use the Paper Style Assistant to choose the type of stationery to use when printing remittances.
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Supplier Documents

You use this function to set up your supplier documents such as purchase orders, goods received
notes, and supplier invoices. We look at these documents in more detail in the Inventory module.

You access this function via the Setup...Suppliers...Documents menu option:

Purchase Order | GRN Return / Debit | Credit to Supp.
COriginal N ame User 00-User 0 j
Copy Mame (O Update on Completion of Document
Supparting Mame Suppl. Inw Copy @ Update in Batch Made
Entry Type 14- Purchazes hd [ Allaw O Hold

Force Cost Codes Wity of Bep s
[ Print Serial Mumbers Mext Humber FrRA1 0001
Invoice Lines Default Abbreviation -
Message
‘what to Print |Supplier Invaice only at entry j
Paper Style Plain,
Agsistant... Single Sheet
l oK l l Cancel l

In the frame on the left, specify the name of the document, the name when you print copies, and
the name of the supporting document. You can also enter a default message that prints on the
document.

In the frame on the right, all settings are per user. You choose whether to update invoices as
you complete each one, or you can batch them. You also specify whether to use supporting
documents, and when to print documents.

Supplier Categories

You can group your suppliers into categories such as the type of products they supply, area, and
so on. You maintain customer categories in the Edit...Suppliers...Categories menu option:

==

Code | Description s

International

-

Delete Line

S

= o | oo | | o | | e | o | R

o
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Supplier Accoun

ks

You use this function to maintain supplier accounts. You access this function via the
Edit...Suppliers... Accounts menu option:

=]l = ]
o T
BEE O Q@DnB® K< > X
Account Code COROO01 Blocked []
Description |Cumplele Computer Suppliers |
Supplier Categaory |UU - Mane j
Contacts | Balances | UserDefined | Nates
Tax Terms
(3 Exclusive O Inclusive tdonthly Terms [ay Bazed Terms
ELl Country Mommal Terms |3U Diaps j
Default Tax Mo tax wpe defaut | | | Eary Tems |UU " Mo terms |
Tax Code Freight Method | j
Cunency Code [0z - Pound Credi: Limit
Default Contra Account | / || |
Processing Methad PFrinting
Open Item Dacuments |F’rint Document j
Balance Fonward Remittances |F‘rint Remittance j

In the Processing Method frame, choose between open item and balance forward processing.
In the Terms frame, you set the supplier terms using elements we looked at earlier.
In the Printing frame, you can choose to print, email, or both print and email, invoices and

remittances.

The Balances tab shows purchases totals and end-of-period balances for two years.
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Supplier Processing

In this section, we look at non-inventory supplier processing. As with customers, we have already
covered most of the functions:

e You use the Journals function we looked at in the General Ledger module to capture opening
balances and make other non-inventory adjustments.

e You use the Cash Book function to process payments to suppliers. In that function, you may
remember, we mentioned that for open item customers you could match a payment to an
invoice.

e You use the Match Open Item function we looked at in the chapter on customers, to match
and un-match open item transactions after you post the cash book batch.

Supplier Remittance

Instead of manually paying each supplier, you can use the Remittance Assistant to determine
which suppliers you need to pay, prepare the payment transactions, and print cheques and
remittances, all on an automatic basis. This feature only works with open item suppliers.

To access this function, open the cash book you use to pay suppliers, and click the Payments tab.
Ensure that the batch file is empty. Click the Batch button, and choose the Remittance Assistant
option.

In this Assistant, you choose a range of suppliers and a processing date. Once you do so, the
system prepares a list of all the supplier invoices that are due, using each account's payment
terms. If there are early payment offers, the system calculates the early payment discount:

Remittance Assistant E|
SEEE{? Supplier Description Due Date Hefl;\;ig: Amaunt Due Dizcount| Amount to Pay| Pay

HARDO | Hard Driving Computers 15/04/04 1111524 15.336.15 16.336.15

HARDO | Hard Driving Computers 07/04/04 544487 763.80 0.00 7E3.80

Total Amount to Pay 16,099.95

In the Discount column, you can edit the discount value.

Check the Pay check box to pay the full amount, uncheck the check box to not pay the invoice,
or edit the amount to pay a lesser amount.

The system updates the total amount to pay as you process.

Once you complete your selection, you then choose whether to print nothing, print cheques, or
print remittances with cheques. If you choose not to print, the system creates the batch, which you
then update manually. If you choose a print option, the system updates the batch and prints the
documents you choose.
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Supplier Reporting

You access supplier reports via the View...Suppliers menu option. You have the following supplier

reports available:

Report Description
Age Analysis This shows your aged balances with your suppliers.
Balances This shows your balance for each supplier.
Cheques This lets you print supplier payment cheques.

Detailed Ledger by Entry
Type

This shows supplier transactions in entry type sequence.

Detailed Ledger by Supplier

This shows supplier transactions in supplier sequence.

Invoices Due

This shows invoices due in terms of the payment terms your
suppliers offer you.

ltems per Supplier

This report lets you analyse purchases by supplier.

Labels

This lets you print supplier labels.

Labels Using Microsoft
Word

This let you print supplier labels via Microsoft Word.

List Suppliers

This shows your supplier details.

Outstanding Orders / GRNs
Details by ltem

This report shows purchase order or GRN lines or totals per
inventory item.

Outstanding Orders / GRNs
Details by Supplier

This report shows purchase order or GRN lines or totals per
supplier.

Outstanding Orders / GRNs

This shows a summary of orders or GRNs.

Overdue Supplier Report

This report shows overdue transactions.

Print Documents

This lets you print or reprint documents such as supplier invoices.

Print Letters

This lets you email or print letters to your supplier database
directly using the Note facility.

Print Letters Using Microsoft
Word

This lets you email or print letters to your supplier database via

Microsoft Word.

Purchases Journal

This lists your purchases in detail.

Remittances You print a remittance to show suppliers what you are paying.

You use this report when you intend to switch from the normal

Tax Age Analysis (invoice based) VAT to Payment / Cash Based VAT tax method.

Unmatched Open ltem This shows open item transactions you still have to match.

Graphs You can create graphs of your activity.
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In this chapter, we look at inventory processing, including
customer sales and supplier purchases.

—

Lol

Inventory Overview
Inventory Setup and Maintenance
Inventory Processing

Inventory Reporting

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Inventory Overview

The Inventory module is where you do most of your processing work if you purchase and sell
goods. This module includes:

e The creation and maintenance of the inventory master file as well as related items.
e Inventory journals to adjust quantities and costs and/or enter opening balances.
e Purchasing from suppliers and selling to customers.

You should read this overview thoroughly so that you obtain a broad understanding of the
system's capabilities.

Inventory Integration

When you process sales or purchase transactions, the system updates a customer control
account or a supplier control account in the general ledger. To keep the general ledger in balance,
the system needs to create a contra entry. The contra entry can happen in two ways, depending
on whether you wish to integrate inventory into the general ledger:

Method What it Does

No Inventory | Sales transactions update an income statement sales account, and purchase
Integration transactions update an income statement purchases account.

The system maintains an inventory balance sheet account. This reflects the cost
value of your inventory. The system creates additional general ledger transactions.
For example, when you sell an item, the system moves the item's cost value from
the inventory account to a cost of sales account. In some countries, the
terminology for this method is "perpetual inventory".

Inventory
Integration

If you do not integrate inventory, the general ledger does not automatically reflect any inventory

activity. If you want to see a meaningful balance sheet, you need enter manual journals to bring the

inventory account up to date. You would derive the value of these journals from your inventory

reports.

Which method should you use? There is no simple answer to this question. Here are some

considerations:

e If you are primarily a service organisation, and you do not sell many physical items, do not
integrate inventory.

e If you mainly sell physical goods, you should consider integration.

e If you control your inventory accurately, and you do not allow the theoretical quantity on hand
to be negative, you should integrate inventory.

e If your theoretical quantity on hand is often negative, and inventory costs vary considerably,
non-integration is a better way to go.
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Inventory Groups

You can use inventory groups for two purposes:

e To control inventory integration into the general ledger.

e To let you categorise your inventory into logical areas.

You must use inventory groups for integration, but you do not have to use them as categories.

An inventory group consists of a set of general ledger accounts. You link each inventory item to an
inventory group. For integration purposes, you only need one inventory group. If you use the Setup
Assistant to create a company, the system creates one or more inventory groups for you.

Inventory groups control the amount of detail you can see in the general ledger. For example, you
can create one inventory group for all your inventory items. All inventory activity will update the
same general ledger accounts. However, you may need to see some key inventory values
separately in your general ledger. For example, if you pay royalties on sales of certain items, you
may like to see them separately in the general ledger.

You achieve this by creating additional inventory groups, each of which contains its own set of
general ledger accounts. This gives you the analysis you require. You also gain two additional
benefits:

e You can see the financial implications of groups of inventory items in your business.

e You can use general ledger budgets to budget inventory activity and track performance of
these groups.

Integration accounts do not have to be unique per inventory group - you can use the same
account in one or more groups. You can therefore have many groups, all sharing the same sales
account but using a different inventory account, or the other way around.

In fact, instead of analysing groupings of inventory in your general ledger, you may prefer to
analyse them within your inventory system only. To do this, you also create additional inventory
groups. However, you give each group the same integration accounts. This way, there is no
inventory analysis in the general ledger. You then achieve your analysis by means of inventory
reports, many of which you can run in inventory group sequence. These reports give you totals per
inventory group.

If you use both physical and service items, which we discuss later, you usually have separate
inventory groups for service and physical items.

Note that you can also use inventory categories for analysis, and they do not contain general
ledger accounts.
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Inventory Cost Prices

The system maintains two cost prices for inventory items:

Price How it Works
Last Unit This is the latest purchase price for the item. The system updates this price when
Cost you purchase or manufacture an item.

The system uses this cost to take items out of inventory, for example, when you

Average Cost | sell an item. The system calculates a new average cost each time you put items

into inventory.

The system calculates average cost as follows:

The system calculates the current total cost of the item (A) as the current quantity on hand
multiplied by the average cost.

The system calculates the total cost of the items moving into inventory (B) as the cost of the
new item multiplied by the quantity coming into inventory.

The system calculates the new total cost (C) by adding totals A and B.

The system calculates the new total quantity on hand (D) as the sum of the original quantity on
hand plus the quantity coming into inventory.

The system divides the new total cost (C) by the new total quantity on hand (D) to arrive at the
new average cost.

For example, 10 items are on hand and the average cost is 100.00. We now purchase another 10
items at a cost of 110.00:

The current total cost is 10x100.00 = 1000.00
The new cost is 10x110.00 = 1110.00

The new quantity on hand is 10+10 = 20

The new total cost is 1000.00+1110.00 = 2110.00
The new average cost is 2110.00/20 = 105.50

To re-iterate the rules:

The system takes items out of inventory at the average cost.
The system re-calculates the average cost each time inventory moves in.

You also need to be aware of how the system uses average costs in earlier periods:

The system maintains an average cost per period for each inventory item.

If you purchase an item in a period, the system calculates a new average cost at that period,
and sets the average cost from that period onwards as the new average cost.

The system always takes items out of inventory at the latest average cost, irrespective of the
period in which you are processing. This is to ensure that the general ledger inventory account
remains in balance. If you do a valuation report at an earlier period, however, the system uses
that period's cost.
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Negative Inventory Quantities

We have touched on negative inventory quantities in the previous sections. However, it is an
important subject, and we need to consolidate the issue so that you understand it clearly.

The system gives you the option of allowing negative quantities. If you do not allow negative
quantities, and you attempt to sell items when there are insufficient quantities on hand, the system
will not allow you to invoice the item.

This may seem harsh, especially if you know that you have the items physically on hand! After all,
perhaps the items arrived earlier, and you have not processed the purchase in the system yet.

Where negative quantities can be a problem is with the calculation of the item's cost. Once an item
is negative or zero and new items arrive, the system uses the last cost as the item's cost. If you
entered an incorrect cost, or if your costs for the item fluctuate considerably, your gross profit
statistics will be inaccurate. The costs and inventory values the system writes into the general
ledger will also be inaccurate, and they will be hard to adjust.

We therefore recommend that, if you are in a situation like this, you turn inventory integration off.
You can then take the time, on a regular basis, to analyse your inventory via inventory reports,
make adjustments, and then post relatively accurate values to the general ledger. In this situation,
you will of course allow negative quantities.

If you leave integration on, you should only allow negative quantities if your cost prices are stable
and if you occasionally have a negative quantity issue as outlined above.

If negative quantities occur frequently in your company, and there is no purchasing processing
backlog, you should ensure you know why they are occurring. Usually, there is some type of
operational problem. For example, perhaps operators are purchasing items into the incorrect
inventory accounts.

Inventory Categories

You can create up to 999 inventory categories. You can run many inventory reports in category
sequence. These reports give you totals per category.

The use of categories is optional.

You can use inventory categories along with customer categories to create a price discount matrix,
which we look at later in this overview.

Since you can also use inventory groups for analysis, you could have two separate types of
analysis active simultaneously.
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Inventory Items

You can set up each inventory item to work in a number of different ways. Here we look at some of
the main fields/concepts.

Fixed Description / Change While Invoicing

In this field, you specify how the system should handle the Description, Unit, and Cost Price fields
when you sell the item. Your options are:

Option How it Works

Fixed The system uses the item's Description, Unit and Cost Price fields on the
item file. You cannot change these fields while invoicing. This is the safer

Description / Cost setting.

The system uses the item's Description, Unit and Cost Price fields on the
item file. You can change one or more of these fields on an invoice. Some
reasons you may wish to do this are:

e You have outwork done for a customer and you wish to enter details.
e You purchase and sell an item on a one-off basis (buyouts), and you

Change While use a single inventory item for these.
Invoicing e You sell very similar items and perhaps do not need to track each item
individually.

e You buy and sell the same item in different colours, sizes and so on,
and would like to differentiate them on invoice lines.

If you change one or more of these fields in the invoice, the item file itself
does not change.

Show Quantity and Unit

You can specify whether, on the invoice, you wish to show quantity and unit fields. Sometimes,
you do not want to show these. For example:

e You can create items for services such as maintenance contracts, fees, postage, or delivery.
e You may need to invoice out consultation hours as a single charge, without specifying hours.

Even if you do not show these fields, each time you use the item the system increments its selling
quantity field by one. This enables you to monitor usage statistics for the item.
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Physical / Service Items

With most inventory items, you purchase tangible items to either sell or further process before
selling to the customer. We call these physical items. Service items are generally intangible items
such as maintenance contracts, hours worked, delivery charges, and so on.

Physical items work as follows:

The system maintains a quantity on hand for these items. If there are insufficient quantities on
hand, the system can warn or prevent you from selling the item.

You can purchase physical items and therefore can adjust their quantities.

Physical items have an average cost determined by the purchase price and the quantity on
hand.

Service items work as follows:

The system does not maintain a quantity on hand for service items - there is always zero on
hand. However, you can sell any number of service items. A good example of this is consulting
hours.

Since service items do not have quantities, you cannot use them in inventory journals, nor can
you reorder them.

You cannot purchase service items to bring in quantities or adjust their moving average cost.
However, you can include service items in supplier invoices. You use these, for example, to
enter your supplier's delivery charges.

Service items may or may not have a cost. For example, a maintenance contract may not have
a separately identifiable cost, while delivery or consulting hours may have.

If you use both physical and service items, you usually have separate inventory groups for service
and physical items.
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Selling Prices

The system is extremely flexible with regard to inventory selling prices. The following prices are
available:

Selling Price What it Does
. . You can create up to ten price lists for each inventory item. You can name these
Price Lists o
price lists.
. ) You can create a date-sensitive special price for each inventory item. You would
Special Price

use this, for example, to put items on special for a short period.

Future Price When you prepare new selling prices, you can calculate and prepare a future

Lists price list in advance for each of the standard list prices.

You can create quantity-based percentage discount matrixes per customer
Discount category and per inventory category. You use this, for example, to create
Matrix volume-based discounts, and/or to sub-divide price lists further. Note that the

discount matrix percentage displays as a line item discount.

You can create a quantity-based price list for each customer per inventory item.
You can also have an expiry date for each of these. This lets you negotiate
specific prices for specific inventory items with your customers. For foreign
currency customers, customer prices are in their currency. This lets you set up
prices that do not keep on changing as the exchange rate changes.

Customer
Price List

When you sell an inventory item to a customer, the system checks for all the possible prices and
applies them automatically based on a price hierarchy:

e Customer specific prices (prices per customer per inventory item) are the strongest prices. If a
valid customer price exists for an inventory item, the system always uses that price,
irrespective of whether there is a lower price available via a different mechanism.

e [f there is no customer specific price, the system checks to see if there is a discount matrix
(discount per customer category per inventory category) in effect. If there is, the system
checks to see whether there is a special price:

» If there is a special price, the system uses the lower of the discount matrix price and the
special price.
» If there is no special price, the system uses the discount matrix price.

e If there is no customer price and no discount matrix price, the system checks to see if there is
a special price. If there is, the system uses the special price.

e Finally, if no above checks yield a price, the system uses the item based price list price
assigned to that customer.
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The following chart illustrates the above logic graphically:

YES Is there a Custoner
price for thes item?
“y
I there a discount Calculate the
rriatrix for this vES dscounted price
customer's category - ON the customers
and inventory item’s price list and
categary slore it
“y v
Is there a spedal Is there a specal
price for this price for this
itemn? itam? ves
Ho YES Ho
I r r
Use the Use the Usathe | Use the Uss the lower of
customer customar's special | calculated the calculated
spacific price lisl price { discount discount price and
price price | price the special price
Discount Types

Once the system determines and presents a price/discount on an invoice, other discounts come
into play. There are three possible discounts, all of which can apply simultaneously:

Bl el How it Works
Type
. This is a discount per invoice line item. If you use the discount matrix, and it
Line Item . . . .
. applies, the discount percentage defaults to the discount matrix percentage. The
Discount A .
user can enter or change the line item discount.
This applies to the document as a whole. In customer maintenance, you set a
default discount percentage for each customer, which you can change per
Overall o P . . .
: invoice. Note that you can exclude specific inventory items from being subject to
Discount L . o )
this discount, which you do in inventory maintenance. For example, you usually
do not allow discounts for postage or low-profit items.
This is an incentive discount for early payment. You create early payment codes,
Early . . . .
which specify a percentage and a time element. You then assign a default code to
Payment ) : o Y
. each customer, which you can override per invoice. On the invoice footer, the
Discount )
system prints the date and amount for the early payment.

Note that users can only change fields that affect the invoice value if they have permission to
change selling prices. You set this per user in Setup Users / Passwords function. Users who have
permission can edit the discount fields as well as the selling price field.

Even these overrides are subject to some control. You can specify the maximum selling price,
maximum line item discount percentage, the maximum invoice discount percentage, and the
minimum gross profit. These global values apply across the board.
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Before you start designing and setting up your prices, you need to understand this price hierarchy,
so that you can use the mechanisms that suit your company's selling price policies.

It is important to remember that you can use any of these elements on a restricted basis. For
example:

e You may have a special customer whom you need to treat differently with regard to one
inventory item. You would therefore create one customer price in that customer's price list. Al
other pricing for that customer is standard.

e You may want to have volume-based discounts for one specific customer category only, such
as dealers. You would then create a customer discount matrix for that customer category only.
All other customers would have normal pricing.

Future Prices

Future prices are a very useful, but unique feature, of the system. They work as follows:

e Foreach of the 10 standard selling prices, the system also has a future price. You use the
future price to prepare new selling prices in advance.

e You can copy the current selling prices to the future selling prices in one operation. You can do
this for a range of items, or for all items.

e At the same time, or separately, you can adjust and round the prices on a global basis. At any
time, you can edit inventory future prices individually.

e Once you prices are correct, you can print price lists using the future prices, and you can print
inventory labels showing future price lists.

e When the time comes to change to the new prices, you run a price changeover routine that
swaps the current prices and future prices around. From that time on, the system uses the
new prices. We swap the prices so that if there are any errors (perhaps you edited a price
incorrectly), you can see the old price on the item file and adjust the new current price.

To illustrate the power of future prices, here is another way you can use them. Assume you are
having a sale for one week, and that you are decreasing prices across the board by 15%. To do
this:

e Copy all current prices to future prices.

e Decrease all future prices by 15%.

e The day the sale starts, run a price changeover and sell to all customers at 15% off their
normal prices.

e Once the sale expires, run the price changeover again to restore prices back to normal.

This method is far better than adjusting your current prices downward by 15% and then upward
again. Besides the fact that the upward percentage is not 15% (it is approximately 13.04%), you
will also need to round the selling prices again.

Note that this technique is different from using the special price:

e |t decreases each price list by 15%, whereas the special price applies the same price to every
customer.

e Discount matrix prices, which work off the standard prices, also adjust if you use this
technique. Special prices can also affect discount matrix prices in that if the special price is
lower than the discount matrix price, the system uses the special price instead.
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Inventory Journals

You use inventory journals to adjust inventory prices and quantities. Inventory journals can
accomplish the following:

Function Details

Opening Balances You can enter opening quantities and cost values.

You can transfer between different items, if, for example, you purchased

Transfers into the incorrect item code.

If you use the Multi-Store add-on module, you can transfer quantities

Store Transfers between different stores.

You may enter an incorrect purchase price that distorts the moving
average cost. You would then need to calculate and adjust the average
cost.

Average Cost
Adjustment

You may have lost or damaged items that you need to write off. Note,
Quantity Adjustments however, that the system has a dedicated function that fully handles
stock takes. We look at this function next.

You cannot adjust service items in inventory journals. Service items do not have a quantity.
However, they can have a cost. You edit these costs in the item master file.

Count Inventory (Stock-Take)

This function lets you perform stock takes. It allows you to confirm that the system's theoretical
quantities agree with the physical quantities you count manually. If there are differences, the
system creates inventory journals to correct the theoretical quantities.

The process works as follows:

e The system takes a snapshot, or copy, of the theoretical quantities on hand at a point in time.
You can include all or a range of inventory items.

e You then count your actual quantities before you move any items physically into or out of
stock. Once the physical count is complete, you continue processing as normal.

e You then enter the physical quantities into the system.

e The next phase is to produce the count variance report, which shows any differences between
the physical counted quantities and the snapshot quantities. If necessary, you can adjust any
physical quantities as above.

e Once you resolved any differences, you instruct the system to update the variances. The
system makes the adjustments via inventory journals. If there are no differences to update, you
can clear the snapshot without updating.
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Purchasing and Selling

We use the term "document processing" to cover all aspects of purchasing inventory from
suppliers and selling goods and services to customers.

Document Types
The system has several types of documents for customer and supplier processing. For customers,

yOou can process:

Customer

What it is For
Document
You can prepare estimates or quotations for your customers. Quotations do
Quotation not affect inventory quantities or any other values. When a customer agrees
to your quotation, you can link it to a sales order or an invoice. You can
decide whether to use all item lines or not.
You can process a sales order prior to an invoice. You set globally whether
Sales Order sales orders reserve inventory quantities or not. You can link a sales order to
an invoice.
Invoice You process an invoice when your customer actually buys from you. The

invoice updates inventory quantity on hand and the customer's balance.

Recurring Invoice

You can create recurring invoices, which you copy each month to the
normal invoice batch. Invoices can recur at intervals longer than one month.

If your customer returns part or all of the items on an invoice, you process a

Credit Note credit note. For open item customers, you can link the credit note to an
invoice.
If you have left an item off an invoice, or you wish to reissue a returned item,
Debit Note you can use a debit note. You can match the debit note to its original
invoice for statement printing purposes.
, e If you use the Time and Billing add-on module, the system generates an
Time and Billing Co . . . o
Invoice invoice batch from timesheets into this document type. You process it in the

same manner as a normal invoice batch.

For each document, you can also print a supporting document. This has a different name from the
document itself, and it does not print financial values. Some uses of supporting documents are:

Supporting

Document SRS
A picking slip is usually a supporting document of a sales order. You give it to
Picking Slip your store, so that store personnel know which inventory items to draw for the

order.

Delivery Note

If you deliver goods to one location and then post or deliver the invoice to
another location, such as a head office, issue a delivery note to ship with the
delivery of goods. A delivery note is a supporting document of an invoice.
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For suppliers, you can process the following documents:

Supplier

What it is For
Document

You can process a purchase order when you purchase goods. This helps you
Purchase Order | track what you have on order. You can link a purchase order to a goods
received note or a supplier invoice.

