BGOffice

Invoicing and Inventory Contro

BGOffice: AMERICAN PRODUCTS TEST

enance  Pont-Of-Sals tomers Inventory Suppliers Reports  He

] Customer:

ACH Key  [AFFORDAB | [7o0 DERBY ST
Name  [AFFORDABLE SPA POOLS LTD | [MERRNVALE

Phone |03 -2848389, [(sbel Options ] [CHRISTCHURCH
Coniact  |CRAIG STANNIUS.. |

Accourt & Apha Key Name. Last Sale
1242| A1/PUMPS A1/PUMPS & MOTORS LTD C tomres llaetne Doco s
1164| AAAa HOLDING ACCOUNT ONLY
1276| ABOVEGRO ABOVE GROUND POOLS SALES LTD
1010| ADVANCE ADVANCE POOLS. Key

AFFORDAB AFFORDABLE SPA
1033| ALLAN ALLAN FILLERY PLUMBING
1361|ALLPUMP ALLPUMPS AUCK LTD

e

e =
L Transaction Type Payment Type Gt | )
U] BMETER (2 Payment (or Refund) (® Che O Direct Credit
n e
1101| ANSTIS et i = | Beance | 333
<020| AGUA O Joumal Cred Octash O Credt Card =N
1103[AQUACOM | ) Joumal Charge O FEAPos O Other = 2 |
1115[ AQUAFLOW
1363 AQUATECH | Transaction Descrintion | | Lot oo [310m2008 |
T408]AQUATECH | Created  [22/04/2004 GST% 12500 Date [32/04/2004
e i ‘ ' = g > | B =
= |

Detais | ] Do [F0E7200E |} — — |

Cheque Details

Bank Branch Name on cheaue

Quick Start Guide



B G O 08 ittt ettt et e e et ee e e e e ee——e e e —eeaaa——eeea———aeaaee e rreeaaa—reeeaaeeaaaeeeaans

Invoicing and INVENtory CONEIOL ..o
QUICK SEAM GUITE ...ttt et st et
LT U153 (0] 1.0 1=T TR

QLT L TSI O V1S3 (0] 1 1T R

FINO CUSTOMET ... eeieeee ettt ettt et e et e st e e e e sreeaebeesateessaeeeanseesrseesaseeaareesssesaaneessneenns

CUSTOMET IMASTET RECOIT ... vttt ettt ettt et e ee s ettt e e eereerreesenaesereeenreesrneeanees

Create INVOICE OF SAIES OFUEBN ... eeeeeeee ettt e e s ettt ese e st e s et e e e s sreeeareesreesarees

Change CUStOMEr DELAIIS .......ccooeiiiriiiriieiee e

LOLU 1S (0] 0 4 T=T G =1 (] 01T L TR

CUSTOMIEE BAIANCES ... e iceeeeeee ettt ettt ettt s ettt e et e e e st e e eab e s ereteareesnaessreeenaresarensaneeas

CUSTOMEE HISTOIY .ottt st et eb e e

(0101} (0] 4 01T GO (0 (=Y £-T TR

CONSIGNMENT STOCK ....vveviieiececeiete ettt s

PN [T TE =1 o] ISP

Transaction Entry (ReCeiptS, JOUINAIS) .......covvrureirieeiiriirieie e

TranSaction RECONCIHTALION ....vvivee ittt e et e e e et e e et e st e st e essneesareeeneeennns

] LCT LT A R

REPOIS ... et e bbb
ST 0] ] o] 1] £ OSSR 11

(01 (=T 1 CC I T U] o] o] [ OSSPSR 11

FINA SUPPIIET 1.ttt st s 11

Change SUPPHEr DEtailS .........cviiiiieieireeee e 12

P AN YT (=1 o] [T TTRTT 12

Transaction Entry (Payments, JOUIMAIS) ......cccourirriiininiinsiee e 12

TranSaction RECONCIHTALION ....coovveeieeie ettt e et e e ee s e eeeesere s sre e e st e esnseesereeaaneeeas 12

REMITEANCE AGVICE ..ttt ee ettt et e et e et e es e e st e e st e e sreessaeeesnneesnseesaeesrneesareeas 13

(€70 7010 @0 (=] {=To IRTTE RO 13

GOOAS RECEIVEA. ....eeceveee ittt ettt ee s ettt e e e e eeseeees e s ettt eeareesraeesaseeaaseeeareseareeereesans 13

TranSACTION HISTOIY ...ttt sttt b 14

PUICNASES ANGIYSIS......cuiiieiiieiieiee et st eb e e 14

Create INVOICE OF SAIES OO .......ee ettt et st e s e s ere e e st e st s seeeeereesareeenaes 14

Create PUICNASE OFORE .. veiieiee ettt ettt et e st e e s e e s e e sttt eara e e st e eareesareessaeeennes e 14

REPOIS ... et re et e b r e nr e er e enn e 15
INVENTOTY ..ottt e e bt se e ee e b b e es s enn et s s e e 16

QL (ST TS | (=T o 0 TR 16

T 0o 1111 TR 16

Product ItEM MaSTEr RECOIT ... ..ccvvee e it eeeee et eree e e ee s ettt s et s e eesereessbessreesseeesneesereeenaes 17

............................................................................................................................................ 17

Change ItemM DELallS.......cceviiuiiriciie e 17

[€T0 010 R E=ToTT VLo F PO 17

(€700 0 SO0 (1 1=]o FRUEETRER RO RRURRTRRRR 18



St RE-OIUBT VIS ...eeeeeeeeeee et e e et et e e e e et eeeeeeeesent e e saeeessasseesennneeeenneeeenanes 18