You can process a goods received note to bring goods into your company
prior to receiving a supplier's invoice. This step is optional, but, if you decide
to use GRNs, you must always use them.

Goods Received
Note

You process a supplier invoice when your supplier invoices you. The invoice
updates the supplier's balance. If you do not use GRNs, the invoice also
updates the quantity on hand and the purchase or inventory value. If you use
GRNs, you must link each supplier invoice line to a GRN line.

Supplier Invoice

If you return part of or all of the items to a supplier, you process a supplier

Retum to return. For open item suppliers, you can link the return to supplier to an
Supplier o
invoice.
. If your supplier leaves an item off an invoice, or reissues a returned item, you
Credit to . . .
Supplier can use a credit to supplier document. You can match this document to the

original invoice for remittance purposes.

GRN Processing

Goods received notes (GRNs) give you an optional method of purchasing which, under some
circumstances, lets you get more accurate gross profit values at a cost of some extra processing.

When you receive goods from your supplier, you do not always receive the supplier's invoice at the
same time. However, you need to get the inventory into the system so that you can sell it to
customers. Even if you do receive the invoice, if you are close to the end of the month you may
want to hold off processing the invoice for a few days in order to move it into the next month.

You can cater for these circumstances simply by allowing your inventory quantities to go negative,
and then process the supplier invoice later. However, this could distort your gross profit values.

Another issue you may have if you do not receive the invoice is that you may not know the exact
cost of the items you are purchasing.

GRN processing overcomes all these issues. The process is as follows:

e You receive inventory by means of a GRN. You enter quantities and cost prices on the GRN,
and it updates as you complete the document. However, instead of crediting the supplier
account with the invoice balance, the GRN credits an accrual account.

e When you process the supplier invoice, you link to one or more GRNs and copy lines from the
GRN to the supplier invoice. You can change the cost price if it is not accurate.

e When you post the supplier invoice, the system debits the accrual account with the original
value it credited at the GRN stage, and credits the supplier account with the value of the
supplier invoice. If there is a variance between the prices entered on the GRN and invoice, the
system writes the variance to a purchase variance account, thereby keeping the general ledger
accurate.
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Therefore, the advantages of GRN processing are that you can bring inventory into the system as
sSoon as you receive it, and you can account for cost variances. The disadvantage of GRN
processing is that it requires some extra work - you must process a GRN, and you must process a
supplier invoice by linking it to one or more GRNSs.

You should use GRN processing if your cost prices per item vary considerably and you do not
receive the supplier invoice with the goods you purchase. Otherwise, GRN processing will not
necessarily give any benefit.

Batch or Online Processing
You can process documents that update values on a batch or on-line basis.
If you process on an on-line basis, the system updates the document as you complete it.

If you use batch processing, each user has their own batches for invoices, credit notes, debit
notes, supplier's returns and supplier credits. You update a batch as and when you require.

Note, however, that inventory quantities always update on an immediate (on-line) basis, regardless
of the method you use. Therefore, inventory quantities are always up to date.

Quotations, sales orders and purchase orders do not update, since they do not affect values. All
users can access and process any quotation, sales order and purchase order.

You can decide when to print documents such as invoices, irrespective of whether you are
updating on a batch or on-line basis.

Both methods have their advantages and disadvantages. Here are some points to help you decide
on which method to use:

e If you process in on-line mode, your customer / supplier and general ledger values update
immediately. This can be useful if you are on a network and other users require up-to-date
information. In addition, customer credit limits are up-to-date.

e If you process in batch mode, you can make a backup prior to updating and thus ensure the
integrity of your data. If you have a power interruption while you update the batch, you can
simply restore your files and update again.

e If you process in on-line mode and you have a power interruption or network failure, you need
to run an integrity check. You also have to determine which documents updated and which
did not. If your files become corrupt, you may need to restore from the previous day's backup
and then redo today's work.

e Batch processing allows you more time to check data entry errors before you update. This
saves you from having to process reverse (corrective) entries, which would show on the
customer statement and supplier remittance.

We would summarise this by saying that batch processing is safer than on-line processing. Unless
you need up-to-date information at all times, you should consider using batch processing.
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Document Lines
You can have different types of document lines:

Type What it Does
This is the standard method of entering invoice lines. You access the item by
ltem Code o
means of its item code.
You can enter barcodes on inventory records, and use the barcodes to access
Barcode : .
the inventory item.
Abbreviation | You can create abbreviations for inventory item codes that you use frequently.
. If you use the Bill of Materials add-on module, you can link several inventory item
Kit ltem . : s
codes, as well as remark lines, under a single kit item code. When you enter the
Code o L . .
kit item code, the system creates a separate invoice line for each linked item.
This allows you to enter a code that could be any of the above types - the system
All Above
searches for each type of code.
GL Code This lets you use a general ledger code instead of an inventory item. You use this
to invoice a financial income or expense.
Remarks This lets you enter description lines on a document.
é’;ﬂé&s If you use the Receipting module, you can invoice an analysis code directly.

Note that except for the last two items above, all other line types result in inventory line item codes.
The difference is how the operator accessed the code.

Document Printing

You can print documents and their supporting documents at any time. If you are working in batch
mode, you can print the document and/or the supporting document as you complete each
document, or at time of updating. You can also delay printing until after you update.

You can customise every document and its supporting document using the Forms Designer.

B This guide contains overview information only. If you want detailed information on any
|'®'| topic, consult the on-line help, which has the same table of contents as this guide,
\ ' although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Add-on Modules

There are a number of add-on modules that give you increased inventory functionality.

Module What it Does

This lets you manufacture items using other items as components. You can

Bill of Materials also create kit items that show each line on the invoice.

This lets you create multiple stores or warehouses so that you can control

Multi-Store . . . : . .
items in separate locations or isolate items for special usage.

Serial Number This lets you track each individual inventory item by serial number. Each time
Tracking a serial number item moves, you supply a serial number for the item.
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Inventory Setup and Maintenance

In this section, we look at the functions you use to set up and maintain inventory items and selling
prices.

Inventory Setup

You use this function to set up important inventory processing rules, most of which we discussed
in the overview. You should work through this function thoroughly before you start doing any
inventory processing. To access this function, select the Setup...Inventory menu option:

Integration / Groups | User Fields |  Bilsof Materials | Other
Price List Descriptions Decimals
Price Description & Decimals for Quantity
Price List 1 Fietail Decimals for Cost P
Price List 2 Diealer ety Easl it
Price List 3 Diistributar hd Decimals for Selling Price
Lirnits Processing
Maxirnurn Selling Price 9.999,999.00| Allow [rventary Quantities to Fall Below Zero O
I aximum Purchase Price 3,399,939.00 Wwharn if Inventary Falls Below Zera
(et Biess Bl & o0l Sales Orders Reserve Inventomn
M asirnum Cast Difference % 339,99 Sales Ordere FReserve Serial Mumbers

- Check. Reorder Level 'When Processing O
Mawimum Line Discount % 100.00)
- N o000 Warn if Preferred Supplier Not Used O

b % .
ST IMYOICE LISCoun Make &verage Cost 0.00 W hen Zero on Hand O
l 0K l l Cancel I

These are all important settings! You should work through the on-line help in detail.
In the Other tab, you set defaults for new inventory items.

In the Integration/Groups tab, you choose integration settings and maintain inventory groups:

Integrate Inventary to General Ledger

(@ Automatic Allocation of Costs to Projects at Time of Sale Intearation Entry Type

(O Allocate Costs to Projects Yourself at Time of Purchase 17 - Inventory Joumal -
Code | Description gs;a.;"gx geelfla'ly‘latx Sales Adjustment | Cost of Sales | Inventory 52;‘2 el
00 | Services 01 o1 10007000 21004000 20004000 20004000 2150,
002 | Inventory Goods 01 o1 1000/000 21007000 20004000 7700000 2150,
003 ] og 0000/000 0000/000 0000000 0000000 0000,
004 ] og 0000/000 0000/000 0000000 0000000 0000,
005 ] og 0000/000 0000/000 0000000 0000000 0000,
00g ] og 0000/000 0000/000 0000000 0000000 0000,
DDl? ] o 0000/000 0000/000 0000000 0000000 0000, >
4 »

| |

We discussed integration in the overview. You enable or disable it here.

If you use projects, choose whether you purchase inventory for stock (the usual method) or for
specific jobs.

You maintain groups in the table. If you wish to use groups for analysis in reports, they can all
use the same GL account.
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Inventory Categories

You use inventory categories to group inventory items together. You can produce various reports
in category sequence. You also use inventory categories with customer categories to create a

discount matrix percentage.

You access this function via the Edit...Inventory...Categories menu option:

==

Inventory Goods

Code | Description -

— || oo |~ o [ = oo R

o

p

Delete Line

N

Inventory Items

You maintain inventory items via the Edit...Inventory...Iltem File menu option:

== E
H Ok Q@ K20 € > X
Code ACC/OC Blocked []
Description Accounting Softwane |
Calegories | 002 - Inventon Goods j
Stare |CT - Cape Town Branch J
Details | Pices | Reorder | UserField | Activity | MNotes | Picture | SeislMo
Processing Options
Inventory Group |DUZ - Inventory Goods j (@ Fired Description / Cost
Ea e |Both j (O Change While Invaicing
Show Quantity and Unit
il ‘ Sales Commission [tem
Bin Number ‘ Tope
Fhysical [tem
Wik Serial bem
Commodity Code I:I Net Mass Service Item
Allow T ax Cost Prices
Purchases |D1 -Wat - Standard rated (14.00%) j Average 2.240.00
Sales [01-vat - Standard rated (14.00%] =] || Lastuni

In the Discount Type field, choose what types of discounts the item can have.

In the Allow Tax frame, you set default tax processing for this item. You also set processing on

each customer and supplier record, which is stronger than the item settings.

In the Processing Options frame, you set options we discussed in the overview.
The Activity tab shows quantity and amount statistics for two years.

The Notes and Picture tabs are standard and let you attach notes and graphics.
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In the Prices tab, you set selling price information:

Details | | Reoder | UserField | Activity |  Motes | Pictwe | Serialbo
Selling Prices Exclusive Inclusive GP % GP Amount
Retail 3,000.00 3420000 25.33 7E0.00
Dealer 2,000.00 228000/ 1200 -240.00
Diistributar 1.279.00 1.458.06) 75.14 -961.00 =
Future Prices Exclugive Inclugive|  GP % GP Amount
Retail 0.00
Dealer 0.00
Dristributar 0.00 hd
Special Prices

Exclusive Applies Fram A |
Inclusive Applies Ukl i |

In the top table, you enter prices for each of the 10 standard prices.

The future prices display in the second table. You can enter them here, or you can use the
Adjust Selling Prices function to copy them from the standard prices, as well as adjust and
round them.

In the Special Prices frame, you can enter a special price, which can be valid for a specified
time. This price overrides most other prices.

In the Reorder tab, you specify reorder information. If you do so, the Reorder Assistant can
generate purchase orders for you automatically:

Detsils | Prices | Reorder |LlserF|eId| Activiy | Motes | Picture | Serial Mo
Recommended Supplier Details

Pl S0 [omopin [zl [leee [paTe

O SOF00 Software Suppliers 52413 02 7411245

Reoder Level
Minirnum 220) Maimum
Current Quantities
On Hand
On Sales Order On Purchase Order

In the table, you link suppliers who can sell you this item. The system uses the preferred supplier
to order from in the Reorder Assistant.

In the Reorder Level frame, you specify the minimum quantity you should have on hand. The
system warns you if you go below this value. The Reorder Assistant and the reorder report use
the maximum quantity to know how many items to order.
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Customer Prices

Besides the 10 standard prices each inventory item has, you can create two additional types of
selling prices:

e You can create a discount matrix per customer category and inventory category. This does not
change the selling price directly. Instead, it adds a line discount to each applicable item when
you sell to an applicable customer. The discount can vary depending on the line item quantity.

e You can create specific prices per customer and per inventory item. These can also vary
depending on the quantity, and you can have a date range per price.

You do not have to use every feature for every inventory item. For example, you may have only a
few customer-specific prices.

To access this function, select the Edit...Customers...Customer Prices menu option:

Customer Prices Assistant

The Customer Prices Assistant helps you to create and maintain prices for customers
or groups of customers. These prices are stronger than the standard price list prices.

Please enzure that you have a backup of pour current data before you use this
Assistant as some of the changes you can make are not reversible. Press the
Backup button now ta perfarm a backup.

“You can perfarm the fallawing operations. Please choose one and then click the
Mext button ta continue with the Assistant

() Copy one discount matrix ko another
() Create / edit a customer specific price list with volume discounts

() Copy a custamer price list o one or more customers

Here is a typical discount matrix:

Customer Category | J

Inventory Category From Gty 1 Digc 1 From Gty 2
000 - None 0.00 0.00 0.00
001 - Services 0.00 0.00 0.00)
002 - Inventary Goods E.00 360 11.00
003 - Spares 1.00 2580 £.00

When a customer with a category "Dealer" purchases items with an inventory category "Inventory
Goods", if the customer buys 6-10 items they receive a 3.5% discount. If they buy less than six,
there is no discount. If they buy more than six, the discount depends on the remaining settings -
you can have up to three quantity levels.
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Customer prices work on a similar basis:

==
Custormer Code |ABBU29 | |A\bntt Limited | | Home Currency |
Inventom Code Expirp Date Oty 1 Price 1 Qty 2
ACC/ALOC 07.12/09 5.00 R2,800.00 10.00 R3
COM/PCA 07.12/09 3.00 R1,000.00 10.00
| | »
| Communication S oftware 9 | Delete Line
Share |JHB - Johannesburg Branch j
e Cost| Last Cost| Retail Deales] Distrib
1.200.00] 1,200.00/ I I x
| [ »
oo ) e [ o)

For customer prices, you can also set an expiry date. The system shows the standard prices and
highlights the customer's default price list.

Adjust Selling Prices

When you change selling prices, you often do so using a percentage basis. This function allows
you to make global adjustments to the standard price lists for a range of items.
You access this function via the Edit...Inventory...Adjust Selling Prices menu option.

This function works on the 10 standard price lists. It lets you select a range of inventory items and

then:

e Adjust one or more price lists by a percentage.

e Copy one price list to another and optionally adjust the price by a percentage.
e Copy all current prices to future prices.

e Run a price changeover to swap current and future prices.

e Round values as you process them.
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This function runs as an Assistant. Assume | want to create one price as 42% higher than another
existing price, and round the price to the nearest 50c. Here are the successive Assistant screens:

Choose Prices

Click the price to copy from, then click the price(s] to copy to. Ta
de-gelect a price, click it again.

Retail
Cealer
Distribtor
wholesale
Frice List 5
Frice List B
Price List 7
Frice List 8
Frice List 9
Price List 10
Special Price
Future Fetail =

| »

|F'ric:e to Copy |

Frice(z] to Copy to

Adjusting and Rounding ¥alues

Enter the percentage you wish to adjust prices by, To increase prices,
enter a positive value. To decrease prices, enter a negative value. To
make the prices zera, enter -100.

Percentage to Adjust By

“r'ou can round the prices in one of two ways:
Fiound To Mearest This rounds prices to the value nearest to the
(@ value you enter. For example, if you round to the nearest 20, prices
can end in .00, .20, .40, .60 or .80,

Make Price End In Thizs forces the prices to end in exactly the value
you enter. Far example, if you make prices end in 20, it will always
endin.20. 1.80 will become 2.20, and 1.40 will become 1.20.

Fiounding Y alue

Adjusting and Rounding

Chaonoze whether pou wish to adjust and # ar round

O Adust only

(O Found only

@ Adjust and Round

() Mo Adjusting or Rounding

Choose whether to work on Exclugive or Inclusive prices. The other
price will be calculated after the adjustment or rounding is performed.
(O Wark on Exclusive Price(s)

o1

Confirm Dperation

‘warning! The process you are about ta initiate cannot always be
reversed. Pleaze ensure that you have a current backup of your data,
and confirm the selections you have made

Ta leave thiz screen without making any changes, click the Cancel
button. To proceed, click the Process button.

“t'ou are about to Copy Prices

From‘holesale Price
To Retail Frice

Adjust by: 42.00%
Round ta the nearest .50
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Inventory Processing

In this section, we cover inventory processing functions.

Inventory Journals

You use inventory journals to adjust your inventory cost prices or quantities. To access this
function, select the Process...Inventory Journals menu option:

&/ Inventory Journals E = @
[01-01/03/10- 31030 March CurertVear | |Normal Baich =
Inventory |y Narration | Store Date Referancs| Huartiy In Out| Serisl Numbers |, Z= i Cost New/ ) Account | Proiec

Code at Period Average Average
COROM/ | Each AdustQly | JHB 3140310 ADJ93Z | 4a00 200 25000 25000/ 25000 21004000
KEYB/I0 | Each adustQy | JHB 3140310 ADJS3T | 2000 17.00 15000 15000  150.00 21004000

[ Delete ] [ Frint Batch ] [dealeEalch] [ Batch. ] [ Settings.. ]

I BL Account = 00004000 I New and incomplete line ety I I 3300.00 |

Inventory journals work in a similar manner to general ledger, customer, and supplier journals. You
enter transactions into batches, and you update the batch once it is correct.

When you adjust inventory quantities, you cannot change the cost of the transaction when you
remove quantities - this always happens at the average cost. However, when you put transactions
in, you can enter a cost per item, and the system will recalculate the average cost.

Purchasing and Selling

In this section, we look at how you purchase from suppliers and sell to customers. The process is
almost identical for customers and suppliers, and we deal with them both at once to make it
quicker for you to learn. You should make sure you understand the concepts in the inventory
overview before you continue reading this section, as we will not repeat the concepts here.

You access these functions via the Process...Customers or Process...Suppliers menu option.

You process customer sales and supplier purchases via documents such as invoices and orders.
In the document header, you select the document type to process. You then select a customer or
supplier account. The system sets many header fields with default values from the account's
master file, which you can change. The system also performs a credit check:

=lE =
Document Type | Tax Invoice - Murmber |*Glabal Custamer |AEKDD1 HAckerman Mr R ‘
[ Link / Create | Delivery Address | Ship 7 Deliver | Postal Address
[ Inclusive :\42‘3;:: st Tems 0 days
[ Buick Mode 5434 ;[:i‘pg?t[r)\l?vh;d
[ Customer User Defined Fields Cumert Balance 850,00
[~ OnHold Credit Limit R0.00
|Periud‘ Date | Customer Ref |Sa\es Code‘ Discount % |E><ch. Hate| Tems ‘ Payment Due
3 - |01/05/08 o000t ‘ ooo| Joooooopn  [BAOBE

In the Document Type list box, you choose the document type (quote, order, etc.) to use.
In the Customer field, you select a customer or supplier account.

Use the Link/Create button to link orders to invoices, and so on.

You can change many of the header fields. These changes affect this document only.
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You can link documents. For example, you issue a quotation to a customer. When the customer
accepts the quotation, you can link it to a sales order or an invoice, and copy the whole quotation,
some of the lines, and/or lesser quantities per line. This saves you re-entering these details:

=) =]
Document Type| Tax [nvoice MNumber |*Global Customer |AEKUU'\ ||Acke|man Mr R |
| Lk AlEreate: i " S ! — eliver | Postal Address
[ Inclusive (Document Typs [Link to Quatation | Number|qU100002 Eustomer | ACKDDT - Ackerman Mr 0 days
b 7 : ad
[ Quick Mode { Delivery Address \( Ship / Deliver”  Postal Address | |
[ Customer User Defined Fields |12 Hap 5t :: Tems 0 days Bnce  R-850.00
[~ OnHold | Mayfai || Freight Method R0.00
‘F‘eliod Date |5434 || Ship / Deliver
’t‘m Y0R8 :. Eurre.,nt .B.?Iance R-850.00
e— e / \Credit Lirnit RO.00
Prte Cad AIE:IDBIE Cod :’Fennd‘ Date | Customer Ref |Sa|es Code | Discaunt P/o‘ Exch. Hatel Tems | Expiry Date .'| nce Disc?) Hon «
emode | o | wmsowos | | oooor | oo0| 1000000 | oo | o1/0308
Code Store  [Description Unit Price| Oty on Hand Line Qty| Gty to Use| Selected
SOHO/200 JHE SOHO Computer 4,870.00 1.00 O
The above itern
1.00 *WIMA0S

1.00*wPAOC
1.00#5PRAOC
1.00* SPEAK/EAS
1.00~MOD/234
1.00 * MOPNA00T
1.00* MOUSE/STD
1.00* PEN/CHP
1.00 % RAM/CHP
1.00~HD /280
1.00 " COM/PCA
1.00~ COROM/POR
1.00%ACCALOC

-
4 »

nt
e

-
[ Gk [ Beest | [ Selestal || Deselectan |l'—

‘ Bateh || (12 == (= ) = A= I AN e = | R =m R

REREREERKEEEERE

[Efse

Zoom in the Number field to see all the documents to which you can link.
You can choose which lines to link. You can also link a lesser quantity. You then have the option
of keeping the remaining lines in place, or deleting the document from which you are linking.

You can create, edit, or delete document lines. You can process other line types besides inventory
items, such as financial lines and free format text:

Type Code Dezcription Unit | Guantity| Tax Exc Price Disci Mett
4 |tem Code ACC/LOC  |Accounting Software EAC 1.00{01 E,000.00 5.00 5,700.00
7 Remarks ! Please note discount

4 |tem Code IMNWZP 2 Part Pre-printed Invoices  |Box 1.00(01 28000, 280.00
4 Item Code SPRAOC |Spreadsheet Software VS |Each 1.00)01 3.000.00 300000

In the footer area, you can enter or adjust the invoice message, and see the invoice totals:

Discount
Exclusive 8,980.00
<F10> Receipt Tan 1.257.20
TOTAL 10.237.20
| Batch... || Delete / Insert... || Edit Document H Mext Docurment H Frint Document || Additional Fields ‘

The Additional Fields button lets you enter fields that can print on the documents.

Once you complete a document, you click the Next Document button or the Print Document
button. You then proceed onto the next document. If you process on-lineg, the invoice updates as
you complete it. If you process in batch mode, you need to update the batch.
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For customers, you have two custom processes:

e You can create recurring batches of invoices you process on a regular basis. For example, you
may invoice customers annually for maintenance. You can override the original prices in the
recurring batch with current customer selling prices.

e Alternatively, you can enter a single customer invoice, which the system then applies to a
group of customers.

For suppliers, you also have two custom processes:

e You can use the Reorder Assistant to generate purchase orders automatically, based on
inventory reorder levels.

e Sometimes you purchase an item from a supplier and there are additional costs that do not
originate with the original supplier. For example, if you import goods, you incur additional costs
such as import duties, shipping charges, and so on. You can use the Additional Costs feature
to add these costs to the inventory item.

You can import and export customer and supplier document batches.
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Count Inventory

This function lets you perform stock takes. It allows you to confirm that the system's theoretical
quantities agree with the physical quantities you count manually. If there are differences, the
system creates inventory journals to correct the theoretical quantities.

To access this function, select the Process...Count Inventory menu option.

The inventory count process

1.

Update outstanding batches that use inventory quantities, such as customer sales and
supplier purchases.

You then halt all further physical and theoretical movement of quantities.

The first phase is to initiate a snapshot. You choose which items you will be counting, and the
system makes a copy of the theoretical quantities for each item.

As soon as you complete the snapshot process, you must physically count your actual
quantities on hand. As soon as you complete this task, you can resume processing as normal.
You then enter quantities into the system in one of two ways:

» You can print count sheets, which you can do in a variety of sequences. The system
leaves space to fill in physical quantities. Once you complete the physical counting, you
then enter the physical quantities in the system:

Sequence Show
Search for: |A\I e j
Inventary Code j | | [ Locate ]
Line number 1
Item Code Store | Desciiption Unit | Bin Category | Barcode Guantity| Serial Numbers
ACC/LOC CT Accounting Software ooz ]
ACC/LOC DBM | Accounting S oftware ooz
ACC/LOC JHE | Accounting S oftware ooz
/001 CT Conzulting - On Site EACH 001
/001 DEM | Conzulting - On Sike EACH 001
/001 JHE | Consuliing - On Site EACH 001
C/002 DEM | Group Training EACH 001
COROM/POR CT 50 Speed CD-ROM  |Each 0oz BE5463211638732
COROM/POR DBW |50 Speed CD-ROM | Each 0oz BE5463211638732
COROM/POR JHE |50 Speed CO-ROM  |Each |2 002 BE5463211698732 M
T

» You can get quantities into the system by importing a file that contains quantities. You
generate this file via equipment that can count items electronically, usually via their
barcodes.