2T (0] (0 [T £ U ST ROTTPTPRPTRT 18
Quantity & COSt AQJUSEMENT .....c.oiiiiiiiiee e 18
(00011 o OSSPSR 19
AGMINISITALION ...ttt eb ettt ne e b 19
SCNBAUIE ...t ettt bbb 20
SEIPIICE ANGIYSIS ..ottt st 20
SAIES ANAIYSIS....viiieiiiiicie e et et et 21
BAICOUR ...ttt ettt be e 21
CRANGE COUR......veieeie ettt et sttt bt 21
REPOIS ... e e se e et r e b e er e nnenn e 22
LO00] o] r=Tod KPPV TOPRPTORP 23
............................................................................................................................................ 23
AQU CONTACT ...ttt ettt ettt st ese et e ettt e eseebene e s e 23
Browse Contacts (OrganiSatioNS).........ccourueereirieerieesisieresiesessesesse s sesssre s sesseseesenens 23
FINd CONtACE (NAIME)....c.iieiiiiiiie et eb e e 23
Program SEIHINGS ....c.uceveiriee ittt sttt eb ettt eneen s 24
PFICE IMIALIIX 1.ttt bbbttt s 25
StAtiONErY DELAIIS .....cvvveeieeeee e s 25
INVOICE IMBSSAGES .vveveitirieiesiesiiete sttt sttt es st sttt sttt st b s st e et e e e b ens 26
SEALEMENT MESSAGES. .. cuvtrvereeteereee st e sttt ettt bbbttt sttt eb e ereene s 26
PUICNASE OFUET IMESSAGES ....vviveueririerieieseeiesietese sttt see e sisses et sere e e sbesesebe b sensanenee s 26
CUTTEINICY ..ttt bbb bbbt b et et b ettt e e e e 27
PrOTUCT GIOUPS .. e veuitetieieie sttt sttt sttt sttt es et s et st bbb be b ebe s nas 27
PFICE GOUPS ..ttt sttt sttt sttt ettt bbbttt sttt en et 27
SAIESPEISONS. ...ttt sttt ettt ettt s et et et e er e b 28
WOrkstation (LOCAI) SELLINGS......oviivieriieiiieeserete st 29
100 o] g o TSP PSRTTRSP 30
Create INVOICE HEAUET ..ot e 30
Create INVOICE BOUY......couiiiiiiiriiieiisieisieie sttt sttt s 31
Create INVOICE FOOTEI.......coiiieiicie ettt ettt 31
SAVE AS INVOICE ..ottt sttt st b ettt 31
SAVE AS OFUBT ...ttt sttt er et sttt e b s et e se bt e b 32
SAVE AS CONSIGNIMENT .....eiviiietieee ittt st bbb et se e tb s 32
SAVE AS QUOTALION ......ceiiieeeieeicrieie sttt sttt b s 32
Save AS Pro FOIMa INVOICE .......coiiieiiiirie sttt e 32
(@11 ] r= 11 o] 1 <SOSR 32
PrO FOIMA INVOICES ....viiieeieiieie ettt bbb et eb e e 32
CONSIGNMENT NOTES ...ttt sttt sttt se b s 32
INVOICE ATCNIVES. ....eiviiiieiiiete ettt sttt sttt sttt et se e 34
REPOIS ... et re et e b r e nr e er e enn e 34
INWAITS GOOUS ...ttt st sttt sttt ettt en et 35
Create Inwards Goods DOCKEt HEAUET .........ccueirieririiire e 35
Create Inwards Goods DOCKEt BOAY .........cccouririeniniiireie s s 35
Create Inwards G00dS DOCKEL FOOTE .........coouiuireeririiire st 36
Save INWards GOOUS DOCKEL........ccueiriiirieiesierireee ettt 36



INWAIAS GOOUS ATCNIVES. .. .eeeeeeeeeeee et eeeeeeee e et eeseeeeeeeeesaaseeesssreessaneressssseeessseneessnnneesns 36

REPOIS ... e e re e et et r e n e e er e nrenn e 36
PUICNASE OFUEIS ...ttt ettt bbbt bbbttt eneen s 37
Create Purchase Order HEAUer ........cuoueiveiinieereesieete et st 37
Create PUrchase Order BOUY ........coccueirenniiinieie et ere e s 37
Create PUrchase Order FOOEN ........ccuiiireiiriiieie ettt st 38
SAVE PUICNASE OFUET .....iviieiiiietieee sttt sttt st 38
PUICNase Order ATCNIVES .......ccoiieiiieie ettt st ene e 38
REPOIS ... e e se e et r e b e er e nnenn e 38
PIOCEAUIES. ...ttt sttt b et s et b et eb e sttt b e et et b ene et e s 39
o= Lo o [ [0 T [OOSR 39
SEALEMENT RUN ..o et ettt e 40
SAIES REPOIS ...ttt bttt sttt s ettt 40
ManagemMENT REPOIS ..ot 40
MailiNG LIST OPLIONS ...veiieiiiieiee ettt et 41
POINT OF SAIE ...t ettt bbb en et s 41
POINT OF SAIE ..ot ettt ettt en et s 42
RSTC] LU 0TSO 42
Making the QUICK Sal.........ccooi i 42
ReconCiling the POS @CCOUNT .........coiiiiiiiiee ettt st 43
AQVANCEA FEAIUIES .....vveeieiiieie ettt sttt sttt et s b b et b ens 44
SBOUITEY vttt ettt bbb st e bttt b et e bbbt 44
Penalty INterest Charging..... ..o e 44
INVOICE MArK-UP CONIOL ..ot s s 45
INventory Valuation OPLIONS ........ccuveiiiiieiseiee s s 45
Standard COSt OPLIONS .....ceoiiviririeieieiee et bbb 46
(000 010 0111 (0] TSRS 46
EMAIT SUPPOTT. ..t st st s 46
DYMO LADEIVWIITEE ...vevieieie e eb e e 46
Promotional PrICING ...c.coeiiiiieie et s e 47
KEY ACCOUNT PHICING ...viiiteiiietieieisieiieee sttt et ebe e seaebe s 47
SEOCKEAKE SNEELS ... et e e 47
MaTTING LADEIS ...t et 47
CritICAl EVENTS LOQ .vvviieieeisierieie sttt sttt sttt st 48
Central Billing ValidatioN...........cocieiiiineiiee et 48
Program UPGALES .......evieeiieiiieie et sttt sttt sttt se bbb neenas 48
USEE REGISIIALION .....coeeiiiieiieie e et e sttt e 48
Reporting ENging ReGISTratioN ... s 48



Customers

8] BGOffice: AMERICAN PRODUCTS TEST
Maintenance  Point-Of-Sale  Contacts  Customers Inventory Suppliers Reports Help

@ Customers
ACE [ | Key |AFFORDAR | |700 DEREY ST
Name  [AFFORDABLE SPA POOLS LTD | [MERRIVALE

Phone 03-334-8385

|
\
[Lebel Options ] [CHRISTCHURCH |
Cortact  [CRAIG STANNIUS [ ] |

Account # Alpha Key Name Last Sale lastPad | ~

1242| A1/PUMPS A1/PUMPS & MOTORS LTD 04/2004 | /4

1164] AsaA HOLDING ACCOUNT ONLY 7 77

1276| ABOVEGRO ABOVE GROLIND POOLS SALES LTD /1 T

1010] ADVANCE ADVANCE POOLS 31/01/2004

AFFORDABLE SP

1039 ALLAN ALLAN FILLERY PLUMBING i

1361[ ALLPUMP ALLPUMPS ALICK LTD /1

1133] ALLSEASN ALL SEASONS POOLS //

1427| ALPINE ALPINE SPA'S 31/01/2004

1070| AMETEK AMETEK SERVICES /1

1101/ANSTIS ANSTIS CONSTRUCTION /1

1080] AQUA AQUA ELETRICAL /1

1103| AQUACOM AQUARIUS COMMERCIAL LTD I

18| AQUAFLOW AQUAFLOW SPA & SWIMMING POOL /1

1363] AQUATECH AQUATECH INDUSTRIES LTD /7

1408] AQUATECH AQUATECHNICS NZ. LTD. 06/04/2004

1356] ARGON ARGON INDUSTRIES 11 v
[ SotbyAsc | Name ] | [(search ) [ Delete ) [ Create ) [(Disply | [Refresh | [ oK

Regsstered To: American Products Test

Create Customer

(Main Menu) -> Customers -> Create Customer
Enter Sort Key, Name, Address, Phone

Select Account Type (Cash, 7 days, 20™ Month)
Select Customer Pricing Group

Select Salesperson

Select Location, or type in a new one.

Save



Find Customer

[8] 3 MATCHES FOR SMITH

Search fortext in Customer Reconds ..
881122 SHITH B & M SHMITH
801148 SHITH SHITH BROTHER TRADING
881229 SHITH ANDREW SHITH
Text [SMITH |[ Display | [ Cortinue | [ Search
e (Main Menu) -> Customers -> Browse Master File
o Enter Alpha Key (or part) in the Name field, <KENTER>
¢ OR Sort By Alc, enter account number, <ENTER>
e OR Search, enter text to match, Search, select customer, Continue
e Double click on selected customer or click Display\



Customer Master Record

[ customer Master Record |Z| |E| [52|
BE  |(w) Kerocione | nMehCheseAC
|CYCLONE FILTERS LTD |

3+ Mths ‘ {H}BI
T
Invoice Address (Default) Currert ! 1]_1}E|
[ oo
394 NEILSON STREET | Balance 0.00|
\ONEHUNGA | Bilto NA

| | Last Paid T
| |  Last Sdle ‘ P |
[ Options ] [ In\roicef'Order] [ Transaction ] [ Maotes ] [ 0K ]

Create Invoice Or Sales Order

¢ Find, Select, Display Customer Screen
e Select Invoice/Order
e Follow the Invoice procedure as detailed elsewhere

Change Customer Details

¢ Find, Select, Display Customer Screen
e Enter Key, Name, Address (default)
e Refer Options, for Contacts, Addresses etc

Customer Statement

¢ Find, Select, Display Customer Screen
e Select Options or right click mouse
e Select Print Statement

Customer Balances

e Find, Select, Display Customer Screen
e Select Options or right click mouse
e Select Age Customer Balances



Customer History

Find, Select, Display Customer Screen
Select Options or right click mouse
Select Purchase History or
Transaction History or

Sales Analysis

Customer Orders

¢ Find, Select, Display Customer Screen
e Select Options or right click mouse
e Select Backorders

Consignment Stock

¢ Find, Select, Display Customer Screen
e Select Options or right click mouse
e Select Consignment Stock

Administration

iﬂ Account Administration

Control Price Matrix
|20TH MONTH FOLLOWING ||  [STANDARD CUSTOMER ]
[] Place account on hold Invaicing
Accourt is active Invoice - default print quantity _1 [
] Apply credt limit . [ Packing slip - default print quantity _ {}
[] Email statements [ Email invoices Priced packing slip [_|
Central Biling
[]Bill to Adc
Invoice Alert

e Find, Select, Display Customer Screen

e Select Options or right click mouse

e Administration

e Select control options as required

Transaction Entry (Receipts, Journals)

¢ Find, Select, Display Customer Screen
e Select Transaction
e Enter the details, then Save



Reconcile or enter another (optional)

Transaction Reconciliation

{8l RECONCILING AQUATECHNICS NZ. LTD.