Once the physical quantities are in the system, you print a Count Variance report, which shows

any differences between the physical quantities and the snapshot quantities. You can examine

these variances and make adjustments if necessary.

To complete the inventory count, you instruct the system to update the variances. The system

makes adjustments and generates inventory journal transactions for all changes. If there are no

differences to update, or if you wish to abandon the count process at any time, you can clear
the snapshot without updating.
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Inventory Reporting

You access Inventory reports via the View...Inventory menu option. You have the following reports:

Report Description
o This report shows quantities purchased, sold, and still on hand, as
Activity Summary . k .
well as item cost prices and sales amounts for each period.
Categories This report lists inventory categories.

Chronological Per Iltem

This shows item history for an item in the sequence in which they
updated.

Customer Prices

This lists customer prices in customer or inventory sequence.

Discount Matrix

This lists discount matrixes by customer category or inventory
category.

Groups This report lists inventory groups along with their control accounts.
If you are in the European Union (EU), and you purchase products
Intrastat from, or sell products to, other EU countries, you may need to

produce an Intrastat report.

Inventory History Item
Sequence

This shows transactions that affect an item's cost and quantity on
hand.

Inventory / Store Cross-
tab

This report creates an export table of items and their quantities, and
exports it into Microsoft Excel or into an ASCII file.

Inventory Valuation

This report shows an inventory valuation. You can base the valuation
on the moving average cost, which is the norm, or the last cost.

[tem Based Prices

This shows the standard item based prices.

[tems

This report shows inventory item details.

Quantities

This shows the quantity on hand and other statistics for a range of
items.

Preferred Supplier Listing

This report lists suppliers you link to inventory items. You can show
only the preferred suppliers, or you can show all suppliers.

Print Labels

This option lets you print inventory labels.

Print Labels using
Microsoft Word

This option lets you print inventory labels via Microsoft Word.

Print Transfer Documents

When you transfer items between stores, you can print a document.

Reorder

This report shows you inventory items for which the current available
quantity has fallen below the reorder level set for them.

Slow Moving Date

This lets you analyse slow moving inventory items based on an
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Method

activity date. This helps you determine which inventory items are
overstocked.

Slow Moving Fixed
Quantity Method

This lets you analyse slow moving inventory items based on sales
quantities. This helps you determine which inventory items are
overstocked.

Transfer Report

This lists transfers between stores.

Graphs

You can create graphs of your activity.
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In this chapter, we look at the Pastel POS add-on module. You
need to have the Inventory module in order to use this module.

— Point of Sale Overview
Working in Point of Sale
Point of Sale Setup

Lol

Point of Sale Processing

!

Point of Sale Reports

. . This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help.
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Point of Sale Overview

The Point of Sale add-on module gives you the ability to process sales and purchases in a point of
sale environment with features such as:

A simple sales processing screen, fully keyboard driven

The ability to receive payments for sales and print receipts

The ability to process returns

Interfaces to cash drawers, poles displays, and slip printers

Full control of monies, shifts and cash up procedures at the operator and the supervisor level
Monitoring of sales on a real time basis

Sophisticated reports

Point of Sale (POS) works as an add-on module. It is different from other modules in that it is a
stand-alone module that you run independent of the main Pastel product.

The first thing you need to do is to setup POS options, which you do in the Setup menu. You can
set options per user.

One compulsory setting is to create at least one user as a POS supervisor. This supervisor does
not have to be a Supervisor user in the main program. Only a POS supervisor can perform some
functions, so you always need to have at least one supervisor.

The Setup Options function contains many important settings, and you need to work through it
thoroughly to understand how you can configure and control the system.

POS uses customers, including the cash sales customer account, and inventory items from the
main Pastel product. Although you can create customer and inventory items directly in POS, you
can only enter a few of the many fields that each record has. However, the system takes customer
fields from the Defaults tab of the Setup Customer Control function, and inventory fields from the
Other tab of the Setup Inventory function. You should therefore set these up appropriately.
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Once you configure your POS parameters, POS operators can perform all their work via a single
optimised and efficient processing screen:

File Process View Setup Help

g

. . R S R | Swwubnoire
e Total Due Tendered Change
Cash Customer 0 . 0 0

Description

Total Tax ‘

<F3> <F9>
Cheque On Account

| ’ ’ | | 18 December 2009 - 10:27

<F10> CashIn/Out| <F11> Cashup | <FI12> Reprint | <SPACE> Next Edit Update Link Close

It is well known that working purely on a keyboard is far quicker than using a mouse / keyboard
combination. While you can use a mouse with this screen, every feature is available via the
keyboard, and the screen shows the keys required for each function.

You can customise various aspects of the screen in the Setup Options function. For example, you
can choose which columns users can enter in sales lines. The system disables columns you do not
require, thereby speeding up data entry considerably.

Using this screen, operators can:

Process cash, account, and cash on delivery sales.

Process returns from customers.

Receive payments via various methods, and place sales on account for account customers.
Place invoices on hold and return to them later.

Process non-sales cash in and cash out transactions.

Process a cash-up at the end of a shift or session.

Enter quotes and sales orders, and link to these when processing sales, copying the lines into
the sales invoice.

e Perform price and inventory history lookups.

If operators can process suppliers, they can process supplier processing via this POS module
instead of, or as well as, in the main Pastel product.

There are various other processing options, mostly for supervisors.
In the View menu, you can print a full range of POS reports.
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Offline Processing Module

Pastel Point of Sale has an additional add-on module called Offline Processing. You use this
module to deploy on workstations when network connections are unreliable.

The Offline Processing module works as follows:
e On the remote workstation, you install a stand-alone Offline POS module.

e On the main system, you use the Offline Options function to establish a connection to the
remote workstation.

e You then deploy to the workstation(s) via the Offline Management function. This copies all the
relevant data from the main system to the remote workstation. This includes all customer,
inventory, and pricing data.

e The remote workstation then works independent of the main system. Even if the network does
not function, users can process on remote workstations in the normal manner. There are some
restrictions:

» In the main Pastel product, in the Customer Documents function, you set per user and per
document whether to process in batch mode or in online mode. In offline processing,
users who operate remote terminals must work in batch mode.

» You cannot sell serial number items.

» Documents that are on hold, and COD sales, are only local. You cannot see on hold
documents or COD sales that originate on the central server or on other remote locations.

» Remote workstations do not have supplier processing.
» You cannot create new customers, inventory items, or sales codes via the Search facility.
»  POS supervisors cannot perform supervisor functions at a terminal.

» You cannot process point of sale sales at the main server while you are processing on
terminals.

e Once the remote workstation completes, the operator processes the cash up.

e At the server, you then fetch the data. This retrieves all the work done since the last
deployment, and merges the data into the main server. Note that the system does NOT fetch
documents on hold or CODs that are not yet complete. They remain on the terminal and will
be there after you redeploy.

e The supervisor then performs the supervisor cash up, which updates on the main server.

e Once you fetch all the workstations' data, and perform the supervisor cash up for all
workstations, you redeploy to the workstations again. This will contain all the updated data.

e The only time you need to have a connection between the server and the workstations is when
you deploy and fetch the data. At all other times, the remote workstation functions
independently.

topic, consult the on-line help. Note that the Pastel POS online help is separate from

@ This guide contains overview information only. If you want detailed information on any
| |
= the accounting application's help file.
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Working in Point of Sale

In this section, we look at a few differences between working in Point of Sale and working in the

standard Pastel modules.

Starting Pastel Point of Sale

You can start Point of Sale in different ways:

e Use the Point of Sale icon on the desktop. If you are using the Offline Processing add-on
module, use the Pastel Offline Point of Sale icon.

e From the Windows Start menu, locate the point of sale option via the Sage / Pastel program

group.

e From the main Pastel product, click the Point of Sale toolbar button.
Once you start Point of Sale, the Open Pastel Data window displays:

Open Pastel Data @

Open Pastel Data
EE =]

= Cancel
L] _Demo
3123 =
[C3 BICUpdate
CBIRES

=
I |
Pastel Password

[~ Open Last Used Company on Startup

This is similar to the main Pastel login screen.
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Point of Sale Search

Whenever you enter a master file record such as an inventory item, customer or supplier, the
system displays an icon to the right of the field. If you wish to search for a record, you can click the
icon or press <F5> to invoke the search window:

Inventory ltem Search

+ Code " Description " Barcode i GL Code " Kit ltem Select | Cancel |
Press <F3> to sort by Description ™ Activate Find
ctivate Fin

Load Records From | ’7

Double click on the line you wish to zelect ar click the Select button.

D escription Unposted Qty| Sales Order Qty| Purchase Order Gty Gty [ Stare Gty On hand
-1 -1 -1

‘widget Style L1 0 0 0

widget Style M4 0 0 0 0 0

‘widget Style N1 0 0 0 0 0

widget Style N2 0 0 0 0 0

You can set the sequence in which the fields display. Click on the Code or Description heading
to sort in that sequence. To reverse the sort sequence, click the column heading again.

You can access general ledger codes or kit items.

Check the Activate Find check box to search for a record by entering text.

You can create new records and edit them if you need to. Note that you cannot enter every field
for the record. To enter all the fields, use the main product's maintenance screen. However, the
system takes customer fields from the Defaults tab of the Setup Customer Control function, and
inventory fields from the Other tab of the Setup Inventory function. You should therefore set

these up appropriately.
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Point of Sale Setup

You use these options to configure the system and the operators who are working on this system.
It is vital that these settings are correct.

Setup Options

To access this function, select the Setup...Options menu option.

¥ Use Pastel Layout for Slip Printing (Fecommended)

Screen Enabled Settings

— o[ fewiDw  Tenderwd)  Chasgd
2 00/ .0 0,00}

Salezman Settings
[ Enter Salzsman Before Each Transaction
™ Use Password Characters for Salesman

Split Payment Settings
v Split Payment Yalue

Eoundlng Special Barcode Enable Offline
Setings Settings Processing I™ Use Cost Codes for Custorner Documents
User Settings
Copy To Al [ Enable Quick Scanning for Barcodes
User |00 User 0 j Users ™ Enable Touchscreen Interface
LCash Sales Settings On Account Settings Other Settings Part Settings

Slip Printer Settings

[~ Print Till Slip for Quotations
[ Print Till Slip for Sales Orders
[~ Print Till Slip for Cash Sales
[~ Print Till Slip for Returns

¥ sk Before Printing Till Slip

Tranzaction Reference Settings
Complete Reference Number far the follawing
[~ CreditCard |~ Cheque [ “oucher [~ EFT

Fule Display Settings
[~ Use Pole Display

==

Cloze

Click the Rounding Settings button to determine how the system should round. You can decide
not to round, to round up, down, or to the nearest value.
The Special Barcode Settings button lets you configure the format of barcodes in cases such as
butchers and bakers, where the weighing equipment generates barcodes that contain the item
code, and either the price or the quantity (weight).
In the User Settings frame, you configure how each operator can work on the system. If all
operators have the same settings, you can set up one user and then copy the settings to every

other operator.
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In the Screen Enabled Settings frame, you specify which fields each user can enter:

Copy To All Documents | ] Require supervisor password when canceling Invoices Save | Claze |
O ome [ aw [ rem

Select a Document Type: (]

e, Total Due Tendered Change

CASH SALES ACCOUNT 0 2 00 0 . 00

Quantiby |Description Tax Type Excl / Incl Discount
1.00 0.00 0.00

3

Tokal Tax |

a~F2> LB
Cash ' Voucher | On Account

<F9>

=F10> Cash InfOut|  <Fll> Cashup =F12> Reprint =SPACE> Next Edit: Lpdate Link Clase

Mot Enabled ] Enabled Only Enabled & Need Supervisor Passward

Check the left check box for fields the operator can enter. You can then further check the right
check box if that field requires a supervisor password to edit it.
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Here is the Other Settings tab:

=5
Sourdire Sattinee Special Barcods Enable Difine v Use Pastel Layaut for Slip Printing [Recommended) Close
= ] g Setlings Processing ™ Use Cost Codes for Customer Documents
User Settings
Copy Toal ™ Enable Quick Scanning for Barcodes
Uk |DU “User0 j Users Enable Touchscreen Interface
LCash Sales Settings On Account Setlings Port Settings
Cash Customer CASH .. | CASH SALES ACCOUNT
Cash Control Account 100000 .. | POS Cash Control
Default Cash In/Out Account (2900000 _. | Sundry Income
Store JHB .. | Joharnesburg Branch
POS Entry Type [19- P05 Joumal -

POS Mext Reference FPON00003
Till Cash Float Armaunt 0.00 [T Realocate after cash up
Custorner YAT Trigger Amount 0.an

Default POS Screen To Sales -
X Supervizor
Default Tranzaction Ta Cash - Settings

[~ Update POS Payments in Detall  [& Can Receive Money [ Print Receipt for CashIn [ POS Supervisar

The Till Cash Float Amount is the float amount to give the user when their shift opens.
The Customer VAT Trigger Amount field is the minimum value that requires additional customer

information.
You must have at least one POS supervisor. Check the check box of each user who is a POS
supervisor, and click the Supervisor Settings button to determine what they can do.

Here is the Supervisor Settings button:

p Cloze

Can Approve Retumns
Can Approve Selling Price Changes

Can Approve Maximum Discount Overides
Can Access Setup Optiohs

Can Approve Megative Quantities

Can Approve Cazsh Out

Can Approve Minimum GP 2% Overides
Can Yiew Dashboard

EURE U UV I AR

Select the settings required for the supervisor.
Remember that at least one supervisor will require all settings.
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In the Port Settings tab, you specify interfaces with cash drawers and pole displays:

R ekl FEmade Enable Difline ¥ Use Pastel Layout for Slip Printing (Fecommended)
noHnding 2&tings Settings Processing ™ Use Cost Codes for Customer Documents
User Settings
Copy To Al [™ Enable Quick Scanning for Barcodes
Uk |DU “User0 j Users ™ Enable Touchscreen Interface
LCash Sales Settings On Account Setlings Other Settings
Cash Drrawer Pole Display
Parallel - Use e Parallel - Use e
Serial o Serial oy
Port Number |1 Port Number |1
Char to Send ‘02? Char ta Send ‘
Baud Rate  |3500 BaudRate  |9500
Diata Bits 2 Diata Bits a
Stop Bits 1 Stop Bits 1
Test Cash Test Pole
Party [ Drawer Party N Display
Cazh Drawer Settings ‘

==

Cloze

Touchscreen Options

To enable the Touchscreen interface, check the option “Enable Touchscreen Interface”:

¥ Use Pastel Layout for Slip Printing (Fecommended)

Screen Enabled Settings

Salezman Settings

[ Enter Salzsman Before Each Transaction
[ Use Pazsword Characters for Salesman

Split Payment Settings
Iv Split Payment Yalue

Special Barcode Enable Offline
Boundng Settings| =P Settings Processing I™ Use Cost Codes for Customer Documents
User Settings
Copy To Al [™ Enable Quick Scanning for Barcodes
Uk |DU “User0 j Users Iv Enable Touchscreen Interface
LCash Sales Settings On Account Setlings Other Settings Port Settings

Slip Printer Settings

[~ Print Till Slip for Quotations
[~ Print Till Slip for S ales Orders
[~ Print Till Slip for Cash Sales
[~ Print Till Slip for Returns

v sk Before Printing Till Slip

Tranzaction Reference Settings
Complete Reference Number far the follawing
[~ CreditCard [~ Cheque [ Voucher [ EFT

Pole Display Settings
[~ Use Pole Display

==

Close:
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Backup Paths

Making backups is critical to your company's security. If you lose your company data, you could
put the company out of business. The system makes a backup automatically prior to processing
the Update all Documents function. In this Backup Paths function, you specify one or more
locations where the system should write the backup files.

To access this function, select the Setup...Backup Paths menu option.

 Please select the paths where the back up files will be created

Fath

Delete Line | Cancel | ok |
Offline Options

This function is part of the Offline Processing add-on module. You use this function to define offline
terminals. To access this function, select the Setup...Offline Setup menu option:

Offlme Setup

Setup Temmsk
Tesmanal Hame | Teuminad Path Quche Humber | Ordes Humber Invvgice Number | Credit Number Savo
Sue

|d\ParePOSY JED I |5500001 [SaH000) |SCROOM

You need to have sufficient registrations to allow you to process. When you purchase the Offline
Processing add-on module, you need to specify how many POS users you require. You need one
user on the server to process the supervisor functions, and you need one user for each offline
terminal. Contact your Pastel POS supplier or distributor if you need additional users.

You set up each terminal as a line in the table.
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POS Slip Logo
A logo can be inserted on Slips. To access this function select the Setup...POS Slip Picture menu
option.

oK
Cancel
Femove

Logo

Browse.

e |

™ Medium " Large

Report Drill Down

Click on the document number to drill down a document on a report. To access this function
select the View menu option and then select the report to view.

09-12-2009 1237 PM
Software Sales Page 1

Daily Sales Report for Date Range 09/12/2009 - 09/12/2009

Reference Date Customer ‘Cash Amount Cheque  Card Amount Voucher  EFT Amount ‘On Account Total Sale/ Return Variance
Amount Amount Amount Amount

Sales / Returns

User - 00 - Boss

IN100024 09/12/2009 1215 CASH -CASH SALES ACCOUNT 0.00 0.00 2168 0.00 0.00 0.00 21.68 21588 0.00
INAT 0001 09112/200912:33  CASH -CASH SALES ACCOUNT 171.00 0.00 0.00 0.00 0.00 0.00 171.00 171.00 0.00
INAT 0002 09112/200912:34  CASH -CASH SALES ACCOUNT 0.00 210572 0.00 0.00 0.00 0.00 2108.72 210872 0.00
INAT0003 09112/200912:35  CASH -CASH SALES ACCOUNT 627.00 0.00 0.00 0.00 0.00 0.00 627.00 627.00 0.00
Total for User - 00 - Boss 798.00 2106.72 2166 0.00 0.00 0.00 2926.38 2926.38 0.00
Grand Total 798.00 2106.72 21.66 0.00 0.00 0.00 2926.38 2926.38 0.00

Supervisor Dashboard

The supervisor is able to view sales in real time without having to run reports. To access this
function Select the View...Open Dashboard menu option.

i

18| sales By Payrment Type B
| Dashboard — .
nvoices Irvcices
I Creckt Hoes I Creckt Mo
From; SN2 -
Tor [pnzam - 000 000
Refresh rate: 1 Min 2000 2000
Graphs: 100 0 b
Sales by Operator r o L O O
Sales by Payment Type & CASH SALES AITTIUNT Cash  Chegae Cod  Vouche  FFT Onccod
Sakes by Salesman ¥ £l + Lt Chick 10 Dill Diwn £l + Lkt Chick 10 Dill Diwn
Top [ Items =
Top [T Customers [ Sales By Salesman &) [ Top 20 hems g
B brvoes W oz
B Crech Motes B Crech Motes

Users Logged In:
Pasted Usaers. 1
POS Users 1 000 1000

= i s - sm i ﬂ
Supe r Carsh up . E_
e , = o
Price Lookup HNone FENJTHP  DRAM  RAMMCHE MOD/ZMCDAOM/PORPEAK/FAS

Crd + Ledt Chick 10 Drill Down Crrl + Ledt Chick 10 Drill Down

300U
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Point of Sale Processing

Process Point of Sale

This is the main POS sales screen.
To access this function, select the Process...Point of Sale menu option:

Sl
[ [ e | S
Romdimin Total Due Tendered
0.00

0

CASH
Quantity Description Uinit Tax Type Exdusive Price
1.00 0-Tax Ty| 0.00

<F3> <F8> <F9>
Cheque Voucher On Account

| | | | | —

«Fio)Cashi\.fOut| <Fil= Cashup | <F12> Reprint | <SPACE= Nedt | Ed | Update | Linik | Close | |

The four main processing modes, Quotation (<Alt>+1), Order (<Alt>+2), Sales (<Alt>+3), and
Returns (<Alt>+4), are the row of buttons. Click the buttons or use the listed shortcut keys to
change modes.

You use this screen to:

Process sales on a cash or account basis

Put sales on hold

Process cash on delivery sales

Process returns

Enter quotes and orders, and link these to sales
Enter non-sale cash in / out transactions
Reprint older sales

Cash up at the end of the day

Perform a price lookup

Email a picture of an inventory item to a customer
See historical sales of an inventory item

Set the printer and fonts to use
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Supplier Documents

Pastel POS gives you access to the full range of supplier documents you have in the main Pastel
product. You can process the following supplier documents:

Purchase Orders
Goods Received Note
Supplier Invoices
Return and Debit Note
Credit to Supplier

Pastel POS uses the same parameters as your main Pastel product. You set these up in the main
product via the Supplier Control function, Supplier Documents function, and other functions.

In Pastel POS itself, you process supplier documents via the Process...Supplier Documents menu
option:

Document Processing - Supplier Invoice

Document Type [T + | Dacument Humber (PMA10001 |Account | -
| PlaceanHold | Delivery Address i
Perniod g B

July - 01/07/2008 - 31 /07 /2008 Credit Limit

Document D ate | Contact Person

Telephone Mumber
Payment Due Date | Freight

WA T Mumber Ship

Order Nurnber Dizcount % | Exchange Rate Cost Code

Supplier Invoice

Store Code Description Tax Type Guantity
0-Tax Type 0 1.00

Tatal Dizcount
Tatal Exclusive
Total Tax

|Terms [ =] Total Inclusive

Document Options ) ’ .
Save Print Delete Note Mew Edit Update Link Close

Processing supplier documents in Pastel POS is similar to processing supplier documents in the
main Pastel product, so we do not document it here.

There are a few differences between processing in the two systems:

e If you link purchase orders to a supplier invoice, Pastel POS does not delete the purchase
orders.

e In Pastel POS, if you remove items from a GRN linked via a Purchase Order, you can place
them back onto the Purchase Order.

e Reporting on Supplier Documents:
» You must print outstanding GRNs via the main Pastel product.
» You can reprint all supplier documents via the main Pastel product or via Pastel POS.
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Touchscreen Processing
This is the main POS sales touchscreen interface.
To access this function, select the Process...Point of Sale menu option:

Pastel Point of Sale V12.0.2
File Process View Setup Help

Document Number :

A

IN100024

Total Due

Tendered|

0.00

Functionality of touchscreen is the same as normal POS processing. In the centre is a shortcut
menu with the most regularly sold items. This shortcut menu is setup for each user. A maximum of

0.00

14 items is included in the shortcut menu.
You include items in the shortcut menu via Setup...Touchscreen Shortcuts menu option:

(_Demo - Software Sales) (User - User0) - [Pastel Point of Sale]

[=le =]

Customer: CASH

Product Zoom

Overall Discount %

. Change Line Change Change
Chﬂ"ge Price

==
Cloze

User IDU-UserD LI
Mumber| Product Code Description Dizplay Text |

1| COROM/POR 50 Speed CO-ROM Drive COROMAPOR
2|HD /250 250 Gig Hard Drive HD/250
3|KEYE/O0 Comfort Keyboard KEYEB 001
4/M0OD /234 36K Modem MO0 /234
5| RAMCHP 250 MB RAM Chips Rak /CHP
&|R&MACHP 250 MB RaM Chips RéM /CHP
7| SPEAK/EAS B Speakers SPEAK/EAS
8|PENCHP Pentiumn 4 Processor - 3.2 GHz FPEN/CHP
3|MOPN 0 EPL 17inch SYGA Monitor MOPN /00

10{DB/3/0 Database Software ¥4 DB/

1 -

12

13

14
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Supervisor Cash Up

Once operators complete their cash up procedure, the supervisor has to perform the supervisor
cash up for each operator.