Reference Type Creasted Date Due Creditc Debit Afc £ Open

(0000007857 Inv 06/04/2004 20/05/2004 75.19 0000001408 Y

[ Enterlist of transactions | Match using date EEZ.-"DM?DM

Exit ] [ Sort By Reference ] [ Select Al ] [ Select None ]

Find, Select, Display Customer Screen

Select Options or right click mouse

Select Reconcile Transactions

Click on matched items (payments and invoices)
When matched balance is zero, select Update

Statement Run

(Main Menu) -> Reports, Customers -> Statement Run
Enter the details as required
Select Continue

Reports

(Main Menu) -> Reports, Customers -> Transactions

(Main Menu) -> Reports, Customers -> Trial Balance

(Main Menu) -> Reports, Customers -> Sales Analysis

(Main Menu) -> Reports, Customers -> Group Sales Analysis
(Main Menu) -> Reports, Customers -> Items on Backorder
(Main Menu) -> Reports, Customers -> Cash Received
(Main Menu) -> Reports, Customers -> Deposit Supplement



(Main Menu) -> Reports, Customers -> Master List
(Main Menu) -> Reports, Customers -> Contact List

10



Suppliers

s

i Supplier Master Record

Supplier
(1005 ((Erai] Kev [pAcFaB | F+Mhs [ gog
[PACFAB il 0.00]
1 Mth 0.00
Aecount Type £ '—J
0.00
Balance 0.00
Address
| | Last Paid [ s ¢ J
| | lastBuy [/ / ]
| |
| |
[Optinns] [Inwards Gmds] [F‘urchase Order] [Tlansaction ] [ Motes ] [ OK

Create Supplier

(Main Menu) -> Suppliers -> Create Supplier
Enter Sort Key, Name, Address, Phone

Select Account Type (Cash, 7 days, 20" Month)
Select Customer Pricing Group

Select Salesperson

Select Location, or type in a new one.

Save

Find Supplier

(Main Menu) -> Suppliers -> Browse Master File

Enter Alpha Key (or part) in the Name field, <ENTER>

OR Sort By Alc, enter account number, <ENTER>

OR Search, enter text to match, Search, select supplier, Continue
Double click on selected supplier or click Display

11



Change Supplier Details

Find, Select, Display Supplier Screen
Enter Key, Name, Address (default)
Refer Options, for Contacts, Addresses etc

Administration

Find, Select, Display Supplier Screen
Select Options or right click mouse
Administration

Select control options as required

Transaction Entry (Payments, Journals)

12| Supplier Transaction

Transaction Type Pavment Type

(#) Payment Made ) Invoice (¥) Cheque () Direct Credtt
() Joumal Credit () Credit Note () Cash () Credit Card
() Joumal Charge (") EftPos ) Other

Transaction Description

Crested [33/04/2004 | GST% [12 so0 || Date [22/04/2004 |
Ameunt [ [_o.00] Ref [
Details - | Due [

Find, Select, Display Supplier Screen
Select Transaction

Enter the details, then Save
Reconcile or enter another (optional)

Transaction Reconciliation

Find, Select, Display Supplier Screen

Select Options or right click mouse

Select Reconcile Transactions

Click on matched items (payments and invoices)
When matched balance is zero, select Update

12



Remittance Advice

r . ;
I8 Remittance Advice

Remit To

|PACFAB | Created |22/04/2004 | |
| | Remittance Date  [32,04,/2004

| | A/C Reference

| |

| | Remittance Walue | E.{H}|
|F‘Iease find our cheque attached. " |
ltem List

I you are unable to reconcile this payment with your records, please advise us immediately.

[ Add ] [ Remove ] [ Email ] ( Print |

e Find, Select, Display Supplier Screen
e Select Options or right click mouse
e Select Remittance Advice

Goods Ordered

e Find, Select, Display Supplier Screen
e Select Options or right click mouse
e Select Goods Ordered

Goods Received

e Find, Select, Display Supplier Screen
e Select Options or right click mouse
e Select Goods Received

13



Transaction History

e Find, Select, Display Supplier Screen
e Select Options or right click mouse
e Select Transaction History

Purchases Analysis

e Find, Select, Display Supplier Screen
e Select Options or right click mouse
e Select Purchases Analysis

Create Invoice Or Sales Order

e Find, Select, Display Supplier Screen
e Select Inwards Goods
e Follow the Inwards Goods procedure as detailed elsewhere

Create Purchase Order

E create Purchase Order |:||E|fg|
[ios | mef | B |
|PACFAB | [ Specty deiivery date o |
Code Descripticn Qty Each Disck Hett
Nett [ o oo
Cumency vl
| [ Seach | [ Createliem | [ Options | [ Cancel ]




e Find, Select, Display Supplier Screen
e Select Purchase Order
e Follow the Purchase Order procedure as detailed elsewhere

Reports

e (Main Menu) -> Reports, Suppliers -> Transactions

e (Main Menu) -> Reports, Suppliers -> Trial Balance

e (Main Menu) -> Reports, Suppliers -> Orders Undelivered
e (Main Menu) -> Reports, Suppliers -> Master List

e (Main Menu) -> Reports, Suppliers -> Purchases Analysis
e (Main Menu) -> Reports, Suppliers -> Payment Schedule

15



Inventory

BGOffice: AMERICAN PRODUCTS TEST

Maintenance  Point-Of-Sale  Contacts Customers Inventory Suppliers Reports Help

-
Inventory

Code megg‘ Sale Unit \&J Sell Price \J‘
Descrption | WHITE LUX HIGH FLOW SUCTION | [__Sell Prices | On Hand 169,000
Code Description On Hand Last Sale Last Buy -~
10001 ADMIRAL SKIMMER FLAP WEIR 0.000] 12121887 | 2770311996 | =
10002 5/15 SKIMMER CIRCULAR WER 0.000] 04/09/2003 | 31/07/2003
10003 1/2 HP 370W ULTRA FLOW PUMP 0.000 1941141997 | 20/02/1996
10004 3/4 HP 550W ULTRA-FLOW PUMP 1.000[28/11/2003  |02/10-2003
10005 1 HP 550W ULTRAFLOW PUMP 0.000[22411/2003 | 02102003
10006 1142 HP 1.1KW ULTRAFLOW PUMP 2.000] 180272003 |02/10/2003
10007 2 HP 1.5KW ULTRA-FLOW PUMP 0.000]07/06/2001 | 18/14/1996
10008 22"(560MM)ECLIPSE SAND FILTER 1.000{28/11/2003 | 02r10-2003
10009 26"(660MM)ECLIPSE SAND FILTER 2000[2211/203 | 021102003
10010 30"(762MM)ECLIPSE SAND FILTER 0.000]13/11/2002 | 19/03/2002
10011 FUMF. FILTER BASE, HOSE & MAC 0.000 12101984 [ 12101994
10012 3/4 HP PUMP & 26" SAND FILTER 0.000]26/09/1997 | 23/01/1996
10013 1 HP PUMP & 22" METECR FILTER 0.000] 15/09/1398 | 27/03/1996
WHITE LUX HIGH FLOW SUCTION 169.000