The supervisor cash up lets the supervisor confirm that the operator has the correct monies in their
possession. As such, it is a vital part of ensuring that the company receives all the monies paid to
it.

Note that the system controls cash ups on a user basis, not on a till basis. If you have one physical
station and two operators, you need to have separate cash drawers per user if you want to
reconcile cash up values easily. If you have a single cash drawer for multiple users, you will need to
consolidate the user cash up totals manually. Variances stay in POS. The system updates the
correct values into Pastel.

To access this function, select the Process...Supervisor Cash Up menu option:

Cash up for User 0

Seleot User to Cashup [T Cash
Denominations

Date to reflect Cash up on | 07/07/2008 =

LComputer Amourt] Lser Amount| Wariance
Cash 1140.00 1140.00 0.00
Cheque 0.00 0.00 0.00
Credit Card 0.00 0.00 0,00 Refresh Values
Woucher 0.00 0.00 0.00
EFT 0.00 0.00 0.00

[rotals I 1140.00] 1140.00] 0.00]

I0n Account 0.00 Close

Finalise Cash Up

:

Offline Management

If you are using the Offline Processing add-on module, you use this function to move data back
and forth from the main server and the terminal(s):

e You deploy data from the main server to a terminal.
e You fetch data from a terminal to the main server.

To access this function, select the Process...Offline Management menu option:

Fetch Offline Transactions

Each terminal displays. There are three possible status settings:
e Not Deployed means this is a new terminal that is not yet in use.
e Deployed means you have sent data to the terminal, and the operator can process sales.

e Fetched means you have retrieved the data from the terminal. The operator cannot process
until you deploy again.

Before you can deploy or fetch data, you must ensure that the remote locations are available on

the network. Once you complete the fetch or deploy operations, you do not need to remain

connected on the network. If you have deployed, operators can sell while offline.

Once you fetch all the data, you can continue with the supervisor cash up process.
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Printing point of sale of reports is almost identical to printing reports from the main Pastel product.
The differences are:
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e \When you print a report, the printer dialog box displays, after which the system displays the
report on the screen. The screen preview window is almost identical to the main Pastel
product. You can print and export in different formats from the screen preview window.

e The print options window for each report has a slightly different format.
You access reports via the View menu.
In this section, we summarise each report.

Report What it Does
These reports let you see which quotations, sales orders, purchase orders, or
Outstanding CODs are still in the system. You can view documents in document number,
Documents customer code, inventory item, or salesman sequence. You can range by date,

and you can run a detailed or summarised report.

Batch Listing

In the main Pastel product's Customer Documents function, you specify, per
user and per document, whether you are working in batch mode. For batch
mode users, this report shows document batches that you still need to update.
It also shows batches that are on hold, or CODs.

This report shows details of sales and returns, with totals, for a range of users

Dally Sales and a range of dates. You can also range on the payment type (cash, credit
Report .

card, cash in/out, etc.).

This report shows a summary of Cash, Cheque, Card and Voucher details for
Cash up each operator and workstation, as well as variance details. All documents, sales
Variance and returns also show in this report. You can select a range of users and dates

for the report. You can also range on the payment type.

. This functionality lets you print documents that have already been updated.

Reprint o .
Docurment Select a document type (quote, invoice, and so on) and an output device

(printer, screen or email). You can range on customers and dates.

Customer Age

You access this report via the View...Monthly Reports menu. This report shows
amount owing by customers in ageing blocks, such as 30-day, 60-day, and so
on. You can range by customer category and/or customer code. You can print

Analysis in customer code or name sequence. You can print detailed transactions or
show ageing totals only.
You access this report via the View...Monthly Reports menu. This prints
Customer
customer statements. You can range by customer category and/or customer
Statements I
code. You can print in customer code or name sequence.
. The report shows all documents where a Supervisor password was requested
Supervisor . ) )
Audit Trall to make a change. The operator and the action taken will also be included on

the report.







Chapter 9 — Multi-Store

In this chapter, we look at the Multi-Store add-on module. You
need to have the Inventory module in order to use this module.

—  Multi-Store Overview
— Multi-Store Setup and Maintenance

— Multi-Store Processing

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Multi-Store Overview

The Multi-Store add-on module lets you set up and use multiple stores or warehouses. Some
common uses of this module are:

Use Details

You may keep inventory in separate physical locations. For example,

you could have multiple branches, each situated in different cities. In

this case, you would have the same items in each store, and you can
transfer quantities between these items.

Stores/Warehouses

If you manufacture goods, you may wish to keep your raw materials in
a separate store so that operators do not sell, or get confused by,
Manufacturing these raw materials. It also keeps the size of the store from which you
do sell much smaller, which speeds up operators when they choose
items. You could also create a further store for work in progress items.

You can create a store that contains inventory you have given to a

Consignment/Sales .

. customer on consignment. You can also create a store for your sales
Representative . . )
Tracking representatives, if they take samples or actual stock on the road. This

makes it easy to track and control these items.

Customers and suppliers exist for the company as a whole. You cannot link them to specific
stores. However, you can link users to stores and prevent them from accessing items in other
stores.

If you install the Multi-Store module over already existing inventory data, the system places each
inventory item in the default store.

You can create up to 999 stores. Each store can have an unlimited number of inventory items.

You can have the same inventory item code in different stores. If you do so, the items are the same
item. They share all item fields except the following:

e Quantities

e Cost Price

e Selling Prices - there are facilities to copy selling prices between items and stores
e All fields on the Reorder tab

When you create inventory items, you specify in which store(s) to create the item.

You can copy selling prices from one store to another, per item or per store. This gives you the
flexibility of easily having the same prices in each store, different prices in each store, or the same
prices in some stores but not in others.

Working with multiple stores is almost identical to working with normal inventory. The only
difference is that each time you wish to access an inventory item, you specify the store in which
the item exists. If you have users who can only operate in a single store, the system will in any
event set the store correctly for those users.

You can transfer items between stores, using a store transfer journal.
You can range on stores in every inventory report.
You can print a report that lists your stores.
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Multi-Store Setup and Maintenance

Here we see how to set up multi-store processing, and how to maintain stores.

Multi-Store Processing Setup

You enable multi-store processing in the Other tab of the Setup...Inventory menu option:

Configuration | Integration / Groups | User Fields | Bills of Materials |
Diefaults far Mew Inventary ltems / Stares Encrypted Cast Price
Irventory Group |DD2-\nvent0ryGoods j Dl1]2]|3[4]5|6 7|B]3].
A|B|CIDIE|[F|GIH|I]J]|K
Discount Type |Both j

Fixed Description / Cost (O Show Quantity and Unit
Change “While [nvoicing @

Multi-Stare

Type

Inventory / Physical ltem @ U i o BiEes
[ Serial ltem

Service ltem O

=

Once you create inventory items, you cannot change this field.

Stores

You use this function to maintain stores. If you use multi-store processing, each inventory item has
to be in at least one store. To access this function, select the Edit...Inventory...Stores menu option:

=N
DRamm K<€ > X

Code Blacked [[]
= |

Drescription

Default Inventary Group |002 - Inventon) Goods j Link [rventory

Postal Address Contact Mame

P.0 Box 1234 [Richard |

Table View

Cape Town Telephane

44 ‘ |
Fax

Physical Address ‘ |

P.0OBox 1234 Iaobile Phane

Table View ‘ |
Cape Tawn

7441 Email &ddress

If you create a new store, you can use the Link Inventory button to invoke an Assistant that copies
inventory items on a bulk basis into the new store. You can also copy selling prices from one store
to another:
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Copy Selling Prices

‘when linking a store to an inventory item, you have the ability to copy selling
prices from another store linked to the zame inventory item. This includes all
zelling, future and special prices.

If the selected stare iz nat linked to the inventory item, no seling prices will be
copied,

If you want to copy seling prices, select the Copy Selling Price check box and
specify the store to copy the zelling prices from.

Copy Selling Prices

From Store |JHB | Pohannesburg Branch |

Instead of copying a range of items, you can specify per inventory item in which store(s) the item
should be. You do this via the Edit...Inventory...ltem File menu option:

Edit Inventory (== =]

HamBE KM€ > X
Code ACCAOC Blocked []

Description Accounting Softwane |
Calegories | 002 - Inventon Goods j
Stare |CT - Cape Town Eranch | [_Select stores
Details | Pices | Reorder | UserField | Activity | MNotes | Picture | SeislMo
Inventory Group | 002 - Inventarn Chos Feseition
Discount Type ’T CT Cape Town Branch v l Ok l
5 DEN Durban Branch ]
¥

Barcode JHE Johannesburg Branch
Bin Number

Urit [ ]
Commodity Code ’—|
Allow T ax

Select All
Purchases 07 -%at - Star

Sales 01 -%at - Stan | Select the store(s] ta link to this inventary item ‘

Deselect Al l

First, click the Select Stores button to invoke the Select Stores window.
Then, in the Select Stores window, choose the store(s) in which this item should exist.
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On the Prices tab of the same function, you can copy selling prices from one store to another:

Edit Inventory

S amm KN > X

(== =]

(]

Select All

Code ACCAOC
Description Accounting 5 oftw, .
. Copy fram CT: Copy lo CT
Categories 102 o 6 | © FepehomCl O Cony
Store CT -Cape Town ‘what to Copy
Selling Prices

Details |  Prices | Rearder Future Prices

Selling Prices Excl Special Prices

Fietail

Dealer Select the store[s] to copy prices ta.
Diistributor

. Store D escription

Future Prices Excl [DEN Durban Branch [ ]
Retail JHE Johannesburg Bran ]
Drealer

Dristributor

Special Prices

Exclusive

Inclugive

Deselect Al

l

First, in the Store field, select the store from which you wish to copy prices.
Second, click the Copy Price button to invoke the Copy Prices to/from Stores window.

Third, in the What to Copy frame, choose which prices to copy.

Finally, in the table, choose the stores into which you wish to copy the prices.



760 e Multi-Store Setup and Maintenance Chapter 9 — Multi-Store

User Access to Stores

You can limit users as to the stores they can access. This is a good security measure, as it
prevents a user, for example, in Johannesburg, selling goods to a Johannesburg customer from a
Cape Town store.

You set this in the Setup...Users / Passwords menu option:

Setup Users / Passwords - Sole Access Mode (=]
Users Options
User 01 -John j Copy from Group |Supewisor j
@ py from User |Boss j

Stare Description Access

CT Cape Tawn Branch ax [ Deletedohn ]
DEM Durban Branch

JHE Johannesburg Branch [ BIC Acoess for John ]

Menu Acoess for John

[ Process Options for John

essing Stores
[ Store Access forJohn ]
Select all
| Select the storefz) to which John can process | Deselect Al l [ ak l l Cancel l

Click the Store Access button to invoke the Select Stores window, and choose which stores the
user can access. Note also that you can set a default store. If the user can only operate in one
store, and you set the store as a default, the user will never have to choose a store in which to
process.



Chapter 9 — Multi-Store

Multi-Store Processing e 161

Multi-Store Processing

Processing when you have stores is almost identical to processing without stores. The only
difference is that each time you access an inventory item, you have to choose the store:

Daocument Tppe |i|L:;
| Lirake /- [Ereate

[ Inclusive

[ Quick Mode

[ Customer User Defined Fields

[~ OnHold

[Period]| Date [ Customer Ref |

10 - |03412/09 |

Each time you select an inventory item to process, you also have to select a store - see the
Store column above. Once you use stores, every inventory item has to exist in at least one store.

Store Transfers

To transfer items between stores, there is a variation of the inventory journal. You access this via

the Process...Inventory Journal menu option:

Inventory Journals EI = @

[01-01/03/10- 31/03/10 March CuneritYear  w|  |Inerctore Trarsfer Batch <
From Store To Store [DBN Date [31/03410 Reference (20994

Inventory Unit Marration Staore Date Reference Iluan_hty In Out| Serial Numbers Current Unit Cost M|t Project

Code at Period Average Average| Account

ACCAOC Accounting | CT 3140310 ADJ534 26.00¢ 1000 224000) 2240.00| 2 240.00( 2100/000

ACCAOC Accounting | DBM 31/0310 ADJ334 1000 2240000) 2 240.00( 2100/000

4| | »

[ Delete ] [ Print ] [ Update Batch ] [ EBatch.. ] [ Settings...
| ‘ GL Account = 0000/000 || New and incomplete line entry || H ||

When you start the batch, choose the Interstore Transfer Batch option.
In the From Store and To Store fields, choose the stores between which you are transferring.
You can change the cost on the incoming store. If you do, the system posts the cost difference

to the mark-up account.
You enter one line and the system creates the second one.






Chapter 10 — Bill of Materials

In this chapter, we look at the Bill of Materials add-on module.
You need to have the Inventory module in order to use this
module.

— Bill of Materials Overview
— Bill of Materials Setup and Maintenance
— Bill of Materials Processing

— Bill of Materials Reports

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Bill of Materials Overview

The Bill of Materials add-on module gives you access to two related functions that let you group
multiple inventory items into another item or on an invoice:

Function What it Does
Bill of This lets you build, assemble, or manufacture an inventory item using other
Materials inventory items as parts or components.
Kit ltem This lets you specify one code on an invoice, and the system loads multiple
Codes invoice lines that can include inventory items and remarks lines.

Bills of Materials

What does manufacturing do for you? It lets you build an inventory item out of other inventory
items. For example:

e You specify a recipe for pizzas, which would consist of the dough, cheese, tomato paste, and
S0 on. You specify what quantity of each of the components is required to make one pizza.
When you manufacture, you specify how many pizzas you are making. The system removes
the requisite quantity from each component item and creates the specified number of pizza
items.

e You specify how you will assemble a computer, which would consist of motherboard, screen,
keyboard, memory, and so on. You can use service items that have costs to represent labour
and other costs, or you can use three additional manufacturing costs that you link to general
ledger codes.

The manufacturing process is as follows:

e You specify the components or the raw materials that you require to manufacture the item.
You do this by creating a bill of materials for the manufactured item. The bill of materials
contains a list of the component item codes. You also specify the quantity of these
components required to make one manufactured item. You can create as many bills of
materials as you like. We abbreviate "bill of materials" as BOM.

e You perform the manufacturing process, which uses the BOM to decrease quantities of the
component items and increase the quantity of the manufactured item. The cost of the
manufactured item is the total of the costs in the BOM.

e You may need to reverse manufacture (or unmanufacture) some or all of the manufactured
items. The system then decreases the quantity of the manufactured item and increases the
quantities of the component items.

Manufacturing while Processing Customer Sales

If an operator is processing a sales order or invoice for a customer, and there is insufficient quantity
on hand of a manufactured item, the operator can manufacture the item from there. To do this, the
operator needs access permission to manufacture.

This option only becomes available if you disallow negative quantities. Therefore, there has to be
sufficient quantities of the components on hand in order to manufacture.
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Kit Item Codes

When you invoice a manufactured item, you treat it like any other inventory item. Your customer
does not usually see the component items. This module contains a separate facility called kit item
codes. Kit Item Codes speed up invoicing, as you are able to create multiple invoice lines by
entering one code only. Some uses of this facility are:

ltem What it Does

You can invoice complex items that consist of multiple invoice lines as well as
remark lines. For example, if you are a dentist, you can create a kit item code
for a filling procedure that will invoice out the fee for the filling, gloves, materials,
and so on.

Kitting

Inventory items have descriptions of up to 40 characters. If this is insufficient,
you can create a kit item code for the item and add as many additional
description lines as you require. You could combine this with a manufacturing
process. For example, if you manufacture computers, you can detail the
memory, hard disk, processor, and so on.

Long Item
Descriptions

You can use the same code for a kit item code and an inventory item. When an
operator enters the item code in sales documents, there is an option All Above
that will use the kit item in preference to the inventory item. This is useful for the
previous feature of long item descriptions, but it also has another use.

If an item is temporarily unavailable or obsolete, create a kit item code with
same code as the unavailable item, and enter a replacement item code in the kit
lines. Operators can then continue to use the code. They can of course use the
new item code directly at any time.

Replace
Unavailable
ltems

You access Kit ltem Codes in invoices in one of two ways:

e You can specify on an invoice line that you are entering a Kit Item Code. This then lets you
enter a kit item code or Zoom to a list of Kit Item Codes.

e You can specify that the system must search abbreviations, kit item codes, and barcodes
when you enter a code, prior to searching the inventory file. This means that operators do not
have to know whether an item is a kit item code or not. The Zoom on this code field, however,
will be an inventory item zoom.

You can specify per bill of materials whether the component lines should display on the invoice.
The difference is that you cannot edit the bill of material lines, whereas you can edit the kit item
lines. Most of the time, you do not display manufactured item lines.

Manufacturing and Serial Numbers

If you use the Serial Number Tracking add-on module, you can use serialised inventory items in
manufacturing:

e You can manufacture serialised items - you provide serial numbers when you manufacture the
items.

e You can use components that have serial numbers. Note that once you manufacture using a
component, the system does not continue to track that serial number further.
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Bill of Materials Setup and Maintenance

In this section, we look at how you set up bill of materials processing. We also look at the various

elements you require in order to process.

Bill of Materials Setup

You set up some important options in the Bills of Materials tab of the Setup...Inventory menu

option:

Configuration | Integration / Groups | User Fields

Additional Costs

==

Other

Description Ecegg::{y Account Description

Labour 24004010 Labour Cost Manufac Yariance

Drirect 24004020 Dirgct Cost Manufac Variance

Other 24004030 Other Cost Manufac Yariance

ranufacturing

Mext Reterence Number |B|LLUDU1 |

Entry Type |18 - Manufacture Joumnal j

Picking 5lip

Mo of Copies IFEm,
Agsistant... Single Sheet

(=

o |

You can use up to three non-inventory costs for manufacturing. You can also use service items

to include costs such as labour in a bill of materials.

In the Manufacturing frame, you configure settings for bill of materials transactions, which the

system creates when it manufactures.

Use the Paper Style Assistant to configure how to print a picking slip for raw materials prior to

manufacturing.
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Bills of Materials

You use this option to maintain bills of materials, which are the core of this module. You access
this function via the Edit...Manufacturing...Bills of Materials menu option:

== ==
ERQmm K< > X
BOM Code [50HO/200 \ Blacked [
Description |
Manufacture | Components | SelingPrices | Mates | Picture
Manufactured Ibern
Inventary Cade [s0HO/200 |[ 500 Camputer |
Stare |JHB ||J ohannesburg Branch |
Lock BOM to this [tem ]
Update Seling Price ]
Print details an invaice

You can use the same code for a bill of materials as the item it creates.

Use the Lock BOM to this Item check box if you always use that BOM to manufacture that item.
Check the Update Selling Price check box to get the manufacturing process to calculate the
selling price of the manufactured item and adjust the selling price.

In the Components tab, you specify how the system manufactures a single manufactured item:

Manufacture |2 Seling Prices | Notes | Picture
Inventary Code Stare Quantity| Units | Degcription Average Cost -
Wi A0S JHB 1.00| Each | Windows %P Operating 3.999.99 T
wRALOC JHE 1.00| Each | Word Procesear 20.00
SPR/LOC JHB 1.00| Each | Spreadsheet Software 20.00
SPEAK/EAS JHE 1.00] Set |50 Speakers 200.00 =
MOD/234 JHE 1.00| Each | 98K Modem 120,00
MOPK /001 JHE 1.00| Each | EPL 17inch SWGA 1.200.00
MOUSE/STD JHB 1.00| Each | Super Mause with Pad 50.00
PEN/CHF JHE 1.00| Each| Pentium 4 Processor - 3.000.00 hd
4| »

[ Dekele Line ] [ Insert Line ] Components 13.,399.99 13.,399.99
Labour 0.0 n.oo
Direct 0.00 0.00
Other 0.00 0.00
Tatal 13.399.99 13.393.99

In the top table, choose inventory items and the quantities required to make one manufactured
item. For service items, you can also enter quantities. For example, you may input labour hours.
In the bottom table, you can use the three non-inventory items to enter costs for labour and

other items.
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In the Selling Prices tab, you can review possible strategies for creating selling prices. As we saw
earlier, you can actually update the selling prices when you manufacture:

Marwfacture | Comporerts | Seling Prices | Notes | Picture
Calculation Method T D e
(3 Percentage Mark-up on Cost =
Selling Price Percentage «
) Comparerts / Addtional Selling Prices Fietail B0.00
Dealer 40.00
Distribwator 2500 =
@ Use Average Cost (O Use Last Cost
FRietail Dealer Dristributor
Total Components at Cast 13,399.99 13,399.99 13,399.99
Pluz Additional Costs 0.00 0.00 0.00
Sub-Total 13.399.99 13.399.99 13.399.99
Plus Gross Prafit E.700.00 5,360.00 3,350.00
ﬁjllinu Plire 20.099.99 18.759.99 16.749.99 ,

In the top table, you can add a mark-up on last or average cost for each of your price lists.
In the bottom table, you can see the results of the cost mark-up for each price list.

Kit Item Codes

Kit Item Codes let you group multiple inventory items and/or remark lines into a single code. When
you invoice, you enter the Kit ltem Code and the system brings each individual line into the invoice.

You maintain kit items in the Edit...Manufacturing...Kit ltems Code menu option. They work in the
same manner as bills of materials, except that they do not have selling prices or additional costs:

[ & =
L_ii Al
SR aQamnDEm K<€ > X
Kit Item Code COMP/OFF/SOL Blocked [
Description |Completa Office Solution |
Companents | Motes | Picture
Inventary Code Stare Guantity| Units | Description
ACCALOC JHE 1.00 Accounting Softwarne
WPAOC JHE 1.00{ Each | Word Processor Software W3
SPR/LOC JHE 1.00| Each | Spreadsheet Software W3
DB/340 JHE 1.00{ Each | Database Software V3
COM/PCA JHE 1.00{ Each | Carnmunication 5 oftware W3
MO0 /234 JHE 1.00| Each | 96K Modem
« | »
[ Delete Line ] [ Insert Line ]
Tatals
Ave Cost| Last Cost| Fietail| Diealer
4.100.00] 4100000 [
| | »
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Copy BOM / Kit Item Code

You can create a new bill of materials or kit item code as a copy of an existing one. You can then
modify the new bill of materials or kit item code. This can be useful when you have a complex bill of
materials or kit item code, and you need to create slight variations of it. You do this via the
Edit...Manufacturing...Copy BOM / Kit Item Code menu option:

==l

Work On
@ Bills of Materials O Kit ltem Codes
BOM to Copy From
Code Diescription
50HO/200 | [50HO Computer with Software |
Manufactured ltem [50HO/200 - SOHO Computer |
EOM to Create
Code Diescription
[s0H0/200 | [50HO 400 Camputer withS oftware |
Manufactured ltem Code t anufactured Item Description
[soHO/200 | [50HD 400 Computer |
Store Code Store Desciiption
|ET | ‘Eape Town Branch |
Lock BOM i this ltert Copy Notes Copy Picture

l Copy l l Cloze l

Replace Components

You use this function to replace a component item globally in your bills of materials and/or kit item
codes. You do this, for example, if an item becomes obsolete, or if you wish to use an alternative
item.

To access this function, select the Edit...Manufacturing...Replace Components menu option:

==

Replace In

(3 BOM and Kit lter Code > BOM Only O Kit ltem Code Only

Fram |

Tao |

Components

E sisting Companent |WPJLDC | |Word Processor Software Y3 |
I

Esisting Stare |

New Component |WPJLDC11 | |Word Processing Yersion 11 |
Mew Stare | | | |

l HReplace l Claze l
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Bill of Materials Processing

Manufacture

You use the Manufacture function to manufacture or assemble items using their components. You

access this function via the Process...Manufacture menu option:

==

Function ta Perfarm _
@ Manutacture 1 for This Year
O Unmanufacture 10-01.A12/09 - 3141 2/09 December ~| 09412409 -

- _Close

Bill of Materials
Code [s0HO/200 | [50HO Computer with Software | || Print Picking Slip

Item to Manufacture

Inventory Code |SDHDJ2DI] H SOHD Computer |
Stare |JHE ‘ Pnhanneshurg Branch |
Qusiy 0 o rd
Description |SDHD Computer | Reference BILLOOOT
Companent Diescription Store | On Hand| Required Selected Balanc «
HD./250 250 Gig Hard Drive JHE 18.00 3.00 23 L 16.C
COM/PCA Communication Software Y3 [JHE 20.00 300 17.C
COROM/POR |50 Speed CO-ROM Drive JHE 36.00 3.00 330
ACLCAOC Accounting Software JHB 178.001 3.00 175.C =
| »

In the Code field, select the bill of materials to use.