10020 SPECIAL EYE BALL FITTINGS 0.000]04/09/2003 | 04/09/2003
10021 WHITE LUXURY AIR CONTROL 01/04/2004 | 24/03/2004
10023 BLUE ALUCKLAND CENTRAL 08/04/2004 [22/04/1996
10024 LABOUR 17/08/2001 | 06/031996
10026 FAS 100 SKIMMER ABOVEGROUND 0.000[28/11/2003 | 02102003 | [
Bl | | [ seach | [ Creaste | [ Delete | [ Refresh | [ Disply | [ OK

Registered To: American Products Test

Create Item

e (Main Menu) -> Inventory -> Create Item
o Enter Code, Description, unit, weight, size etc
e Enter Cost and Selling prices
e Select Item Type
e Select Product Price Group
e Select Product Sales Group
e Select Product GST Rate
e Select Product Commission Rate
e Enter Descriptive Invoicing Text (optional)
e Save
Find Item
¢ (Main Menu) -> Inventory -> Browse Master File
e Enter Product Code in the Find field, <ENTER>
e OR Search, enter text(s) to match, Search, select item, Continue
e Double click on selected item or click Display



Product Item Master Record

8 10018
ltem - Pricing -
Standard Product Unit  |EACH [ | 13.50 |
Code I _! Bin | | [ Sell Prices |
Description i‘."a'HITE LUX HIGH FLOW SUCTION | [ Promotion ]
Groups Packaging In Stock
. -
- Kes [ oooo| | | 169.000/
E—
M2 | o000
G5T Rate —
Additional Invoicing Notes Oither
[] Allow entry of cost when invoicing Dyma Label
Auto replace templates: <MONTH=, <YEAR>, <FIRSTDAY >, <LASTDAY>

Change Item Details

Find and Display the item code

Change any of the visible fields

Select Product Price Group

Select Product Sales Group

Select Product GST Rate

Select Product Commission Rate

Change the Outer packaging details

Click Supplier to change the Supplier details

Goods Received

¢ Find, Select, Display Item Screen
e Select Options or right click mouse
e Select Goods Received

17



Goods Ordered

¢ Find, Select, Display Item Screen
e Select Options or right click mouse
e Select Goods Ordered

Set Re-Order Levels

e Find, Select, Display Item Screen
e Select Options or right click mouse
e Select Set Re-Order Levels

Backorders

e Find, Select, Display Item Screen
e Select Options or right click mouse
e Select backorders

Quantity & Cost Adjustment

@ Stock On Hand Adjustment

Quantity On Hand Awverage Cost

Cument | B Cuwer [ 70.29
Adjust To [ oo Adjust To i 70.29
Contral Stock On Hand Gty

Details

| |

e Find, Select, Display Item Screen
e Select Options or right click mouse
e Select Qty — Cost Adjustment

18



Costing

Bl cosTINGS: 10018

Purchase Price (Bxcluding G5T)

Buy Price Currency Actual Cost
2o [si5 | Comen= [ggw0 | -2 [ 37

Calculations Sell Price Costings (Before Discounts)

;Itzen?;:trg?:l Ega as Standard Cost

[ Use Markup % ] ! 136703 | Cast Price excluding GST 4_55|

(UseMagin% ] [ 66296 |  Sell Price excluding GST | 1350|
Calculate using & Gross profit before discounts 255
Costing Template |

Curment Stockholding

| 169.000) @ Average Cost 455 \Value | 768.95 |
[ Cancel ] [ Ewcel ] [ Edt ]

Find, Select, Display Item Screen
Select Options or right click mouse
Select Costing

Select Costing Options as apropriate
Save changes

Administration

Find, Select, Display Item Screen
Select Options or right click mouse
Select Administration

Save changes



Schedule

L8] SCHEDULE FOR: 10018

SCHEDULE OF ITEMS

Each single sale of 100718 wil reduce the on hand inventory level of each of the schedule item codes
by the schedule quantity.

Schedule of Inventory Codes and Quantities

1002¢€ FAS 100 SEIMMER RBOVECROUMD 2.000

Add tem to Schedule

ftem Code | | Quantity | Ei}'ﬁ] | ClearDetails |

Description | | [Opdate Schedde )
[ Edit tem ] [ Delete tem ]

e Find, Select, Display Item Screen

e Select Options or right click mouse

e Select Schedule

e Add, delete or edit related item codes

e Save changes

Sell Price Analysis

e Find, Select, Display Item Screen
e Select Options or right click mouse
o Select Sell price Analysis

20



Sales Analysis

5 10018
City and Value
Apr 04 | 0| | 0]
12 Months Sales Analysis
Mar 04 | 1}| | 1]|
Feb 04 | ﬂl | ﬂi
Jan 04 | ﬂl | ﬂi
Dec 03 | {|| | ﬂ!
Maw 03 | {:.l | nl
Oct 03 | {}.! | 1]|
el | o | o
(3 | o | o
Jul 03 | 1}| | n|
Jun 03 | ﬂl | ﬂi
B 13 | o | o
e il | L 0|
12 Months Total
Total | ul | 0

e Find, Select, Display Item Screen
e Select Options or right click mouse
o Select Sales Analysis

Barcode

e Find, Select, Display Item Screen
e Select Options or right click mouse
e Select Barcode

Change Code

Find, Select, Display Item Screen
Select Options or right click mouse
Select Change Code

Save changes

21



Reports

e (Main Menu) -> Reports, Inventory -> Value On Hand
e (Main Menu) -> Reports, Inventory -> Sales Analysis

e (Main Menu) -> Reports, Inventory -> Backorders

e (Main Menu) -> Reports, Inventory -> Re-Order Report
e (Main Menu) -> Reports, Inventory -> Price Lists

e (Main Menu) -> Reports, Inventory -> Master Lists
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Contacts