In the Inventory Code field, select the item into which you wish to manufacture. If the BOM locks

to an item, you cannot select a code.

In the Quantity field, choose how many item to manufacture. In the table, the system shows the
requirement per component. If there is insufficient on hand quantity of a component, or the

quantity on hand will become zero, the balance shows in red.

Using Bill of Materials Items when Invoicing

We first look at how you would use a kit item. In the invoicing screen, select a line type of 2-Kit

ltem Code, and select the item:

Document Typpe | T ax Invaice hd

[ Link / Create |

[ Inclusive

[ Quick Mode

[~ Custarmer User Defined Fields

[~ OnHold

|F‘eriod| Date | Custamer Ref

0 +|0912/08

Type | Store Code
2 FKitltem Code WEC/200

In the Type field, choose the kit item line. Then enter the code and the quantity.
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When you complete the line, the system includes all the items in the kit item code in the invoice:

Process Customer EI = @
Document Type| Tax Invoice - Mumber (IN100026 Customer |ABBUZS ||A\butl Limited |
| Link / Create | Delivery Address Ship /7 Deliver | Pastal Address
[ Inclusive éKudul Ad TE'_'“S Ndays
. Efmiston Freight Method
[~ Quick Mode 2340) Shin 7 Deli
[ Ellver
[ Custorner User Defined Fields South Africa Eul'rjenl Balance  A13G08.95
[~ UrnHeld Credit Limit AO.00
|F'Erind‘ Date Customer Ref |Sa\es Ende‘ Discount % |E><ch F!atel Terms‘ Payment Due
10 - |011210 - | \ ooo| oooopopo  [1A270 4
Type Stare Code D'escription Project Uit Quantity| Serial Mumnbere [ Tax Exc Price| DiscZ| Hom «
4 ltem Code JHE WEC/400 Wector Computer Each 1.00] o1 3 825.00
7 Remarks ! The above item consists of the
7 Remarks ! (00~ CDROM/POR
7 Remarks 1.00* HD/250
7 Remarks 1.00* KEYB 001
7 Remarks 1.00* MOFN /001
7 Remarks 1.00* MOUSE/STD
7 Remarks 1.00 * PEN/CHP
7 Remarks 1.00 * Rk /CHP
7 Remarks 1.00 = SPEAK/EAS
7 Remarks 1.00 =WIN/DS

The system shows each kit item line, and changes the kit item line to be an inventory line. You
can now edit all these lines as normal.

Next, we see how to manufacture an item if there are insufficient quantities of a manufactured item
on hand. You are selling a manufactured item, and you try to sell more than there are on hand. If
you do not allow negative quantities, a window opens:

==

| WELC/400 - Wector Computer |

There is insufficient quantity on hand in period 10 to process the above item.

Guantity Available 10.0
Piuz On Purchase Order
Total 10.0
Line Quartity 15.01

The additional quantity required iz 5.00.

l Manutactue I [Belurn to Lines]

You can click the Manufacture button to invoke the Manufacture function. You need sufficient
quantities of your components to be on hand in order to manufacture.
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Bill of Materials Reports

You access Bill of Materials reports via the View...Bill of Materials menu option. You have the
following reports:

Report Description

. . This is an audit trail of your manufacturing. It shows the manufactured
Audit Trail Lo . .
item’s details. You can also select to see component details.

This reports shows information about bills of materials including

Bills of Materials components and additional costs.

. This report shows where you use a specified component in your
Components Used in . . . ,
. manufacturing. You can search through bills of materials, Kit ltem
BOMs / Kit Item . .
Codes Codes, or both. You must specify the inventory code of the component
you are looking for.

This prints out all the Kit Item Code information, including the

Kit ltem Codes
components. You can select a range of codes.

. . This report helps you to determine whether you have sufficient bill of
Material Requirements . o
-MRP materials components on hand to manufacture a specified number of
manufactured items.
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In this chapter, we look at the Serial Number Tracking add-on
module. You need to have the Inventory module in order to use
this module.

— Serial Number Tracking Overview
— Working with Serial Numbers

— Serial Number Reports

This guide contains overview information only. If you want detailed information on any
.. topic, consult the on-line help, which has the same table of contents as this guide,

although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Serial Number Tracking Overview

If you purchase the Serial Number Tracking add-on module, you can create serialised inventory
items.

Serial number items are identical to physical inventory items, except in one way: each item has its
own unique serial number. For example:

e Each time you purchase a serial number item, you have to create a serial number for each
individual item you are bringing into stock. If, for example, you purchase 10 items, you have to
create 10 serial numbers.

e If you transfer serialised inventory items between stores, you have to specify the serial number
of each individual item you are transferring.

e When you sell serialised inventory items, you have to select the serial numbers of each
individual item you are selling.

You use serial tracking when you need to track the movement of individual inventory items through
the system. You usually do this for warranty purposes, so that you know whether an item is within
a warranty period should a customer return it for repair.

Of course, the return of the item for a repair, and the subsequent re-issue of the item to the
customer, also requires you to enter the serial number. You therefore have a full and complete
history of the movement of each individual stock item.

If you use serial tracking, you do not have to use it for each inventory item. You choose per item
whether to serialise it or not.

If you use the Bill of Materials add-on module, you can manufacture into serialised items. You can
also have serial number items as components. Note, however, that the tracking of serial number
components ceases at the manufacturing stage.

Working with serial number items is not much different from working with normal physical items.
The system adds a new column to any relevant processing screen, next to the inventory quantity
column. Once you enter the quantity, you then have to either create or select serial numbers for
each item.

If customer sales orders reserve quantities, you can choose whether to allocate serial number
when you process the order or the invoice.

The system provides a utility that converts existing physical items into serial number items. All you
have to do is to provide serial numbers for the quantity on hand.

When you delete invoice history, you can choose to delete the history of serial numbers that are no
longer in stock.

This guide contains overview information only. If you want detailed information on any
|®| topic, consult the on-line help, which has the same table of contents as this guide,

although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Working with Serial Numbers

Serial Number Items
When you create an inventory item, you can specify that it is a serial number item:

== s
7§ B Q@ K2 < > X

Code | Blocked [C]
Description |
Categories | 000 - Mone j
Store [CT - Cape Town Branch | [ Select stores

Details | Prices | Reorder | UserField | Activity | Motes | Picture | Serial No

Processing Options
Inventory Graup |DUZ - Inventary Goods j (O Fired Description / Cost

j (3 Change Whil Invaicing

Discount Type |Enth
Show Quantity and Unit

Barcode L
agyiszion |tem

\ N
Bin Murnber ‘ e

Physical lkem
Urit ®|:| ;ena\ Item
Commodity Code I:I Met Mass O Service lem
Allow T ax Cost Prices
Purchases |D1 -"Wat - Standard rated [14.00%) j Average
Sales [0 -vat - Standard rated [14.00%) =] | | Lastunit

In the Type frame, check the Serial Number check box to specify the item as having serial
numbers. Once you save the record, you cannot change this field. If you have existing physical
itemns that you wish to convert to serial number items, use the Change...Inventory Conversion
Assistant menu option.

Serial number items have a Serial Number tab that shows the serial numbers of on-hand items.

Adding and Selecting Serial Numbers

If you use serial number inventory items, you need to add and select serial numbers whenever

there is movement of a serial number item. In this section, we see how to do this.

There are two operations you perform when processing serial numbers:

e When you bring serialised inventory into the system, you need to create serial numbers.

e When you move serial numbers out of the system, or within the system, you need to select
existing serial numbers.

Serial numbers can be up to 30 characters each. They have to be unique per inventory item. Serial
numbers can contain uppercase letters, numbers, and special characters such as "-*, "_", "/", and
so on. You cannot use spaces.

The system shows a Serial Numbers column, which indicates how many serial numbers are still
required. For example, you may see 0/100:

Quantity| Senal Numbers
100.00 0100
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This means that there are 100 items to process, and there are no serial numbers processed yet.

Once you process the serial numbers, you will see 100/100.

To create serial numbers, select the Serial Numbers field, and then click the Zoom icon or press

<F&>:
Create Serial Numbers. FX
Item
[HoD/E0 | [50GE Hard Diive
|JHB | |J0hannesburg Branch

Serial Mumnbers

Required Selected I:I

Mew/Start Serial Mumber |Q M 300-350-2Z27-0001

[ Cieate ][ Create &l ][ Import ][ ][

)

In the New/Start Serial Number field, enter the serial number, or the first serial number in a

series.

Click the Create button to create the serial number you entered.

Alternatively, click the Create All button to generate a series of serial numbers starting from the

number you entered.

You can also click the Import button to import the serial numbers from a text file created by a

barcode reader or other hardware device.

The serial numbers display in a table:

Create Serial Numbers FX
Itemn
[HoD/ED | 0GB Hard Diive |
|JHB | |Johannesburg Branch ‘

Serial Mumnbers

Required Selected

Mew/Start Serial Mumber |QNSUU-350-ZZZ-U1 o |

[ ][ ][ Impart ][ Bemove ][ Hemoveéll]

| LN 300-350-227-0001 ~
| UN300-350-227-0002
| UN300-350-227-0003
| UN300-350-2227-0004
| UN300-350-222-0005
| UN300-350-2227-0006
| LN 3003602220007
| N 3003602270008
| UN300-360-227-0009
| ON300-360-222.00110
| QN 300-350-222-0011
| QN 300-350-227.001 2
v (QN300-360-Z27-0013 -

[ o ][ cenee

]

Use the buttons to remove incorrect serial numbers, and add new ones.
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When you select serial numbers, for example when you sell the items, the system displays a similar

window:

Select Serial Numbers

Itern

[HOD/80 | [60GE Hard Diive

|JHE | |Juhannasburg Branch

Serial Humbers

Required |2U | Selected |5 |

Find Serial Mumber |

| [gelect fram File

Awailable Serial Mumbers

w] HDD/B0-HWEIT 0305013 ~
w| HDD/80-HWEIT 030501 4
wi HDD/B0-HWEIT 0305015

wi HDD/80-HWEIT 030501 6 D

HDD/80-HWEIT 0305014
HDD/80-HWEIT 0305020
HDD/80-HWEIT 0305021
HDD/E0-HWEIT 0305022 D
HDD/80-HWEIT 0305023

HDD/80-HWEIT 0305024 E]
HDD-30-0001525354 v

Serial Numbers Selected

HDD/80-HWEITO305010
HDD/80-HWEITO305011
HDD/80-HWEITO305012

[ o

Lancel

]

B

Click the Select from File button to import the serial numbers from a text file created by a
barcode reader or other hardware device.

To choose serial numbers, check their check box and then click the single arrow between the

tables.

Once you select the serial numbers, they display in the table on the right.
Once you close the window, the system allocates the serial numbers to the transaction.
In the Setup...Customers...Documents menu option, you choose whether to print serial numbers

on invoices:

Setup Customer Documents - Sole Access

Quatation | Sales Order

Copy Mame

Copy Tax Invoice
Delivery Mate

Entry Type 10- Sales

Supporting Mame

[7] Force Cost Codes

Frint 5 erial Mumbers,
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Serial Number Reports

You access serial tracking reports via the View...Inventory...Serial Numbers menu option. You
have the following reports available:

Report Description

a?sriiLyumber This lets you view movement history for serial number items.

Serial Number This report lets you see serial numbers per inventory item, along with their
Listing status.
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In this chapter, we look at the Multi-Currency add-on module.
—  Multi-Currency Overview
—  Working with Multi-Currency

—  Multi-Currency Reports

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Multi-Currency Overview

The Multi-Currency add-on module lets you process with multiple currencies. The system has the
following multi-currency capabilities:

e You can create up to 30 currencies.

e You can create foreign currency customers, suppliers, and bank accounts, and you process
these accounts in their own currencies.

e You can view and print invoices in your home currency or in the customer's/supplier's
currency.

e You can create and update exchange rate tables for each currency at any time.
e You can produce financial statements and other reports in any currency.
e You can levy tax on foreign currency transactions if necessary.

You maintain exchange rates per currency and per period. When you enter transactions for foreign
currency accounts, the system uses the exchange rates you entered. However, you can override
this exchange rate if necessary.

When you make or receive payments in the cash book, you can again use or overwrite the then
current exchange rate.

You can revalue foreign currency balances at any time with the Foreign Currency Revaluation
function. In this function, the system uses the difference between the exchange rate in the original
transaction and the exchange rate in the payment transaction to calculate the foreign exchange
profit or loss. The system creates transactions in the general ledger to reflect these.

Besides dedicated foreign currency reports, you can produce a variety of reports, including
financial statements, in any currency. In addition, the Report Writer, which allows you to create
customised financial reports, lets you select a currency to use for the report.

This guide contains overview information only. If you want detailed information on any
|®| topic, consult the on-line help, which has the same table of contents as this guide,

although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Working with Multi-Currency

Setting up Currencies

You enable multi-currency processing and set up currencies in the Multi-Currency tab of the
Setup... Company Parameters menu option:

Compary | Formats ‘ Time and Biling | Faxing
Use Multi-Currency
Revaluation Entry Type 20-  Curency Variance j
" Revaluation |Varance| 1000 | Decimal
Code | Description Avoount = Gepereler| bitls Symbal Sample
1 | Dallar 42104000 99.99 2 $ $1.000.00
2 | Pound 4210/000 99.99 2 [ £1,000.00
3 |French Francs 4210/000 99.99 2 FRF FRF1,000.00
4
5
5

==

The system uses the revaluation entry type and the GL account(s) for any foreign exchange profit
or loss. Use separate accounts if you wish to see this per currency.

The Variance% determines by how much you can vary the exchange rate if you override the
default.

Exchange Rates
You maintain exchange rates in the Edit...Exchange Rates menu option:

01 - Dollar

Dallar to Home Currency Exchange Rate

In thiz and processing screens, enter the
(O foreign cunency value equivalent to 1.00 in
MOUT CUTENCY.

=]

in this and processing screens, enter your !
(@ icurrency valus equivalent ta 1.00 in the
foreign curency,

Per Thizear Rates|  Last“ear Rates
1 6£.100000 £.120000
2 6.201000 £.1:30000
3 5115000 5.140000
4 6.034000 6.010000
5 6.001000 6.020000
[ 5.933000 6.010000
7 5500000 £.030000
8 6.012000 £.050000
3 6.010000 £.100000

10 5930000 £.030000

11 6.020000 £.050000

12 £.000000 6.070000

13 £.100000 £.150000

==

In the list box, choose the currency in which you wish to work.

You can enter currencies either way round, and change the method at any time. You set this
separately for each currency.
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Entering Multi-Currency Transactions

When you enter transactions for foreign currency accounts, you enter the foreign currency values.
The system uses the exchange rates you enter, as above. However, you can override this
exchange rate if necessary. You can activate a popup screen to remind you to confirm the correct
spot rate that is available under User Access “Enable Foreign Exchange Warning”.

=

@ P'eese ensure that the exchange rate recorded on the document is the
LW correct spot rate on 09/12/08. The rate cannot be amended after the
document is updated.

== =
Document Type | Tax Invoice - Mumber |INAT000S Customer  [4GC001 ‘ |A & G Congultants |
[ Link / Create | Delivery Address | Ship / Deliver | Pastal Address
. Shop 24 T 0d
[ Inclusive . erms aps
. Elun.swm:k Flaza Freight Method
M Qs [t Meile Ship # Deliver
[ Custorner User Defined Fields Curent Balance  $0.00
[~ OnHold Credit Limit $0.00
|PEIIDd‘ Date | Customer Ref |5a\es Eodel D\scounl?’l’Exch Rate ‘ TETS | Papment Due
10 v |09/12/08 jooooz | osy_6isoooopg/ [BA208 4

In journals and cash book data entry, you can choose to enter foreign currency or home currency
amounts, as well as changing the exchange rate:

Process Journals \EI = @
Entry Type |12 - Customer Journals j Batch Type |Nnrmal batch entry j

Per |Date Account Reference Description Tax Exclusive Inclusive |DC

1 Qo1 310310 ARCo0 00000000 Adjustrent oo $114.00 $114.00|D
2 =131/03410 0ooooooa Adjustment oo D

Contra Acc—

(0000/000
0000/000

Home Amount

F18.54

There are rules about which values are stronger. The on-line help explains these in detail.

Foreign Currency Revaluation

Exchange rates between currencies fluctuate all the time. Therefore, transactions processed now,
at the current exchange rate, will not be worth the same in home currency at some future date.

When you process a customer receipt or supplier payment for a foreign account, the system
calculates any foreign currency profit or loss, and writes it to the general ledger. This is an
automatic process and occurs in the background.

Unpaid balances in foreign customer and supplier accounts will also vary from when you
processed the original transactions. You use the Foreign Currency Revaluation function to update
these unpaid balances.

The system can analyse these differences, create adjusting journals, and show the amount gained

or lost, per currency if necessary. You can run the revaluation procedure whenever you wish to,
and as often as you wish to.
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Multi-Currency Reports

Besides dedicated foreign currency reports, you can produce a variety of reports, including
financial statements, in any currency:

Print Tar |Screen j
Use Sub Accounts

.
Print Zero ltems

Period Start [o1-mma0s- A0 Mach <]
Period End [o1- 00308 - M 03/09 Mach |
Show which Comparative |Last year j

Include Opening Balances
Which Currency

Print Balance Sheet Accounts First

In addition, in the Report Writer, which allows you to create custom financial reports, you can
select a currency to use for the report.

You access multi-currency reports via the View...Foreign Currency menu option. You have the
following reports available:

Report Description

This report is a preview of the Foreign Currency Revaluation function. It
Currency Variance | shows what adjustments the system will make when you run the currency
revaluation.

List Exchange

Rates This report lists the exchange rates for each currency in the selected range.
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In this chapter, we look at the Time and Billing add-on module.
— Time and Billing Overview
Time and Billing Setup and Maintenance

Time and Billing Processing

A

Time and Billing Reports

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Time and Billing Overview

You use the Time and Billing module to bill employee time to your customers. The process is as
follows:

e You create activity codes, which can be chargeable or non-chargeable. For chargeable
activities, you enter a general ledger account, a default rate, and a unit.

e You create records for each employee. For each activity code, you set a default rate per
employee.

e You then enter timesheets for each employee. You select a customer and an activity, and you
can override the employee rates.

e Once you enter the timesheets, you can create invoices. You authorise each invoice, and the
system creates an invoice batch for you to update. The batch is a special time and billing
batch so that it does not interfere with standard invoicing.

e You can create credit notes to reverse timesheet invoices. Once again, the system creates a
credit note batch for you. In this case, the system uses the standard credit note batch.

B This guide contains overview information only. If you want detailed information on any
|®| topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Time and Billing Setup and Maintenance

Here we see how to set up time billing rules and create the basic elements you require for

processing.

Time and Billing Setup

You set up time and billing parameters in the Time and Billing tab of the Setup...Company

Parameters menu option:

Company | Formats |  MukiCurency | Time and Biling

Activity Defaults

Unit Decimal Digits

GL Rate F150.001

Employees
‘when Copying Emplayes Activities to Another Employee

@ Lopy the Employee Rate
() Copy the &ctivity Default Rate

Timesheets

() Separate Set of Numbers for Each User User
(@ One Set of Numbers for Thiz Company
] Enter Your Own Timeshest Numbers
[[] Foice Cost Codes on Timeshests

Mext Mumber T510000M

==

In the GL rate field, enter the default charge-out rate for employees.
In the Timesheets frame, you set timesheet numbering rules in the same manner as other

documents.

Activities

You use this function to create activities such as consulting, training, and so on. Activities are the
services you sell to customers. Once you create activities, you link them to employees. You then fill
out timesheets for employees and charge customers via an activity.

You access this function via the Edit...Time and Billing...Activities menu option:

===
QD@ KM > X
Code Blocked [
Drescription |C0nsu|ting |
Chargeable
GL Acaunt [1200/000 | [Coneuting |
Ft

In the Rate field, enter the default charge-out rate for this activity.
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Employees

You use this function to create employees, link activities to employees, and set rates per activity
and per employee. You access this function via the Edit...Time and Billing...Employees menu
option:

==
DR amm K> X
Code Blocked []
Description |Adnan Smith |
Achwhes] o ] e
Code Description Unit Activity B ate Emploves R ate
COMDD Consulting Hour R120.00 F145.00
os001 Online Support Hour R45.00 R&0.00
T5001 Telephonic Suppart Hour RE5.00 R70.00
[ Delete ] [ Lopy From ]

The Activity rate is the default rate for the activity, but you can change it per employee.
Use the Copy From button to copy activities and their rates from other employees.
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Time and Billing Processing

Time and billing processing consists of timesheet entry, invoice creation, and credit note creation.
The invoices become their own document type in the Process...Customers menu option, and
credit notes use the standard customer credit note.

Timesheets

Once you create customers, activities, and employees, you can enter time sheet data. You do so
via the Process...Time and Billing...Enter Timesheets menu option:

Enter Timesheets EE @

Timesheet Mumnber

Employee Code |EMPUU'I | |Adrian Smith |
Date Ezzteomer Project Activity Cade Description Units Units ‘worked| U
02/02A11 ACKOmM GO0 CONOM Consulting Hour 3.00

4 | »

[ Timeshest ] [ DeleterInsart ] [ Hext Timeshest ] [ Frint Timeshest ] [ Llose ]
I I I I R43E.00 |

In the Employee Code field, select an employee to process.

On each timesheet line, you select a customer and an activity. You enter the hours worked, how
many you are charging, and the rate, which you can override from the default per employee and
activity.

Timesheet Invoicing

Once you enter timesheets, you use the Process...Time and Billing...Timesheet Invoices menu
option to create an invoice batch you can update.

This function runs as an Assistant. You first range by customers, employees, and timesheets. You
then choose the period and date to invoice the customers. This does not necessarily coincide with
the dates on the timesheets. For example, you may invoice customers only after you complete the
whole job.

The system displays a list of each un-invoiced activity that conforms to the timesheets you
selected:

Timesheet Invoices Assistant Iﬁ

Timeshest | EPioyee | Customer

Project | Activity Code Account/tern | Tax Exclusive Rate| Invoice
Code Code
T5100002 | EMPOO | ACKODT | GOV CONOO o R145.000 OO

For each timesheet line, you can adjust the income account, the tax code, and the rate. You can
also choose whether to invoice.
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Once you select each line you wish to invoice, you confirm the processing. When you complete the
process, proceed to the Process...Customers menu option and open the Time and Billing batch:

Document Typpe | T ax Invaice hd
Guotation

[ e
[~ Inclusive Tax Invoice

ik ecurring Tax Invaice
I st it Credit Mote
[ Customer Use Debit Mote
[~ OnHold

|F‘eriod‘ Date | Custamer Ref |

[10_~]0anzs0a |
You can edit invoices in the batch as normal, print them, and update them.

Time and Billing Credit Notes

If you need to credit timesheet invoices, you can use the Process...Time and Billing...Timesheet
Credit Notes menu option. This works in a similar manner to the invoice option above, except that
it shows invoiced timesheet lines. Once you select the lines you require, the system creates a
credit note batch in the Process...Customers menu option.

Time and Billing Reports

You access time and billing reports via the View...Time and Biling menu option. You have the
following reports available:

Report Description

Activity Listing This lists all the activities.

Activity Log This report shows timesheet entries in activity code sequence.

Employee

Listing This lists the employees.

This report performs an analysis of chargeable and non-chargeable hours per
Productivity employee and per activity. You can view a summary, or you can view
transaction details.

This report shows differences between the default rate for an activity, and the

Rate Exceptions actual rate that employees charged.

Timesheet This report shows your timesheet data. You can use this report to check your
Listing data input.
Timesheets These reports let you analyse timesheet charges in detail or summary, and in

various sequences.
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In this chapter, we look at the Receipting add-on module.
— Receipting Overview

— Working with Receipting

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Receipting Overview

The Receipting add-on module is a specialised module that lets you enter data once in order to
process and print receipts. You do this without using the cash book. Once you are ready, the
system moves the receipts into the cash book for you.