I contact Master Record

Crganisation

fcve corr | Lot Updoted
Key  |G000D00DO0DT Created  [22/pd/2004 |  [22/04/2004 iz
Primany Address Secondary Address

[ MNew Contact ]

[ Mew Name ]

|
|
| [ Edi Details |
|

(oK ]

Add Contact

e (Main Menu) -> Contacts -> Add Contact
e Enter Organisation Details
e Save

Browse Contacts (Organisations)

e (Main Menu) -> Contacts -> Contacts
e Select Alpha button to sort Organisations or Names
e Double click on selected contact or click Display

Find Contact (Name)

(Main Menu) -> Contacts -> Names

Select Alpha button to sort Organisations or Names
Double click on selected contact or click Display
Edit details or click New Contact or New Name
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Program Settings

Attribute Find — Replace Utility
Attribute Locator Utilitwy
Butomeated Em=ail Settings

Commission Groups
Currency Conwversion
Customers

Dymo Lekbelwriter
E5T Settings

Inventory Standard Cost Options
Inventory Stock Vealustion options
Invoice Minimum Mearkup Control Settings
Invoice Setting=s and Messages
Meanagement Em=ail Addresses

Point Of Sale Settings

Pricing Matrix Discount Table

Printer Assignments

Product Groupa

Purchase Orders

Rebuild Rttribute Reference File
RBebuild Supplier Groups File

Rebuild Territory Loceation File

S2les Prompting

Salesperson MNames

Security — Manage Users and Passwords
Statement Settings and Messages
Stationery Header Details

Suppliers

Install Reporting Buntime Engine (RBro 3.3)

3

v
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Price Matrix

= Pricing Matrix

Proaduct Group

Customer Discount Percentages

[NORMAL PRICE CODE |

|STﬁNDAHD CUSTOMER

|| 0.000]

NORMAL PRICE CODE

|| 0000]

||__o000|

| 0000]

|| 0000

|| u.mu|

|| 0000

||_o0m|

|| 0.000|

|| 0000]

[New Product Group] [ Change Group J

[ Customer Groups ]

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Pricing Matrix Discount Table

Stationery Details

¢ (Main Menu) -> Maintenance, Program Settings,
o Select Stationery Header Details
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Invoice Messages

£ invoice Settings

Settings
There are no invoices on file

Start with Invoice IW|

Dot Matrix Printing
] Print invoices and packing slips dirsctly to LPT port as ASCH text

Preprinted Invoice Stationeny [

Preprinted Packing Slip Stationery [

Use Port

Invoice message { <SALESPERSOM: will be replaced with name when message i printed)

¢ (Main Menu) -> Maintenance, Program Settings,

e Select Invoice Settings and Messages

Statement messages

¢ (Main Menu) -> Maintenance, Program Settings,

e Statement Settings and Messages

Purchase Order Messages

¢ (Main Menu) -> Maintenance, Program Settings,

e Select Purchase Orders

26



Currency

L =
C}] Currency Conversion

Cumency Key SNZ Buys
[New Zealand | | | [1o000 |
|USA | |sus | |o6400 |
| Australiz | |sau | |0g300 |
| | [ [0 |
| | ] [oom |
| | [ [oom |

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Currency Conversion

Product Groups

¢ (Main Menu) -> Maintenance, Program Settings,
e Product Groups

Price Groups

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Pricing Matrix Discount Table



Salespersons

S
L-_‘] Salesperson Names

|OFFICE SALES | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Salesperson Names
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Workstation (Local) Settings

= System Settings and Program Options

Workstation Preferences

[ 19pen program in full screen mode

Display background White w |
[ Offer printer selection when printing reports

Wam, when invoicing, if selling below minimum
Wam, when invoicing, if customer is overdue
Suppress Fero Cost waming when invoicing

[] Default to muttiple customer transaction entries
Display customer notes when appropriate

[] Display inventory item notes when appropriate
[] 5uppress highlights in =ales and purchass histony

Report Files Location
(%) Local drive “TEMP
) Application ,\TEMP
) Windows %2 TEMP%
[] Delete files after use

Special Options
Allow Special Options

= Enables Delete options

= Enables access to XX
settings and other options

Resets to OFF on Program Exit.

¢ (Main Menu) -> Maintenance, Program Settings,
e Select System Settings and Program Options
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Invoicing

B iNvOoICE 1119

I | [oFFICE SALES v| [paa est v| Date  [22/04/2004 | |

|AQUAFLOW SPA & SWIMMING POOL | [ Order Detais | [AdLlabel] Dus |20/05/2004

Charge to Deliver to

|18 MACPHERSON STREET | |18 MACPHERSON STREET |

|RICHMOND |  |RiIcHMOND |

INELSON | | [NELSON |
| |

Description

FLAEP WEIR

ADMIRAT. SEIMMER

[ Freight | MNett | 93 34|
[ Paymert | GST | 11.67]
[ Options ] Tetal | 105 01|
| [ Search | [ Createttem | [ Cancel | [ Save AsOrder | [ Save As Invoice |

Create Invoice Header

Select Salesperson

Overwrite addresses if changed
Select GST status

Verify invoice date and Date Due
Enter the Customer Order Details
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Create Invoice Body