You use this module for clubs, schools, and other organisations, where you collect monies from
members, students, and customers, to whom you provide receipts. By using this module, you
provide printed receipts and create the cash book entries in one operation.

You set up receipting options in the following functions:

e In the Receipts Control function, you set up control accounts, analysis codes, and other items.

e Inthe Receipts Configuration function, you set up payments methods and rules.

e In the Receipts tab of the Customer Documents function, you set up the entry type to use for
transaction, the paper type for receipts, and a default message to print on receipts.

e Inthe General Ledger Accounts function, you enter bank details for the bank account you are
using for receipting.

You invoice customers as normal. You can use analysis codes directly in the invoicing function, or

you can invoice financial lines and/or service items.

You enter receipts in the Receipting function. This has the following features:

e You can create as many separate sessions as you require over time.

e You can enter postdated cheques.

e If you wish to perform a sales analysis, you can use analysis codes that allocate receipt values
to sales accounts. You can have multiple analysis codes per receipt.

e You can process discounts.

e You can post receipts to a mixture of customer, supplier, and general ledger accounts.

e [f customers pay you via Internet banking or any other EFT method, you can enter the payment

via the receipt. The system will not include the amount in the deposit, since it is already in the
bank account. However, it will appear in the cash book batch.

You create a cashbook batch using the Deposit Assistant function. You can choose which
session(s) to use for creating the cashbook. The system includes postdated cheques in the deposit
as and when the cheque date is earlier than or equal to the deposit date. If you use some of the
cash received, you can allocate all or a portion of the cash you receive into expense accounts
instead of the bank account.

You can print receipt related reports.

This guide contains overview information only. If you want detailed information on any
|®| topic, consult the on-line help, which has the same table of contents as this guide,

although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Working with Receipting

Setting up Receipting

You set up receipting in the Setup...Receipts / Point of Sale...Control menu option:

Receipts / Deposits ‘

Receipts Analysiz Codes

Feceipts

Receipt Control Account |9450#DDU | |Hece\pt Control Account |
Current Sesgion Number

Deposits

Cash Expense Entry Type |22 - Deposits Joumal ﬂ
Docurment Path |C:\Pastel1 T4CustormsFormshdepositslip. eng |
Mumber of Copies to Print

==

The system stores values in the Receipt Control Account until you post to the cash book.
Sessions let you process receipts in batches. The session number increments as you complete

each session.

In the Receipts Analysis Codes tab, you can create optionally create analysis codes:

Receipts / Deposits Il

Feceipts Analyzsiz Codes

Feceipt analysiz codes allow you to realize income at time of receipt rather than at time of invoice.

‘wihen you invoice a customer, you uze the receipt analysis codes set up here on the invoice. Each analysis code
references the control account, the sales account and the tax type to be used.

Wwhen you process a receipt, if you specify a receipt analpsiz code, the systerm creates an additional trangaction to move

the walue from the control account to the income accourt.

Code | Description Control Account Income Account Tax a
01 | School Fees 8888001 2300/000 o
02 | Sports Fees 8888/002 2900/000 i}

Some types of organisation prefer to analyse sales at time of receipt rather than at time of invoice.
You use receipt analysis codes to accomplish this. The process is as follows:

You create one or more receipt analysis codes in this table, one per sales analysis. The receipt
analysis code references the temporary general ledger account as well as the general ledger
sales account you wish to use. You can also specify a tax code.

When you invoice a customer, you create analysis code lines, as opposed to lines such as

inventory or financial lines.

When you process a receipt, you specify the analysis codes again. When you then process the
actual deposit, the system creates an additional transaction to move the value from the
temporary general ledger account to the actual sales account. You can also specify a discount

at time of receipt.
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In the Setup...Receipts / Point of Sale...Configuration menu option, you set up hardware devices
and payment methods and rules:

Payment/Receipts Screens
Addresses |

Credit Card Details
@ &lways
O Mever

) Onlyif More Than

=
| Cash Dravier
Cheques | Credit Cards
Credit Card Fields to Enter Cancel
Card Type |Must Eriter j
Card Number 'm‘
E=piry Date 'm‘
Card Owner's Name 'm‘
Authorization Code ’m

Authorization ' alue 00.0

=

The Payment/Receipts Screens tab contains a sub-tab for each type of payment.
In the Details frame on the left, you specify for each payment type whether to enter additional

details.

If you require details, you specify in the frame on the right which fields you require, and whether
they are optional or mandatory.

In the Cash Drawer tab, you configure physical cash drawers:

Payment/Feceipts Screens

Uszer 07 -John

Interface

=l

Cash Drawer

Serial Parameters

Parallel Port O Baud Rate 500
Serial Part @ Dt Bits
Fart Mumber Stop Bits
Characters to Send Parity
Open Cash Drawer For
Cheques Credit Cards auchers
[ Test Drawer ] [ Copy to &l Users ]

The hardware settings will be in the product manual.

If the cash drawer has a slot for vouchers, you do not have to open the cash drawer to put these

into the drawer.

There are settings per user, since they may have different types of hardware. If all users have the
same hardware, use the Copy to All Users button.
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Processing Receipts
You use the Process...Receipts...Receipting menu option to process receipts:

Receipt EI & @I
Period [12-@1/02/11 - 2802411 Febrary |

Next Receipt
Dot T T

Lancel Receipt
Amount to Pay Discount ’ 1-Cash ] ’ 2 - Chegque ] ’ 3-Card Auto ] i 4 - Card Manual I i 5-EFT I

R14.00]| Ao | Ro.00 | Ro.00 | Ro.od | Ro.0d]| Ru.0g)
Receipt Allocations and Analysis Match <F3x

GCS Account Description Code Description Project Exch -
C ABE0Z3 Payment Thank You mn A1 Show Details
G 2900000 Payrment Thank Vou oo R10)
- an R
4| | >
Total Discourt [ Ao.00]
[ Delete Line ] ’Auto Match Discount Tatal Amaunt | R21 4.UD|
Total dmount to Pay | Fiz14.00]

Total Amount Paid | |
Change [ R-214.00]

In the GCS field in the table, choose a customer, supplier, or general ledger account to process.

If the customer pays using one method, click the payment method button. The system places
the full amount owing into the value field.

Payment types can require additional information. For example, if you receive a credit card
payment, you may need to enter the credit card details. To enter the payment details, click the
Show Details button:

LCancel Receipt
Arnount to Pay Discount ’ 1-Cash ] [ 2 - Cheque ] ’ 3-Card Auta ] i 4 - Card Manual ] ’ 5-EFT ]

| 214.00)| 0. | 0.00]| 0.00]| || n.0g]| 0.0
Account Details Credit Card Details

Hame [Pupil 01 ||| CardMumber
Addiess | |

Account Holder

Card Tppe Ex=piry Date
L1
Telephone | ‘ Autharisation code
Mebie [ I |

Click the Show Lines button to revert to the view of the amount lines.
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Deposit Assistant

Once you complete receipts, and you wish to deposit them, you use the
Process...Receipts...Deposit Assistant to transfer the receipts to the cash book:

DOperation to Perform

The Deposit Assistant guides in creating a deposit slip that can be used when
depositing money. & bank deposit transaction will be created automatically in the
cash book.

A zession number will be allocated to every receipt. Session numbers will make it
posszible to deposit a batch of receipts.

Flease ensure that you have a backup of yaur current data before vou use this
assistant. Tomake a backup now, click on the Backup button.

“r'ou can perform the following operations. Please chooze one and then click the
Mext button to continue with the assistant.

(O Deposit Slip and Make Receipts Cash Book Transactions

Session numbers let you make a cut-off point. You can continue processing receipts in a new
session, while at the same time processing a deposit for earlier transactions.

If you choose the option to process a deposit slip, you choose the bank to process into, the period
and date, and a reference. You can then choose, per payment method, what to deposit:

Deposit Assistant &|

Cheque and Credit Card Transactions

Select from thiz list all cheque and credit card transactions that must be included in this depasit.

07 - 8400000 M ational Bank |

Session Mumbers Include Up Ta :]

Date égsgunt EE;T:E:S H.:;?E:l Pay Method | Deposit | Reference Mumber
01/05/02 | ACKODT RC100001 3.420.00| Cheque DEPOOS3
01/02/05 | PUPOOM RC100003 114.00| Auta Card DEPOOES
01402405 | PUPODM RC100004 228.00) Auto Card DEPOOS3

Total Receipts 3.762.00 Total Deposited 3.762.00

You can receive a postdated payment. The system will automatically exclude a payment that is
beyond the deposit date, and then include the payment in the future, once the payment date is
earlier than, or the same as, the deposit date.
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Receipts Reports

You access receipts reports via the View...Receipts menu option. You have the following reports
available:

Report Description

Analysis Code This report shows where you used each analysis code.

History

Customer This report shows customer receipts. You can range on customer codes or
Receipts session numbers.

Post Dated This shows a list of post dated cheques.

Cheques

Receipt History This report shows receipts history.

Receipt Summary | This report shows a summary of receipts.







Chapter 15 — Business Intelligence

Centre

In this chapter, we look at the Business Intelligence Centre add-
on module.

— Business Intelligence Centre Overview
— Working with the Business Intelligence Centre

— Excel Genie

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Business Intelligence Centre Overview

This add-on module lets you utilise the power of Microsoft Excel for reporting purposes. There are
two versions of this module, the Standard Edition and the Advanced Edition.

The Standard Edition provides ready-boxed intelligent Excel reporting on your standard data. In
addition, you can use the existing reports to create new reports. You can also write your own
reports in Excel.

The Advanced Edition adds additional tools for skilled users and/or consultants. This powerful and
cost effective report writing solution allows you to deliver Excel reports from any ODBC-compliant
data source. For example:

e You can generate consolidated financial reports from any number of companies in one Excel
workbook.

e You can create Excel reports that combine data from one or more Pastel companies as well as
any other third-party compliant database.

e You can use SQL or Excel formulas to convert data into new fields. For example, convert a
date into a week.

e You can create new containers (views) to write reports that combine data in ways the standard
reports do not.

Some features of the Business Intelligence Centre are:

e The system ships as standard a monthly boardroom pack. You can include drill-down to
detailed ledger transactions, all in one Excel workbook.

e The system contains standard, customisable, and automated sales reporting using Excel’s
pivot tables.

e The system makes tables and fields available to you so that you can create your own customer
reports.

e You can generate graphs.

e You can import reports written by certified consultants.

e You can create report parameters such as period ranges.

e You can create sub query reports, where one report passes its data into another one.
e You can create union reports, where you access data from different sources.

e You can schedule reports and run them in batches.

B This guide contains overview information only. If you want detailed information on any
|®| topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Working with the Business Intelligence
Centre

The Business Intelligence Centre lets you utilise the power of Microsoft Excel for reporting
purposes.

Why Excel?

Microsoft Excel is the standard data manipulation and reporting tool for today's managers. As an
Excel user, you already use Excel to analyse data, make projections, simulate situations, generate
graphs, and so on. Excel is a specialist tool built to let you manipulate, slice and dice your data,
and it does it superbly.

The central issue is getting data into Excel so that you can manipulate it in the ways you want. That
data is sitting in your accounting system. As your operators enter accounting data, and generate
the day-to-day reports and analyses that you require, they are also generating the base data that
you need for management analysis. This type of analysis moves beyond the strictly accounting
realm into the realm of advanced management, reporting, and planning.

Business Intelligence Centre does two main things for you:

e [t creates base data in Excel right out of your accounting system that is as accurate and as up
to date as possible.

e It provides you with useful reports and analyses as an optional starting point.

By extracting the data into a worksheet, Business Intelligence Centre lets you work with the data
outside of the accounting system, where you can manipulate it at your leisure. To do this, Business
Intelligence Centre makes extensive use of workbooks. This allows you to:

e Separate data from reports
e Generate multiple reports in a single worksheet
This makes your management workflow efficient and easy to control.

Once the data is in an Excel worksheet, you can create new reports, analyses, and graphs
yourself, or you can use the tools supplied with Business Intelligence Centre. You can use these
tools as is, or you can modify them to suit your requirements. One of the tools, for example, is a
set of management accounts that will produce professional looking income statements and
balance sheets for various period ranges.
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Extracting Data

Business Intelligence Centre has various tools for extracting the data you require from your
accounting database. You can use the system in a relatively automated fashion, or, if you have the
expertise, you can source data from multiple accounting databases or any third party ODBC-
compliant data.

Business Intelligence Centre makes use of the following objects to extract all and only the data you

require:

e A Data Connection holds the relevant connection information to connect to a supported ODBC
or OLEDB compliant Data Source. You use this Data Connection object for all connections to
this Data Source. An automatic connection system links to your accounting database system.
A single Data Connection typically represents a set of company data. You can create as many
connections as you require.

e A Data Container is set of Data the System Administrator makes available. It gives you access
to the data using the Report Manager. The source of this data can be a database table, a
view, a stored procedure, or a join based on two or more tables/views. You use the latter, for
example, to access invoice headers and their associated lines. Typical data containers could
be the set of general ledger transactions for the year, customers over their credit limit, and so
on. You can create as many Data Containers as you require.

e A Data Expression is usually a field in a Data Container chosen by the System Administrator to
be available through the Report Manager. For example, the Administrator chooses which fields
on a customer master file are available. A Data Expression can also be a SQL Expression or an
Excel formula. You can create as many Data Expressions as you require.

Once all the containers and expressions are set up (if you do not use the standard ones), you
create or edit a report to move the data. Most of the time, all you need to do is to choose the fields
from the various database tables in the system. Besides choosing which fields, you can include
powerful filters to ensure that you only have the data you require. You can also specify a sort order
for the data you are generating.

You access Business Intelligence Centre via the View...Business Intelligence Centre menu option.
You choose the option you require from the sub menus.

You first work in the Administrator function, which you access via the View...Business Intelligence
Centre... Launch...Administrator menu option. Here you create the data connections and data
containers for your reports:

[F=5 o)
g File Action Window Help - || & =
||| v - | @
Object | » | Properties |
E ODBC Driver SOL Server Connection D
ﬂﬁ OLEDE Provider for Vizual Fowpro [z l:l
lﬁ Pervasive DDBLC Client Interface c tion Tvps 1D i‘
&F‘astel W11 [Auto Cannect] E hognnec LR
B Inventory Master 2-0 [Pas]
B Ledger Details 20 (Pas) Cannection Name
B Ledger Details 2-1 [Pas [Pastel 11 uto Connect]
B Management Pack 2-0 (Pag] = | T ShowAdvanced 7 j
53 Objects
| Administrator Tool
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In the Report Manager function, you create reports using the data sources. You access this
function via the View...Business Intelligence Centre... Launch...Report Manager menu:

#=. Report Manager |_' | | 4
o|@ s v]-| >|e/s|e|aldasal 2 $IF]
Ohbject | Properties ] Columnz  Filkers l Parameters ] Sart Figlds ] Angreqate Filters ]
@HHUme . M ame | Operatort ame | Comparatar Add
] Demanstration b= Total Gireater Than 10000

Management Pack...

[¥]5ales Details 207 Q

EI Stock Re-Order Le...

[ Financial Reports Q

EI Ledger Tranzactio...

Management Pack. .. Q
_1 Irwentory Reports
[ My Folder

G

In the report's Filters tab, we limit the report to include invoices with a total value greater than
10,000.

In the Properties tab, you can link to an Excel report template. The system ships with standard
templates, which you can modify. You can also add new templates.

You use the other tabs to sort data, specify column sequences.

You can run the report simply by right clicking the report in the above screen and then choosing
the Run option from the menu:

Microsoft Excel - Book1

@J File Edit View Insert Format Tools
IR NN = RERE TFE NN A W e

Al - A CustomerCode

A B [ ¢ ]
1 | CustomerCode | DocumentNumber Total
| 2 |ABB029 IN100010 32000
| 3 |ABB029 10100001 18750
| 4 |ACKOD01 IN100006 14500
| 5 |ACKO001 Qu100001 16000
| B |ACKO01 IN100021 43500
| 7 |ALLOO1 Qu100002 27799.99
| 8 |ASTO0Z IN100007 12850.29
| 9 [comoo1 IN100002 19125 07
| 10 [COMO01 GMN100001 395018.12

We did not use a template, so the report generates as a standard spreadsheet.
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Standard Reports and Templates

The system ships with a powerful set of standard reports and templates. Here is a management
pack example:

Microsoft Excel - Management Pack D-2-1 (Ev3)1

@J File Edit View Insert Format Tools Data Window Help Report Tools - 8 X
NEE RS RVEdalg 8-l le Mit B> A-

Change Month !

SelectedDate | = & May
I A | B C] ] A | Ax | AY | Az | Ia
1 |Ma ! Current Mth | ¥TO Y10 YTO
| 2 | 24 Pricr Actual Eudget Pricr
EN 1 1 1 1 1
| 4 | Feriod 12 ued ykd ykd
5 5 52
| 12 | Advertizing § & Advertizing
| 13 |BadDebts E B BadDebts 300.00
| 14 |Bank Charges 7 7 Bank Charges
| 15 | Buildingss Ace. Depreci. 8 8 Buildingss Acc. Depreciatian
| 1€ | Buildings:Cost 9 9 Buildings»Cost

17| Cash Float 10 Cazh Float
12| Commission P aid 1 Commission P aid
19 | Computer Equipment: £ 12 12 Computer Equipment: Acc. Depreciatio

=3

! JUN033 UMOP J1idQ 188YS 1587 03 paeg £

20 | Computer Equipment:C 13| 12| Computer Equipment: Cast
| 21 | Contributions 14| 14| Contributions
| 22 |Cost of Goods Sold 15 16| Cost of Goods Sold 1304.50 883419
| 23 | Credit Card 16 18| Credit Card
24 | Current Account 17 17| Current Account -2599213.90
'E Dieposit Account 13 18| Deposit Account
| 25 | Depreciation 13| 13 Depreciation
| 27 | Discount Allowed 20| 20 Diseount Allowed
| 22 |Discount Received 21| 21| Discount Received
| 28 | Donations 22| 22 Donations
| 30 | Electricity & Water 23 23 Electricity & 'Water
| 31 |Ent & Travel 24| 24 Ent. & Travel 25.00
| 32 |Equipment Fental 26| 25 Equipment Rental -216.00
| 33 |Fan 26| 26 Fax
| 34 |Finance Charges 27| 27 Finance Charges
| 35 | Freight & Delivery 28| 28 Freight & Deliverny
36 | Furniture & Fittings: Acq 29 29| Furniture & Fittings: Acc. Depreciat

37 | Furniture & Fittings> Co: 30 30 Furniture & Fittings: Cost

38 | General Expenzes | 21 General Expenses 12.35

29 | Insurance 32| 32 Insurance

40 | Interest Paid 33| 33 Interest Paid

4| Interest Received 34| 34 Interest Received

42 | Leasing 36| 35 Leasing

43 | Legal Expenses 36| 36 Legal Expenszes

44 |Licenses 37| 37 Licenses b

M 4 » ]’ Lookup/ Instructions 4 MENU / 3 >
Ready MM

Business Intelligence Centre generates this spreadsheet. The Lookup workbook contains the data
that it extracted from the accounting system.
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In the MENU workbook, you can choose a report:

F46 - f
wmll ¢l o [ E [F | 6 [ H [ 1 ]JTJ] K [ L M7
a =
o=
3
S E AllModules
—
ly ==
o
218 Management Accounts
E ol ~
el 7 Year2
g 9 |Actual ¢ Budget { ¥ariance ! Blank 1-12 & YTD Income Statem ent
=10
I A
2 | 11| Actual ¢ Prior ! Blank 1-12 & YTD Income Statem ent | Balance Sheet ‘
= 12
= =]
§ 13 | Actual ! Budget ¢ Prior { Blank 1-12 & ¥TD Income Statem ent
c | 14
S ——
15 | Actual 1-12 & ¥YTD Income Statem ent | Balance Sheet ‘
-HIT
17 | Actual 1-12 ! Blank ! Budget 1-12 & YTD Income Statem ent
18|
19 | Actual 1-12 ¢ Blank ¢ Prior 1-12 & YTD Income Statement | Balance Sheet |
20
21 | Actual 1-12 ¢ Blank { Budget 1-12 { Blank { Prior 1-12 & YTD  Income Statement
22
23 | Actual # Budger { ¥ariance { Blank - Current Month & YTD  Income Statement
| 24|
25 | Actual ¢ Budget ¢ Prior { Blank - Current Month & YTD Income Statem ent
26
27 | Prior YTD ¢ Blank { Actual Current month { Blank # Actual YTD Balance Sheet
238
29 | Actual Current month ¢ Blank ¢ Actual YTD Income Statem ent | Balance Sheet |
an bt
4 4+ vy Lookup £ Instructions ' MENU / |< S|
Ready NUM

You can click each button to generate the relevant report automatically. Here is a balance sheet:

Al - f
aeee (112 5 | c | 1] [E F [G[ H | [
¥ i 1
— L]
o z AlModules
=1 3 Balance Sheet for Period Ending May
v 4
o 4
@ 5 Jun 02 Jun 03 Jun 0
.1 & Openin Actual Prio
o 7
o [
s g
=} ] CAPITAL EMFLOYED
= 10
a |F [0 Capital - -
g 12
S E [ Accumulated Profit 1.370.57 6642107
= 17
g% e Long Term Liability - -
5 20
+ 2l 1.370.57 6642107
- 2
3 EMPLOYMENT OF CAPITAL
24
25 FIXED ASSETS
2
¥ [z Fized Asset - -
40
[ CURRENT ASSETS 40677147 76.596.72
[
¥ 43 Current Asset 40677147 76.596.72
52
+ A3 Bank - -
f3
B0 CURRENT LIABILITIES 40540090 10175 65
61
¥ |62 Current Liability 405.400.90 10.175.65
71
72 NET CURRENT ASSETSILIABILITIES 1.370.57 £6.421.07
73
4 1.370.57 £6.421.07 e
e
W 4 » wy Lookup { Instructions 4 MENU % Balance Sheet / |« »
Ready MNUM

The report is a new workbook. You can create as many workbooks as you require.
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You can expand or contract the report levels. Here we expanded the Current Assets section:

3 Microsoft Excel - Management Pack D-2-1 (Ev3)1

@ File Edit View Insert Format Tools Data Window Help Report Tools

NEH RS TE a0 ez sl e Hiv B> A

- 8 X

A
A =3 [1] [E F [ H 1~
o 1 —
[ —
o L2 | AllModules
g 3 Balance Sheet for Period Ending May
g |
o &
@ [ 5 | Jun 02 Jun 03 Jun 0
.1 & Openin Actual Prio
o 7
o L7
s g
o N CAPITAL EMPLOYED
= Lo |
o (FH [ 1] Capital - -
2 N
S [ Accumulated Profit 1,370.57 £6.421.07
3 L7
o ¥ | i8] Long Term Liability - -
£ 20 |
- L2 | 1.370.57 66.421.07
- | 2
| 23 | EMPLOYMENT OF CAPITAL
]
25 | FIXED ASSETS
|26 |
[+ [27] Fized Asset - -
|40 |
L CURRENT ASSETS 406.771.47 76,596.72
[
= Current Asset 406, 77147 76.596.72
|44 | Prepayments Frepayments B B
| 45 |Receivables Contral Feceivables Control 166184 nE02.87
| 46 |Recovery Recovery - -
| 47 |StaffLoans Staff Loans - - D |
|48 |Stock Stock 395,109.63 64,357.85
|43 | Sundry Feceivables Sundry Feceivables - -
| 50 |Undeposited Funds Undeposited Funds
| Bl ['ark in Progress Work inProgress
|5 |
[ [s9] Bank - - a
*a b}
W 4 » wf\ Lookup { Instructions ¢ MENU Y, Balance Sheet / B3N] >
Ready MNUM
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Here is an example of a sales analysis. Business Intelligence Centre turns raw data that looks like
this:

B9 Microsoft Excel - Pastel Sales Master.xls

El_] File Edit View Insert Format Tools Data Window Help Report Tools Type a question for help + = & x
N EEHR SIS RITEIG0 8 sl e Jisme -0 - B[Z]u|=| oA [
Al - & cp
A | B [ c [ D | E | F ] G [ H =
1 cp LustomerGategor CustomerCodeName CustomerName  CustSuppiD  Date Description Dochlo —
| 2 | 1065.22093 Durban FRUID1-FRUITY JOES FRUITY JOES FRUIO1 30-10-03 Archies Red Apples | CRMN1155(
| 3 | 105.9593023 Durban TROTO1-TROTTERS CC TROTTERS CC TROTO1 03-11-03 Bohemian Grapey Te CRN1155(—
| 4 | 766.2209302 Durban KENS01-KENS TAVERN KENS TAVERN KENS01 25-10-03 B & X Whaolenuts CRM11585(
| 5 | 75.98837209 Durban BROMNO1-BROMMIES CC BROMMIES CC BROMOD1 25-10-03 Captain Vital Signs CCRM1154¢
| 6 | 73.81976744 Durban KENS01-KENS TAVERN KENS TAVERN KENS01 19-10-03 Ricky Liquors - Branc CRMN1154¢
| 7 | 73.81976744 Durban BROMO1-BROMNIES CC BROMNNIES CC BROMO1 19-10-03 Ricky Liquors - Branc CRMN1154¢
| 8 | 1402325581 Durban BROMO1-BROMMIES CC BROMMIES CC BROMO1 19-10-03 Rosy Blade Peaches CRMN1154¢
| 9 | 141.8604651 Durban BROMO1-BROMNNIES CC BROMMIES CC BROMO1 26-10-03 ' Woodridge Red Ched CRN1154¢
| 10 | 255.9302326 Durban KENS01-KENS TAVERN KENS TAVERN KENS01 19-10-03 Yardville Health Ale |CRMN1154¢
| 11| 138.1453488 Durban BOTT01-BOTTLE SHOP BOTTLE SHOP BOTTO1 01-09-03 Crystal Puddle Ranbe IND 11544
| 12| 1055215116 Durban ALLS01-ALL SORTS STOP SHCALL SORTS STOP SHALLS01 22-12-03 | Archies Red Apples |[INV11722¢
| 13| 1055.215116 Durban FRUIOT-FRUITY JOES FRUITY JOES FRUIO1 19-12-03 Archies Red Apples |INV11719¢
| 14| 1055 215116 Durban ALLS01-ALL SORTS STOP SHCALL SORTS STOP SHALLSO1 07-12-03 Archies Red Apples |INV117T13!
| 15 | 10565215116 Durban CINDO1-CINDEES BAR CINDEES BAR CINDO1 06-12-03 | Archies Red Apples |INV11712¢
| 16| 1055.215116 Durban ALLS01-ALL SORTS STOP SHCALL SORTS STOP SHALLSO1 02-12-03 | Archies Red Apples |INV11710]
| 17| 1055 22093 Durban FRUIOM-FRUITY JOES FRUITY JOES FRUIOA 30-10-03 Archies Red Apples |INV11630
| 18 | 1055232558 Durban ALLS01-ALL SORTS STOP SHCALL SORTS STOP SHALLSO01 28-10-03 |Archies Red Apples |INV11683(
| 19| 1055.22093 Durban FRUIOT-FRUITY JOES FRUITY JOES FRUIO1 13-10-03 Archies Red Apples |INV116790
| 20 | 1055 215116 Durban ALLS01-ALL SORTS STOP SHCALL SORTS STOP SHALLSO01 06-10-03 Archies Red Apples |INV11674.
| 21| 1055.215116 Durban ALLS01-ALL SORTS STOP SHCALL SORTS STOP SHALLSDM 07-09-03 Archies Red Apples |INV11656
| 22| 105.2034884 Durban HIGG01-HIGGING THINGS HIGGINS THINGS HIGG01 08-11-03 |Archies Red Chillies |INV11695!
| 23 | §96.9709302 Durban JEMNJO1-JENS JAMS JENS JAMS JEMJOM 30-08-03 |Archies Red Plums |INV11670:
24 | 237.2093023 Durban DAYB01-DAYBREAK CAFE DAYBREAK CAFE DAYBO1 17-10-03 Big Max Day Break NINV11680¢«
M 4 b+ W Sheetl f Sheet2 f Sales / |« | s
Ready NUM

Into organised tables like this:

B3 Microsoft Excel - Pastel Sales Master.xls

El_] File Edit View Insert Format Tools Data Window Help Report Tools Type a question for help  =/o & X
E F » f v A Eoari =
BT T YRR R N -0 -|B ZUu|S[H-A- [
B5 - e (Al
A B | C [ o E F G H 1 1A
1 |SALES REFORT PivotTabl
2 |FOR THE PERIOD TO DATE FROM 01 SEP 2003 vottable
3 PivotTable~ | 7 == %z | ¢ G0 B
4 |SalesPersonlame Al - — | 4 [ﬁ | — | ‘ 2 | ) =
S |Store Al -
& |Period (A -
7 |CustomerCategory (A1) -
8
) Data |~ ]
10 |CustomerCodeName - | ProductCat ~ |ProductCodeName w7 Total Cost Total Sale! GP GP%
a7 DEST02-Des-tiny Water 5 100156 1738374 39218 28.14%
33
a8 DARY 4 43328 503.55 18028 27.01%
40 MILKO1-Milk - Low Fat 4 43328 503.55 18028 27.01%
41
42 |BETTO4-BETTIES FRUITS 4 552.67 722.58] 169.91  23.51%
43 BEVERAGES A 55267 722 58] 18991 2351%
44 CRY303-Crystal Puddle Ranbarry] 4 55267 722.581 16991 23.51%
45
45 |BOBS01-BOBS UNCLE 18 4,037.06  5,83548! 179543  30.82%
47 BEVERAGES 15 167840  2,448.29) 76988 21.45%
48 BOHEQ1-Bohemian Grapey Tea 12 127151 1,829.02) 55752 30.48%
49 CRYS04-Crystal Puddle Spring W 3 40688 B819.350 21247 34.3%
50
51 OTHER 3 235886 3,287.10f 102843 30.38%
52 BX0009-B & X Wholenuts 3 235888 3,387.10f 102843 30.38%
53
54 |BOTT01-BOTTLE SHOP 3 41444 540,00/ 12556  23.25%
55 BEVERAGES 3 414.44 540.00 12556 23.25% v
M 4 ¢ M Sheetl f Sheet? ) Sales/ 3 | >
Ready NUM
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You can range within this table on just about any of the fields. Here, we can choose a salesperson:

E3 Microsoft Excel - Pastel Sales Master.xls

B - A (All)
A | B [ C
SALES REFORT
FOR THE PERIOD TO DATE FROM 01 SEF 2003

SalesPersonlame Tram =1
Store

Period

CustomerCategory

CustomerCodeName ~ (blank) leName

tiny Water

Low Fat

BETTO1-BETTIES FRUITS

=tal Puddle Rant

[ OK ] [ Cancel ]

e O e e R A

BOBS01-BOBS UNCLE

;
[rRFuFRAGFS

You can turn these values into graphs:

Type a question for help x

1 ez

SALES BY PRODUCT CATEGORY

O ALCOHOL

m BEVERAGES

O CEREALS

o DaRyY

B FRESH FRODUCE]
o MEATS

= OTHER

£ TOP 5-GP% 4 TOP 5 - VALUE % PRODUCT CATEGORIES - VALUE =
Ready NUM -l




Chapter 15 — Business Intelligence Centre Working with the Business Intelligence Centre ¢ 209

Finally, here is an example of a dashboard interface that summarises key values graphically:

RKL TRADING (PTY) LTD

TOP 10 PRODUCTS

2003
Budget
Turnover 135105056 2,090,500.00
Expenses 1,172,795.14 1,606,990.00

B & X Wholenuts J
Archies Red Apples
Redberg Vodka

Crystal Puddle Ranberry Juice
Net Profit/(Loss) __179,155.42 oo ey o
Paddys Rock Chilli Powder
Eark e o
sbiors =20, Ronalds Dried Basil
Crystal Puddle Grape Juice
Mexi Cactus Drops
50 100 150 200 250
2003 Revenue Fands (00079
1800 450 SALES BY PRODUCT CATEGORY
1400 400
@ 1200 350
8 1000 300
2 0 250
@ 200
T
£ o 150
£ o 100
200 50
|
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Months

CEREALS
DAIRY
FRESH
PRODUCI
MEATS
OTHE|
SWEETS

g

3 Monthly —Ytd 8 2
E-

@

Product Information

I Value % of Total
All Products 1,057,848
Top 10 767.792]  1256%




210 e Excel Genie Chapter 15 — Business Intelligence Centre

Excel Genie

Excel Genie is a simple, flexible and fast reporting system that is built into Excel as an add-in
application. Excel Genie provides you with a flexible drag and drop report design allowing you to
customise your reports when using raw Excel data.

Custom Report Wizard

o)

"

[~
T
T

L

Actual Quarter 3

5
5

Budget Quarter 1

Budget Quarter 3

pace
pace

TaxType Actual Mar 09 Actual Apr 09 ar Act-Bud Quarter | ar Act

Actual May 09 Actual Jun 09 Actual Jul 09 ar Act-Bud Quarter |a

Actuzl Aug 09 Actuzl Sep 09 Actual Oct 09

O Actual Nov 09 Actual Dec 09 Actual Jan 10

Actual Feb 10 _13 Currenmt Pricr Mar 0% \ctual Year to Date Budget Year to Date
)
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The Formula Builder is a quick and easy assistant that helps you create additional calculated fields
in Excel Genie.

S
Share ital
Swich

Shareholders Loan
SWITCH

er Lurm Liabili

In order to change a set of values and see the impact the change has on the rest of your data,
there is a function known as What If Analysis. The What If Analysis function is a useful tool to
predict forecasts.

[ E s G _[H J K L M N 0 P Q R =
1 Company ABC
2
3 INCOME STATEMENT
4 for the period ending February 2010
20 Mar 03 | Aproa | [ May 09 |
21 | Actual | Budget | VarActBud | | Actual | Budget | VarActBud | | Actual | Budget | VarActBud |
25
26 sales 3,627,906 3,085,842 542,064 3,267,286 2,585,967 681,319 3,075,468 2,751,249 324,219
171
172 | Cost of Sales 142,068 130,800 11,268 81,612 90,000 (8,388) 121,703 112,500 8,203
218
219 GROSS PROFIT 3,485,839 2,955,042 530,797 3,185,674 2,495,967 689,707 2,953,765 2,638,749 315,016
220 GROSS PROFIT % 96.08% 95.76% 97.92% 97.50% 96.52% 101.23% 96.04% 95.91% 97.16%
221
222 Other Income 12,544 17,700 (4,856) 9,559 17,700 (,141) 11,008 17,700 (6,602)
256
257 TOTAL INCOME 3,498,683 2,972,742 525,941 3,195,233 2,513,667 681,566 2,964,863 2,656,449 308,414
258 TOTAL INCOME % 96.44% 96.33% 97.03% 97.79% 97.20% 100.04% 96.40% 96.55% 95.42%
| BT -
W 4 b M| Sheetl | IS - Actual vs Budget - Financi ¥3 ¢

What If Analyzer

= e el e o e e [ e e e ) e e ) e e ) e e e e e







Chapter 16 — Bank Manager

In this chapter, we look at the Bank Manager add on module.

— Bank Manager Overview

— Working with Bank Manager

This guide contains overview information only. If you want detailed information on any
topic, consult the on-line help, which has the same table of contents as this guide,
although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Bank Manager Overview

The Bank Manager add on module gives you the ability to work with bank statements that you
download via the Internet. Note that this module is available in South Africa only.

Bank Manager compiles the cash book electronically by using the bank statements of all the major
banks in South Africa as the base. The basics of this system are as follows:

e After the first bank statement download, you assign recurring account coding to transactions
that recur from month to month.

e You attach a unique statement transaction identifier to a Pastel account.

e The result, in the following months, is that the system automatically codes recurring
transactions exactly as they should be for the cash book batch.

e In the following months, you only have to code new transactions.

e You can split lines into multiple accounts. For example, you may wish to allocate rent to
different departments. You can save the split lines and reuse them in the next bank statement
download.

e For custom or complex changes, you can instantly export the transactions into Excel, make
the changes, and instantly import the data back into Bank Manager.

Note that Bank Manager is a single-user module. Only one user can work in Bank Manager at a
time.

This guide contains overview information only. If you want detailed information on any
|®| topic, consult the on-line help, which has the same table of contents as this guide,

although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Working with Bank Manager

Download the Bank Statement

The first task is to download your bank statement via the Internet. To do this, you login to your
bank's Internet site, and download the bank statement into a file.

Note that banks offer different formats, and we only accommodate a specific format per bank. See
below for where you can see the available formats. In the help file, we give specific instructions per
bank.

You then need to load the downloaded bank statement into Bank Manager. You access bank
manager via the Process...Cash Book menu option. Select the bank account you are processing,
click the Batch button, and then choose the Pastel Bank Manager option or click the Pastel Bank
Manager button:

=) = s
Cach Bock_|[01 - 8400000 National Bank =] Batch Type | [Momal batch entry =] [ Balance || Fiz523.3 Clase:
Payrnents | Beceipts |
Per Date GCS | Account R |Reference Description Bank Amount gf.;;:ir; Discount| Exchange Rate|Cost Co =
1 |10-m|3112/09 G N | CHEO0D4
Sort »
Post Dated / Recurring
Import
Export -
d | Delete Batch 2

Number of Lines 0

Restore Col
[Dalete <ntD> | [ InseteCul> ] [ Mach<F3: | [ Reconcie <F7- | estare Lolumns Ro.00] §EaStE|Ba"kManagEf

Remittance Assistant

[ Preview. ] [ FPrint ] [ Transfer ] [ Update ] Pastel Bank Manager :]

I Il Go To Line <Ctrl-L> I[ |l inbalance | |
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You need to choose the banking system of the file you are loading:

Select Statement File

Eanks have different layout formats. Flease consult the Bank Manager
‘walkthrough to see the download procedures.

To view the Bank Manager Walkthrough, click here.

Statement Provider: ABSA Cashfocus

Statement File:

Last Import:

(Unknown)

Select the banking system in the list box. The list box shows available banks and formats. This
includes formats for other countries, generic OFX, QIF and CSV formats.

You then select the bank file that you downloaded from the Internet. The transactions display in the
main Bank Manager window:

i Statement Preview

Close Import File... ESEVE Changes Revert Changes @-Create Batches ~ - Add Mapping... QConfigure Mappings @Summary B Export ~ B} Import ~ oAbout

Payments | Receipts | Al

Row / Date Period Statement Description GCS  Account Ledger Description Reference  Tax Project Receipt Payment *
1] 2013]03[30@ 13 ALBOO1 IBANK PAYMENT FROM ... |G ALBOO1 TBANK PAYMENT FROM ... | 30030001 |00 - Zero 53,576.40 0.00
2|2013/03/30 13 FRIOO1 IBAMK PAYMENT FROM ... |G FRIOO1 IBANK PAYMENT FROM ... | 30030002 |00 - Zero 5,750.00 0.00
3|2013/03/30 13 SPADD 1 IBANK PAYMENT FROM... |G SPADOL IBANK PAYMENT FROM... | 30030003 |00 - Zero 3,712.80 0.00
4| 2013/03/30 13 PAYMENT TO ELEOO1 DEBIT TR.... |G PAYMENT TO ELEOO1 DEBIT TR... (30030004 (00 - Zero 0.00 4,299.04|
5| 2013/03/30 13 PAYMENT TO PHOTO SUPPLIER... |G PAYMENT TO PHOTOQ SUPPLIER... | 30030005 |00 - Zero 0.00 1,150.32 3
6| 2013/03/30 13 PAYMENT TO CARTERS DEBIT T... |G PAYMENT TO CARTERS DEBIT T...| 30030006 |00 - Zero 0.00 940.50
7|2013/03/30 13 PAYMENT TO MUNICIPALITY DE... |G PAYMENT TO MUNICIPALITY DE...| 30030007 |00 - Zero 0.00 628,25
8| 2013/03/30 13 PAYMENT TO TELCO DEBIT TRA... |G PAYMENT TO TELCO DEBIT TRA... | 30030008 |00 - Zero 0.00 407.72
9| 2013/03/30 13 PAYMENT TO PENORAMA DEEL.. |G PAYMENT TO PENORAMA DEBEL.. |30030009 |00 -Zero 0.00 102,83

10| 2013/03/30 13 DEPOSIT FROM MRS BLACK IBA... |G DEPOSIT FROM MRS BLACK IBA... | 30030010 |00 - Zero 5,750.00 0.00

11/ 2013/03/30 13 DEPOSIT FROM MRS BOSMAN ... |G DEPOSIT FROM MRS BOSMAM ... | 30030011 |00 - Zero 1,200.00 0.00

12| 2013/03/30 13 CASH DEPOSIT - CASHSALES C... |G CASH DEPOSIT - CASH SALES C...| 30030012 |00 - Zero 1,708.00 0.00

13| 2013/03/30 13 CASH DEPOSIT - CASH SALES C... |G CASH DEPOSIT - CASH SALES ... | 30030013 |00 - Zero 605.98 0.00

14| 2013/03/30 13 SETTLEMENT ABSA FEE 18351 G SETTLEMENT ABSA FEE 18351 30030014 |00 - Zero 0.00 335.86
85,833.84 i gsaF

e —

|I 21 records

Cashbook: 1 8400000 - National Bank .:

These transactions are in the Bank Manager module, not in Pastel's cash book. Before we move
the transactions into the cash book, we can, or indeed have to, manipulate the data. Note, for
instance, that there are no account numbers in the transactions.

Note the following:

e [f the transaction date falls within the current year, the system puts the corresponding period in
the Period column. In the window above, the period is set to 99 because it is out of the current

year.

e The system generates references by using the day and month followed by the bank statement
number, followed by the transaction number on that specific day.

e You can sort on any column by clicking on the column header.

e Bank Manager divides transactions into receipts and payments, in the same manner as the
Pastel data entry screen.
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Editing Transactions

You can edit each field in each transaction manually if you wish to. However, this will of course
take some time.

The power of the Bank Manager add on module is that you can automate many of these editing
functions. You can save some of these editing methods, which over time automates much of the
work that you would normally have to do.

Deleting Lines

If you need to delete a single line, select it and press <Ctri>+<Delete>.

To delete multiple lines

1. Right click on a line to delete.
2. Hole the Ctrl button in and select the other lines to be deleted.

3. Once all lines are selected, right click on one of the selected line.
Ledger Description Reference Tax Project Receipt Payment
ALBOO1 IBANK PAYMENT FROM ... | 30030001 |00 - Zero 59,576.40
FRIOO1 IBAMNK PAYMENT FROM ... 30030002 00 - Zero 5,750.00

SPAQDL IBANK PAYMENT FROM... 00 - Zero

PAYMEMT TO ELEDD 1 DEBIT TR.... 00 - Zera 0.00 4,295.04
PAYMENT TO PH PELIFR

PAYMENT TO C2 Add Mapping... 0.00 940,50
PAYMENT TO M Delete Selected Rows (5) Ctrl+Del 0.00 628.25
PAYMENT TO TH Split Transaction.. 0.00 407.72

Fill Down Ledger Description
DEPOSIT FROM MRS BLACK IBA... 30030010 00 - Zero

DEPOSIT FROM MRS BOSMAN ... | 30030011 |00 - Zero

CASH DEPOSIT - CASH SALES C...| 30030012 |00 - Zero 1,708.00 0.00
CASH DEPOSIT - CASH SALES C...| 30030013 |00 - Zero 805,98 0.00
SETTLEMENT ABSA FEE 18351 | 30030014 |00 - Zero 0.00 335,86

| §5,833.84 | 11,459.77

4. Select the option Delete Selected Rows and all selected rows will be deleted.

Copying Account Codes, Tax Types, and Descriptions to Multiple Lines

The first editing facility we look at it is the ability to copy fields to other lines. For example, you can
enter an account in the account field, and then copy that account to all lines beneath that line.
Note that the system copies both the account code and the tax type. You must therefore set both
these before you copy. You can also copy descriptions.

To copy a field to other lines

1. Enter the account code and the tax type you require.
2. Right click on the value you wish to copy. A popup menu displays:

Add Mapping...
Delete Current Row Ctrl+Del
Split Transaction...

Fill Dewn Ledger Description
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3. Choose the Fill Down Ledger Description. A message displays. If you choose Yes, the system
overwrites existing values. If you choose No, the system only copies to lines that have blank
accounts.

4. The system copies the fields into the other lines below the current line.
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Assigning Recurring Coding
The next feature relies on transactions that recur from month to month on the bank statement, or
more accurately, on keywords you can identify in the description field. In a typical business, 95% of

transactions recur from month to month. Examples are debit order payments, internet supplier
payments, customer receipts, and so on.

For example, you pay a supplier by internet transfer on a monthly basis. The description you
assigned to appear on your bank statement reads "Internet Payment Thondore Steel". You select
“Thondore Steel" as your transaction identifier and link it to that supplier account. You do not
select "Internet payment”, because all other lines that contain "Internet Payment" in their
descriptions will then link to the same supplier account.

In order to ensure that you do not choose phrases that are too specific or too common, the
system does not allow you to select less than four characters or the entire description.

Therefore, to be as accurate as possible, select phrases that are unique enough to link to a
specific account, and not specific enough to never occur again. For example, selecting the phrase
"bank charges (3.45)" is not good practice because "(3.45)" will change in the following month, and
the system will not allocate the transaction automatically. Instead, select "bank charges".

In the same way, recurring electronic / automatic payments you make such as lease, telephone,
rental, and so on, will have unique phrases every time.

Using these phrases, you can teach the system which account to use for each phrase. You can
also set the tax type and the transaction description to use. Once you teach the system what to
do, it will automatically do the same thing when you load the next bank statement.
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To assign accounts, tax types, and descriptions to phrases

1. Inthe line that contains the phrase, select the Account and the Tax type fields.
2. In the Description column, select the phrase you wish to use and click on the Add Mappings
button.

3. Edit the descriptions. If the description also appears in the other (payments or receipts tab),
you have the option to select the other tabs the description will apply too.

( New Mapping
Search Bank Statement for: ALBDO1
Ledger Description: ALBDDA
Apply Mapping to: [[] Payments Receipts
@ Current Cashbook (2400000 Mational Bank)
() All Cashbooks

Apply to Current Import on Save:

o] [Cow)

" S

4. When you click Save, the system replaces the account, tax type, and description in each line
that contains the phrase:

Ledger Description Reference  Tax Project Receipt Payment
ALBOO1 30030001 (00 - Zero 59,576.40 0.00
FRIOO1 IBAMK PAYMENT FROM ... | 30030002 |00 - Zero 5,750.00 0.00
SPADD1 IBAMK PAYMENT FROM.., | 30030003 |00 - Zero 3,712.80 0.00
PAYMENT TO ELEQO1 DEBIT TR.... (30030004 |00 - Zero 0.00 4,299.04
PAYMENT TO PHOTO SUPPLIER... | 30030005 |00 - Zero 0.00 1,150.32
PAYMENT TO CARTERS DEBIT T...| 300300068 |00 - Zero 0.00 240.50
PAYMENT TO MUMICIPALITY DE... | 30030007 |00 - Zero 0.00 528,25
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Splitting Lines into Multiple Accounts

Sometimes you would like to allocate a single transaction to more than one account. For example,
you may want to split a rent payment between different departments.

Not only can you do this, but you can also save the split information. Using rent as an example,
you would want to split each month's rent in the same manner.

To split payments
1. Right click on the line you wish to split, and choose Split Transaction from the popup menu.
2. The Split window displays:

@J Export @Impor‘t
Date GCS  Account Ledger Description Reference Tax Project Amount
2013/03/30 G 4300000 RENT PAYMENT TO PROPERTY GROUP DEBIT 30030015 00 - Zero 3000.00
2013/03/30 G 3250000 MOMTHLY CLEANING FEE PROPERTY GROUP 30030015 00 - Zero 245,25
l =]

Transaction Total: 3245325
Total Allocated: 324525
Difference: 0.00

3. You can enter multiple lines, each with their own details. The line must total the original
transaction amount.

4. If you wish to reuse the split details, click the Excel button, choose the Export option, and save
the information. Since you may do this for many different splits, ensure you name the file in
such a way as to identify it easily.

If you already have the split details saved, then instead of entering details, you click the Excel
button, choose the Import option, and load the file you saved.