Eﬂ Product ltem

Standard Product

(10001 Cost | 6000 Sel | 93.34|

| ADMIRAL SKIMMER FLAP WEIR | Disc% 0.000]

| | [EAcH | Net [ 9334

Text Thiz Sale
sl [ oy
Disc¥ @
Nt [ s
Qv [ |

[ Cancel ] [ Options ] [ Sell Prices ] J 0 On Hand OK

e Enter Product Code in the Item field, <ENTER>

¢ OR Search, enter text(s) to match, Search, select item, Accept

e Select Create if the product item does not exist, and select

e Enter quantity, discount and sell price into the Item Record

e Enter text messages if required

e Select Options to view and create backorders, costs etc (optional)

e Click OK to add the item to the invoice

e Toeditan item on the invoice, select the line and double click

e Select Options to delete lines, check back orders etc

[

Create Invoice Footer

Save As Invoice

e Confirm OK to save
e Select Print Options

Enter Freight details, if required
Enter Payment details, if appropriate
Enter any Invoice Message into the text box
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Save As Order

e Confirm OK to save to the Sales Order File
e Print Pick List if required

Save As Consignment

e Confirm OK to update Customer’s Consignment records
e Select Print Option

Save As Quotation

e Select Save As Order
e Reprint as Quotation from the Sales Orders File

Save As Pro Forma Invoice

e Select Save As Order
e Reprint as Pro Forma Invoice from the Sales Orders File

Quotations

e (Main Menu) -> Customers, Orders & Quotations,
e Select line and double click or select Display to view
e Select Print Options to reprint as Quotation

Pro Forma Invoices

e (Main Menu) -> Customers, Orders & Quotations,
e Select line and double click or select Display to view
e Select Print Options to reprint as Pro Forma Invoice

Consignment Notes

e (Main Menu) -> Customers, Consignment Notes,
e Select line and double click or select Display to view
e Select Print Options to reprint as Consignment Note
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Invoice Archives

[ BcOffice: AMERICAN PRODUCTS TEST
Maintenance  Point-Of-Sale  Contacts Customers Inventory Suppliers Reports Help

E% Invoice Archives |:”E'E|

nvoice # | 0 [77 Value [ ow

Customer # | 0| |

1
JELI AL L

Prodcode Prodnate Sale Gty Each Sell || Each Disc | Each Nett

Sesk® || | Reprint | [ Analysis | [ OK

Registered To. American Products Test

(Main Menu) -> Customers, Invoice Archives,

Enter Invoice Number to seek

Select Reprint for print options

Select Analysis for extended details and editing functions

Reports

Gross Profit Analysis

e (Main Menu) -> Reports, Invoices -> Invoice Detailed
e (Main Menu) -> Reports, Invoices -> Gross Profit

Batch Reprinting

e (Main Menu) -> Reports, Invoices -> Batch Reprint By No
¢ (Main Menu) -> Reports, Invoices -> Batch Reprint By Date
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Inwards Goods

[(=1ES

Received 22/04/,2004 [ Supplier Transactions ] Due ;
\PACFAB [ Update Options |  Cumency
Address Dietails

| | Invoice # | |
| | Our Order Ref. | |
| | | | Frematt | |
| | Consignment & | |
Code Details Qv Buy sNZ Hett
Supplier Transactions Buy 0.00
Create Invoice and/or Payment Ledger Entry [] Create Exclusive of GST ENF

0.aa
| Search Options Create Cancel Save Incl GST 0.00
|

Create Inwards Goods Docket Header

Verify Date and Date Due
Select Currency

Enter Invoice references
Enter Freight details
Select Update Options

Create Inwards Goods Docket Body

Enter Product Code in the Item field, <ENTER>

OR Search, enter text(s) to match, Search, select item, Accept
Select Create if the product item does not exist, and select
Enter quantity and cost price into the Item Record

Enter text messages if required

Click OK to add the item to the Inwards Goods Docket

To edit an item on the invoice, select the line and double click
Select Options to delete lines, check for duplications etc
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Create Inwards Goods Docket Footer
e Enter Supplier transaction options

Save Inwards Goods Docket

e Confirm OK to save
e Select Print Options

Inwards Goods Archives

(Main Menu) -> Suppliers, Inwards Goods (Browse),
Enter Inwards Goods Docket Number to seek

Select Reprint for print options

Select Analysis for extended details and editing functions

Reports
e (Main Menu) -> Reports, Inwards Goods, Inwards Goods
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Purchase Orders

Bl Create Purchase Order |Z||E||g|

(1006 | Ref: [KEVINBUTLER |

\PACFAB | [ Specty delivery date

Code Descripticn oty Zach
Mest .00
Curency =
SNZ o.00|

| | [ seach | [ Createhem | [ oOptions | [ Cancel | | -

Create Purchase Order Header

Verify Date of order
Select Delivery Date message option
Enter Order reference

Create Purchase Order Body

Enter Product Code in the Item field, <KENTER>

OR Search, enter text(s) to match, Search, select item, Accept
Select Create if the product item does not exist, and select
Enter quantity required and cost into the Item Record

Enter text messages if required

Click OK to add the item to the Purchase Order

To edit an item select the line and double click

Select Options to delete lines
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Create Purchase Order Footer

e Select currency
e Enter any message text

Save Purchase Order

e Confirm OK to save
e Select Print Options

Purchase Order Archives

(Main Menu) -> Suppliers, Purchase Orders (Browse),
Enter Purchase Order Number to seek

Select Reprint for print options

Select Update to confirm receipt of goods

Reports
e (Main Menu) -> Reports, Inventory -> Orders Undelivered



Procedures

Period Closing

ER

iy Period Trading Statement

Period Analysis

0 Invoiced Sales u_m|
crres s o
[ 9

Period Mumber

Closed PERIOD IS OPEN Nett Sales | 0.00
e Plus GST 0.00
Opening Gross Sales 0.00
Closing 171982 50 Plus Debtors Payments | 8568 41

Change 171982 50 Receipts to be accounted for 2568 41

rvertory e
Opening 0 = Cheques [I'.[H]|
Closing | 224490.16 Banked Total | 0.00

Change 234450 16 = EftPos 0.00
> Credit Cards 0.00

Suppliers
Cpening

]
Closing MNon-Banked Total 2562 41
Change Charged to Debtor Accourts

AMERICAN PRODUCTS TEST Recovery on sales (GF) 0.00

=

= Direct Credits and Other BRER A1

e (Main Menu) -> Reports, Management -> Trading Statement
e Select <Current Period>, then Open
e Close Current Period



Run this daily or weekly (optional) or at the end of each month
(Recommended)

Statement Run

@ Customer Statements

Selection Range

{#) Print All Statements From Afc | ____ ; |
) Select Range To Ade i___—i
Detemine PAST DUE balances from :'22;54}5[:.[:.,{ i @l

[] Print 2 copies of each statement

Leave out statements with credit balances
Include Statement Message

[ 1Include Sales Banner

[ Cancel emailing if enabled - print instead.