5. Once the split lines have the same value as the original line, click the OK button. The system
then returns you to the transactions, deletes the original line, and adds the split lines at the end
of the table.
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The Summary Button

If you process your bank transactions exclusively via the Bank Manager module, there is no need
to do a bank reconciliation. This is because each transaction in Pastel's bank account comes from
the bank itself. However, there is still the possibility that you did not download all the transactions,
you did not bring all the downloaded transactions into Pastel, or you duplicated transactions. You
can check this in the Reconciliation tab:

Summary

Reconcile Period: 20130331 = |
Period Closing Balance: 252336
Staternent Recsipts: 84583384
Statement Payments: 11.459.77
Projected Closing Balance: 76,897.43
Statement Balance: 0.00
Difference: 76,897 43
Last Import: 2013/04/08 03:47 AM

View Last 10 Posted Transactions...

If the bank statement balance is the same as the calculated balance, you have accounted for all
the transactions.

Moving Transactions from Bank Manager into Pastel

Once you have completed the preparations of the transactions, you then have to move them into
the cash book batch.

To move transactions into the cash book

1. You cannot perform this operation unless all transactions have accounts, and period and
dates are within the current financial year.

Select the Statement Payments or Statement Receipts tab.

Click on the Create Batch Button.

The system transfers the payments or receipts and confirms the transfer.

You have to create the payments and receipts batches separately. Once you transfer both,
Bank Manager closes automatically. If you are only transferring one of these, click the Close
button to close Bank Manager.

S A



Chapter 17 — Debtors Manager

In this chapter, we look at the Debtors Manager add on module.

— Debtors Manager Overview

- This guide contains overview information only. If you want detailed information on any
I| topic, consult the on-line help, which has the same table of contents as this guide,
. although somewhat expanded. In addition, you can type in the manual's heading into
the on-line help’s Index section to find the relevant help section.
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Debtors Manager Overview

Once you grant credit to your customers, it is essential to your cash flow and ultimate profitability
to collect all outstanding monies as soon as possible. The Debtors Manager module helps you to
optimise your collections process, and generate up to date and accurate cash flow forecasts from
your debtors book.

Debtors Manager is always synchronised with your Pastel Accounting data. There is no need to
keep updating Excel spreadsheets, or to scribble notes on the age analysis printout. Debtors
Manager provides instant visibility as to what is outstanding, why it is outstanding, and when you
will collect the outstanding invoices.

The Debtors Manager module is a custom collection system that allows you to effortlessly:
e Keep track of all calls made to customers and the promises they make.

e Instantly link your notes and the Age Analysis balances in a single report.
e Create daily call back reminders and action lists for easy follow-up.

e Track all outstanding invoices, and then categorise all outstanding amounts into clear reports.
For every outstanding invoice you will know:

» Why it is outstanding

»  When it will be paid

»  What has been done to collect it, and what actions you should take
e Quantify all of the above data into meaningful financial reports.

e Select from a menu of up-to-date and accurate cash flow reports.
e Dirill down and get reconciliations of invoices outstanding per aging category per customer.
e Email clear and concise payment reminders for every single overdue invoice per customer.

e Track movement in balances per customer and per aging category with the Age Analysis
Movement Report.
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System Requirements
The Debtors Manager module runs as a separate program. It has the following requirements:
e Operating System:
»  Windows Professional XP 2002 Service Pack 2 or higher
»  Windows Vista
»  Windows Outlook (Office 2003) for emailing notices
e RAM 512 MB plus

e Screen Resolution 1024 x 768

Open Item Only

To use Debtors Manager, you need to run your customers on an Open ltem basis. Debtors
Manager will not work with Balance Forward Processing. Within Pastel, it is easy to convert from
Balance Forward to Open ltem.

Starting Debtors Manager

Debtors Manager runs separate from your Pastel Partner product. You start it via the Windows
Start menu, or by clicking its icon on the desktop:

r]‘-—f
Debtors

Manager

Once you start the program, you need to select a company:

Open Pastel Company =

Select a Pastel Company

Folder  C:\Pastel12\CASHCOD1
Company

The main menu then displays:

Pastel Debtors Manager = >
File  Setup  Refresh Data {?;Ageﬁ\nalysis Sales Analysis  Debtor Management  Cash Flow Forecast  Window  Help - F X

The system has its own on-line help.
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Debtors Manager Features

Age Analysis Drill Down

You can click on any ageing category, and instantly retrieve a list of invoices making up the
selected ageing balance. You can then apply reason and action codes to those invoices:

DettorAge et
180 Days Age Analysis for "777 "

[ Pint ][ EpotToBwel | [ <Back
Reference Description Order No Date tems Orginal Due . jnvoice Amount - PTP Date Ezsce B
INAT0036 Taxivoce 01/05/20 30 30/06/20 555.00 0.00  Ses Original Ses Orginal
INA1D037 Tax Invoice . 01/05/20 0 30/06/20 707.00 0.00| See Original See Orginal =
INATD042 Tax Invoice 01/05/20 B 30/06/20 750000 750000 | See Original See Orginal
INA10043 Tax Invoice 01/05/20 30 30/06/20 277700 778.00 | See Original See Original
INATD044 Taxiwoce 01/05/20 0 30/06/20 9000.00 300000 | See Original See Orginal
INATD45 Tax Invoice 10/05/20 0 30/06/20 1000 1000 | See Origingl See Onginal =
INA10046 Tax Invoice 17/05/20 30 30/06/20 2000.00 1000.00 | See Original See Original
INATD047 Tax Invoice . 21105720 B 30/06/20 2675000 21402.00 | See Original See Original
INA10051 Taxiwoce 10/05/20 0 30/06/20 429000 4250,00 | See Original See Orginal
INA10033 Tax Invoice 01/06/20 30 31/07/20 3000.00 0.00 | See Original See Original 4

1 ~ |
Splitayment | ]| % DeleteMNote i DeleteAll Notes % Clear All Call-Backs  Clear All Actions ViewInvsice Contacts

PTPDate 11 October 2012 Reason Code [Call Back ] Expected Amount |:| [ Applyto all inveices in this catsgory
Action | vl [ Action Has Been Taken [ Call Back 11 October 2012 Save
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Debtor Management Menu

Within this menu, you can run reports that display the data you have saved within Debtors
Manager. You can also select intelligent reports that draw data directly from your existing
transaction history. This allows you to save the time you would have spent compiling these reports
in Excel:

File  Setup  Refresh Data a Age Analysis  Sales Analysis | Debtor Management | Cash Flow Forecast  Window  Help - 8 X
B 1™ Contact Report
-
Age Ana'YSIS L SRR @ ™ Summarised Contact Report
And | Category ™ Promise to Pay Per Debtor: Unlinked to specific invoices
[ Search ] [Mmm] % Call Back Report nt [ Export To Excel ] [ < Back ]
™ Reason Code Summary
Account N Cat Cument 30 Total Contacted
Uy ame egory Days [y Action List Iys al a
BRANSON B8550.00 7877 522877 | 2008/08/24
! ™ Credit Motes To Be Passed
727 |Airbus 3 17170.00 443 63 20623 53 | 2008/07/14
& Dashboard
747 |Jumbo Jet 3 30020.00 7470.00 & E-mail Payment Reminders 8003.83 46270.83 | 2008/07i21
777 |F1 Falcon 1 10569.00 8835400 | & SMS Payment Reminders 00 191652.00 | 2008/07/14
9| Virgin Atlantic 2 1 Age Analysis Movement #39.00 428200 | Mot vet
otk poDSS.00 ieetLeo Debtors Reconciliations / Payrent History Per Invoice s 220002

Credits Matched Per Invaice
Unmatched Credits

Total Values Per Transaction Type
Credit Limit Report

Ready

Making Notes

Making notes in Debtors Manager is easy. From within the Age Analysis itself, click on the
Contacted column, and you immediately have access to all customer contact details. You can then
type in the note and save it. You can see notes in the Contact Report (see below).

In Pastel Debtors Manager, you can also store additional multiple contact names, email addresses,
phone numbers and addresses per customer.
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Contact Report

Debtors Manager enables you to make notes quickly within the Age Analysis itself. You can then
generate a Contact Report that displays each customer’s ageing, along with a selected number of
notes made for that customer.

Debtors Manager enables you to store additional contact details for each customer. For example,
you can change the contact name and email address, and store this as the default contact details
within Debtors Manager:

(" pastel Debtors Manager Manager [Contact Report] - - !Lf

File  Setup  Refresh Data & Age Analysis  Sales Analysis  Debtor Management  Cash Flow Forecast  Window  Help - 2 X
| Total Values Per Transaction Type | Credt Notes To Be Passed | Promise to Pay (Stale) | Paymert History Per Invoice | Unallocated Creds | Cal Back Report | Cortact Report | Credit Limt [ /¢ [+ | =
Contact Date Range Debtor Range Category Range Sales code Range UD Range
Fon Fon | ] fom | | R | | Fem | 2
™ T[22z Je Emm ) v mm % [ ]
Cortact MNotes to Display 10 - Supress Zero Accounts
&S|l « > w1 2@ e - .
I Main Report |
Contact Report
Report Date: 111012
DebtorRange From: To: ZZZ77
Category Range From: To: ZZZ77
SalesCode Range From: To: ZZZ77
Account 1018 Telephone 011902 3222 Contact RichieRich
Name BRAMSON Fax 011728 3892 E-Mail demo@cashcodecoz
Total Current 30 Days 60 Days 90 Days 120 Days 150 Days 180 Days
R8328.77 R0.00 R 8,550.00 R0.00 R0O.00 R0.00 R0.00 RTT8.77 [
ContactDate NoteText
23/04/08 01:45:11PM Marjoriesaid her internet connectinowas down, so could notdo an BFT payment.
04/08/08 OT:06:29PM Marjorieresigned, and Letie took over. Shesaid payment of R20000 would be made by EFT as soon as the
booscame back from overseasto authorsie the payment and release it
nanEns n7.07-000M | attialaf st ol 4na EET Callad bt th s clicartarl snd be and oot bk "
Current Page No.: 1 Total Page No.: 2 Zoom Factor: 100% -
< 1 |
Ready

Call Back Report

From within the age analysis, you can set dates for call back reminders linked to specific invoices.
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Reason Code Summary

You can select Reason Codes and apply them to outstanding invoices. For example, if a customer
requests a Proof of Delivery, or has a Quantity Dispute, you can store that information in one click.

You can also keep track of Post Dated Cheques using this function. Reason Codes are
customisable, so you can easily create codes to suit your business:

Pastel Debtors Manager [Reason Code Summary] EI@
File  Setup Refresh Data (% Age Analysis  Sales Analysis  Debtor Management  Cash Flow Forecast  Window  Help - 2 X
Show Selection Options | ks
& 5|2 e R 7@ @ -
[ Main Report.

Reason Code Summary

Report Date: 11012

DebtorRange From: To: ZZZ77
Invoice Range From: To: ZIZ77
ReasonCode Range From: chack To: Qty

Category Range From: To: ZZIZ77
Salescode Range From: To: ZZ777

cback - Call Back

m

Account  Name Description Reference InvDate PTPDate Inv Bal ofs Expected Amount
1015 BRANSOMN Tax Invoice INA1005E 21111007 ATI07/08 8550.00 8550.00 3
747 JumboJet Tax Invoice INAT0048 01/08/07 23/06/08 18898.00 1000.00
747 Jumbo Jet Tax Invoice INA100ED 10/05/07 23/06/08 5565.00 5565.00
9 Virgin Afiantic TaxInvoice - JMBOTT INAT0OT4 10/01/08 13104/08 0.00 0.00
: ] Wirgin Atiantc TaxInvoice - 555 INA1DOTE 10/01/08 13104108 0.00 0.00
16114.00 16115.00

IR - Invoice Requested

Account  Name Description Reference InvDate PTPDate Inv Bal ofs Expected Amount
747 Jumbo Jet TaxInvoice - OP12PPOP INA10136 11/05/08 21/07/08 0.00 0.00
0.00 0.00

PDC -Post Dated Cheque Received

Account Name Description Reference InvDate PTPDate Inv Bal ois Expected Amount
747 JumboJet TaxInvoice - HEATH12 INA1D103 18/03/08 10/08/08 0.00 0.00 |
4 Jumbo.Jet Taxlnvoice - TATZONE IMA10104 168/03/0¢ 10/06/0; 0.00 0.00 S
Current Page Noa 1 Total Page No.: 2 Zoom Factor: 100% -

] n F

Ready

Action Codes

You can attach Action Codes to any invoice for follow up. For example, you can remind yourself to
pass a credit note, or to update a customer’s credit profile. Action codes are customisable — you
can create action codes to suit your business.

Credit Notes to be Passed

Within the age analysis, you can drill down to a specific invoice, view the balance outstanding on
that invoice, and adjust the amount that you expect to collect.

For example, if there is a price dispute or a short delivery, you may want to capture the decreased
amount the customer is going to pay. You can then get a report that lists all credit notes to be
passed, see the reason for the credit note, and the amounts. You will need to pass the actual
credit note from Pastel Accounting as usual.

Email Notices — Payment Reminders

Debtors Manager enables you to email Payment Reminder notices to overdue customers very
easily. For example, you can select all debtors that are 90 days and over, and Debtors Manager
will generate a list of the relevant invoices complete with customer order numbers, dates and
amounts, and email this to the customer.

The list is contained within the body of the email, so the customer does not have to open an
attachment in order to view the contents of the email:
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Account No - 9
Debtor Name : Virgin Atlantic

According to our records, the following invoices are beyond the terms of credit extended to vour business.
Kindly let us know the date that vou will settle the invoices listed below.

Reference Description Order No Invoice Date g:i: due ‘ Amount| Qutstanding
INA10038  |Tax Inveice | [14/082007  [1838 | R 20.00| R 20.00
INA10012  TaxInvoice-IVAN  [IVAN 01/03/2007 1991 | R2777.00) R 3,554.00
INA10052  |Tax Invoice | [05/04/2007  [1960 | R1.00000 R 1.000.00
Totals: | | | | | R3.79700| R4574.00

Thank You
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Age Analysis Movement Report

With the Age Analysis Movement Report, you can easily track movements in balances per
individual debtor, for each ageing category. You can also track movements for the entire age
analysis, or by selected customer category or sales code category:

Pastel Debtors Manager [Age Analysis Moverment] EI@
File  Setup  Refresh Data {;,AgeAnalysis Sales Analysis ~ Debtor Management  Cash Flow Forecast  Window  Help - 2 X
Show Selection Options ] -
& 5|2 e I 2@ e~
Main Report
o~
-
Age Analysis Movement
Report Date: 1110M12
Snapshot: AASnapshot23/0472012 13:5%18 =
DebtorRange From: To: ZZIFZZ
Category Range From: To: ZZ777
Salescode Range From: To: ZZZ77 £
% of Book Total Current 30 Days 60 Days 90 Days 120 Days
1015 ERANSON
Balanceas at Snapshot 5.53% 32937.03 0.00 7966.32 6521.84 9120.00 0.00
Balanceas per Current AgeAnalysis 3.43% 9328.77 0.00 85660.00 0.00 0.00 0.00 | 8
Movement -23808.28 0.00 583.68 £521.84 -8 120.00 0.00
% Mowement -T168% 0.00% 7.33% -100.00% -100.00% 0.00%
Tar Airbus
Balanceas at Snapshot 23.44% 138579.50 4587.00 91843.00 8389.00 20127.00 0.00
Balanceas per Current Age Analysis 7.58% 2062353 0.00 17170.00 0.00 0.00 2010.00
Movement -118 955.97 -4 587.00 -74 §73.00 -8 388.00 -20127.00 2010.00
% Movement -85.22% -100.00% -81.31% -100.00% -100.00% 100.00%
74T Jumbo Jet .
< — — — T — — — S o T
Current Page Noa 1 Total Page No.: 2 Zoom Factor: 100% -
4 | I F

Ready

Payment History per Invoice (Reconciliations)

You can quickly draw a report to view how a customer has conducted their account in the past.
This report displays how many days the customer took to settle each invoice. This report also lists
all invoices, both paid and unpaid, per customer, in an easy to understand format that you can
email to the customer.



232 e Debtors Manager Overview Chapter 17 — Debtors Manager

You can also select this report per sales code, and quickly see the outstanding customers per
sales person. If you pay sales commission only once the customer pays you, this report is very
useful:

Pastel Debtors Manager [Payment History Per Invoice] (=N
File Setup RefreshData (% AgeAnalysis  Sales Analysis Debtor Management  Cash Flow Forecast  Window  Help -8 x
Show Selection Options ]
& 5[ Ba 1 n o @ -
Main Repart
Report Date: AT
Calculated Days o/s from originaldue date
DebtorRange From: 1018 To: 1015
Invoice Range From: To: ZZZZZ
DateRange From:  01/01/00 To: 0140199
CategoryRange From: To: ZZzzz
SalesCode Range From: To: ZZ777
Calculated Original Payment Amount Invoice
Account Name InvNo OrderNo SalesCode  Days ofs inydate DueDate Date Paid Amount Inv Bal ofs
1018 BRANSON INA10008 2021 010107 3110307 08/08/08 2200.00 2280.00 280.00
1018 BRANSON INATDD11 1991 01/02/07 30/04/07 07/08/07 1176.00 1480.86 304.88
1018 BRANSON INAT0010 1930 01/04/07 30/08/07 07/08/07 2099.00 2280.00 181.00
1018 BRANSON INA10058 123 AT1T 2111007 29/01/08 0.00 8550.00 8550.00
1015 BRANSON INATDOT2 MRB 123 151 10401/08 31/03/08 29/08/08 §191.00 9120.00 0.00
1018 BRANSON INA10080 MARCHINY 123 04/03/08 31/05/08 0.00 239286 0.00
1015 BRANSON INA10081 NEWORDER 123 04/03/08 31/05/08 0.00 342000 0.00
1015 BRANSON INA1D082 FEBIVING 123 04/03/08 31/05/08 0.00 215346 0.00
1018 BRANSON INA10083 FEBIVIBE 100 29/02/08 30/04/08 0.00 2822.00 0.00
1018 BRANSON INAT00B4 MIDMIF1 123 15/02/08 30/04/08 0.00 2900.18 0.00
1015 BRANSON INA10085 THER12 123 05/02/08 30/04/08 0.00 999.78 0.00
Totals: 13 666.00 38199.12 9315.86
< i »
Current Page No.: 1 Total Page No.: 1 Zoom Factor: 100%
Ready
Credit Limit Report

This report compares the customer's aged balances to the credit limit set in Pastel. The report
provides instant visibility of customers who are over their credit limits.
Totals per Transaction Type

Here you can see a summary of all customer-related transactions for a selected date range. You
can view this per customer or by category, or obtain a summary total of transaction types for the
entire customer book.

Transaction Credits

This report displays an audit trail of credit applied to specific invoices. You can select a specific
customer, and for each invoice, you can view how the customer paid, displaying multiple receipt
dates (if any), and credit notes allocated to that invoice. This report is useful if a customer asks to
see how you allocated their payments to specific invoices.

Unmatched Credits

This report displays payments received from debtors that you have not yet allocated to specific
invoices.

Cash Flow Forecast Menu - Promise to Pay (Fresh /Stale)

Debtor Management | Cash Flow Forecast | Window  Help
Show Select Cash Flow Forecast Reports 1
Promise to Pay (Fresh)

Promise to Pay (Stale)

Promise to Pay (Unlinked)

Debtors Manager easily tracks all customers’ Promises to Pay. These reflect in a Promise to Pay
"Fresh" report.

If the customer pays on time, the system automatically updates the report, and the customer no
longer appears. If the customer misses their Promise to Pay date, the system lists the outstanding
invoices in a "Stale" report, making it easy to chase up on missed promises:
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Pastel Debtors Manager [Promise to Pay (Fresh)] EI@
File  Setup  Refresh Data {%.Age)\nalysis Sales Analysis  Debtor Management — Cash Flow Forecast  Window  Help - F X
Show Selection Options ] &

& &) e » oW1 2 g @ - il

Main Report

Promise to Pay (Fresh) -

Report Date: 11100112
DebtorRange From: To: ZZ777
Collection Date Range From:  11/01/07 To: 311212 =
Category Range From: To: ZZ777
SalesCode Range From: To: ZZ777
Account DebtorName Contact Telephone InvNo InvDate PTPDate Inv Bal o/s Expected —
Amount
1015- BRANSON
1018 ERANSON RichieRich 011802 8222 INATO0M0 01/04/07 30/06/08 181.00 181.00
1018 ERANSON RichieRich 011802 8222 INA1008S 0B/02/08 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 5222 INA1000S 010107 30/06/08 280.00 80.00
1018 ERANSON RichieRich 011802 5222 INATOONM o1/02/07 30/06/08 304.86 304.86
1018 ERANSON RichieRich 011802 8222 INA100GE 291107 17/07/08 §550.00 §550.00
1018 ERANSON RichieRich 011802 5222 INA10QOTZ 10/01/08 0T/07/08 0.00 0.00
1018 ERANSON RichieRich 011802 8222 INA100E0D 04/03/08 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 5222 INA100E1 04/03/08 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 5222 INA10OE2 04/03/08 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 8222 INA100E3 28102108 30/06/08 0.00 0.00
1018 ERANSON RichieRich 011802 8222 INA100G4 15/02/08 30/06/08 0.00 0.00
SubTotal: 9315.86 9,115.86 i
4 1 | »
Current Page Mo.: 1 Total Page No.: 2 Zoom Factor: 100% =
4 [ | +

Ready

This report forecasts your cash flow from the customer book based on the Promises to Pay that
you have entered, as well as percentages that you expect to collect per customer.

The system applies a collection percentage to each invoice that does not have a Promise to Pay
associated with it. Therefore, before you run this report, you must set up the Percentage Collection
Table in the Setup menu:

Pastel Debtors Manager [e-mail Motices]

File | Setup | Refresh Data {25 Age Analysis
Reason Codes |

Debtol
@ ] Action Codes
From

Setup

To Z4 Percentage Coellection Table
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Cash Flow Forecast Reports

Pastel Debtors Manager [Cashflow Forecast] EI@
File  Setup  Refresh Data {!; Age Analysis  Sales Analysis  Debtor Management | Cash Flow Forecast | Window  Help = x
|| Debtor Rangs || Date Range |] Category Range f| T AT EES I E
T to Pay (Fresh .
From From |11 October 2012 From B = pmm‘“ ? pay E;E‘S ]J (D) is
% Promise to Pay (Stale
77777 9 Jer 7999 77777 e é it it To Bxcel
® = o 41 December 2 [ e |} Promise to Pay (Unlinked) - [ Beport To | [ cdresh |
Account Description Currert 30 Days 60 Days 50 Days 120 Days 150 Days 180 Days Total -
Albott Limited
Category Total per customer:
PTP Fresh 0 ] 0 ] 0 0 0 0
PTP Stale 0 0 0 0 a 0 a 0
Bal of o/s invoices i} o i} o 0 15848 .46 -2130 13718.46
Prov for write off / cr notes 0 0 0 0 a 2377.27 -319.5 2067.77
Prov for discourt allowed 0 o 0 o 0 0 0 0
Calculation Based On % Table
October 2012 Bal of o/s invoices 0 0 0 [} 0 15848 46 -2130 13718.46
% to collect for month 5 40 40 40 3 45 45
Collection % applied to o/s inv 0 0 0 0 0 7131.81 9585 6173.31
PTF Fresh 0 0 0 0 a 0 a 0
PTF Stale 0 ] 0 ] 0 0 0 0
Bal of o/s inv to collect 0 ] 0 ] a 7131.81 5585 617331
Cash flow forecast 0 0 0 0 0 7131.81 -9585 6173.31 -
1 [ Summarised Forecast ] [ Hi- Level Forecast ] [Category Totals - Summary ” Detailed Forecast I '
] T b

Ready

Once you have selected to run this report, the following cash flow reports are available:
e Hilevel Forecast This report displays the total cash you expect to collect per month, for the
entire customer book.

e Category Totals - Summary This report shows how the cash flow forecast is derived, from a
mix of Promises to Pay, and collection percentages.

e Summarised Forecast This report shows from which ageing category you have forecast to
collect your cash, and over which months the money will be collected.

e Detailed Forecast This is a fully detailed report that displays the calculations for the above cash
flow forecast reports.
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