Prirt statements in alphabetic order

e (Main Menu) -> Reports, Customers -> Statement Run

Sales Reports
Select the reports that you require based on your business activity. Most reports are date
driven and can be retrieved at any time.

e Customer reports
e Supplier reports
e Inventory reports
¢ Invoice Reports

Management Reports

e (Main Menu) -> Reports, Management -> Commission Report
e (Main Menu) -> Reports, Management -> Trading Statement
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(Main Menu) -> Reports, Management -> Debtors Reconciliation
(Main Menu) -> Reports, Management -> Performance Analysis
(Main Menu) -> Reports, Management -> Penalty Interest

(Main Menu) -> Reports, Management -> Critical Events

(Main Menu) -> Reports, Management -> Validate Central Billing
(Main Menu) -> Reports, Management -> Mailing List

Mailing List Options

) Mailing Label File - 403 records

|4 D CHARTERIS & CO | P.O.BOX 134 INGLEWOOD | 53 RATA ST INGLEWOOD "~
ALEZCAHURLEY|P.O. BOX 40 | WHITIANGA | 7 LANDEL PLACE WHITIANGA | =
A1/PUMPS & MOTORS LTD | 6/46 HOBILL AVE | MANUKAL | =
ABOVE GROUND POOLS SALES LTD | 30 PARR TERRACE | MILFORD

ADVANCE POOLS. | 174 CLOVELLY ROAD. | BUCKLANDS BEACH. |

AFFORDABLE SPA POOLS LTD | 70D DERBY 5T. | MERRIVALE [ CHRISTCHURCH |

ALEXIA KYLE [ 401 BARRETT ROAD | NEW PLYMOUTH |

ALL SEASONS POOL CONSTRUCTIN | 83 STATION ROAD | PAPATOETOE | P.O.BOX 12321 PENROSE

ALL SEASONS POOLS | F.O. BOX 12921 | PENROSE

ALLAN FILLERY PLUMBING [ 35 SANDSPIT ROAD. | WARKWORTH.

ALLPUMPS AUCK LTD | P.O.BOX 300-059 | ALBANY | 55A HILLSIDE RD GLEMFILED

ALFINE 5PA’S 1213 BLENHEIM RD. | CHRISTCHURCH

AMETEK SERVICES | P.O.BOX 28 735. | REMUERA.

ANDREW SEGAR | P O BOX 300-020 | ALBANY

ANDREW SMITH | 7 DARWIN LANE | REMUREA |

ANSTIS CONSTRUCTION | P O BOX 31655 | MILFORD | AUCKLAND |

AGUA ELETRICAL. | P O BOX 38 635 | HOWICK | AUCKLAND |

AGUAFLOW SPA & SWIMMING POOLE 18 MACPHERSCON STREET | RICHMOMND | NELSON

AGQUARIUS COMMERCIAL LTD | 62 TI-RAKAL DRIVE | FAKURANGAA | P.O.BOX 51-602

AGUA-TECH INDUSTRIES LTD | 75 THE MALL.. ONEHUNGA | F.0.BOX 12855 | PENROSE

AGQUATECHNICS NZ. LTD. | P O BOX 20626 | GLEN EDEN

ARGON INDUSTRIES | P.O.BOX.135993 | 59 GALWAY STREET | ONEHUNGA

ASHBURTON POOL SERVICES. | 588 EAST STREET. | ASHEURTON |

|ACDOCK Owhil © 10 & DWEGNAE 11 ChIMCKIT | A1 BT AR |

Delete Selected | | Select Al | | UnselectAl | [ dmpot | [ Pt | [ OK

[|l
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Point Of Sale

BN[=1(ES

CASH SALE |OFFICE SALES v| [F5Cheque Detais] [22/04/2004 | )

Payment Type (F7) Payment Made (F&)
ST B Tendered | 0.00| [Anase) Sale
() Cash () Direct Credit _ B
() Credit Card ) Other Change | 0.00| | 0.00]
[ | [F2Search | [ F2Change | [ F4Delete | [ ESCCancel |
Settings

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Point Of Sale Settings

Making the Quick Sale

Select Salesperson

Select GST status

Verify Sale Date

Enter Product Code in the Item field, <KENTER>

OR F2 to Search, select item, Accept

Enter quantity, discount and sell price into the Item Record
Enter text messages if required

Click OK to add the item to the sale

To edit an item on the sale, select the line and hit F3
To delete an item on the sale, select the line and hit F4
Hit F6 for payment details
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Hit F7 for payment type

Hit F5 to enter cheque details
Select Analyse for sale details

Hit Page Down to complete the sale

Reconciling the POS account

Identify the POS A/c number

(Main Menu) -> Customers -> Browse Master File
Find, Select, Display Customer Screen for POS Alc
Select Options or right click mouse

Select Reconcile Transactions

Click on Select All

Match the items as appropriate

When matched balance is zero, select Update
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Advanced Features

Security

.y Enable Security Access

If securty is enabled, a usemame and passwaord
combination will be required to access the program. Each
uger will be assigned to a user group which will determine
the program options available to them.

It will be necessany to set up an ADMIMNISTRATOR user
account and an Administrator PASSWORD. KEEP THIS
PASSWORD SAFE. Use the hint’to ensure that you wil
always know the password Without it, you may be unable
to access the program.

With the Administrator account you will be able to create —
user identities and assign them to user group pemission P

[

USERNAME [ADMINISTRATOR |
PASSWORD Il |
HINT | |

¢ (Main Menu) -> Maintenance, Program Settings,
o Select Security, Manage Users and Passwords

Penalty Interest Charging

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Penalty Interest Settings
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Invoice Mark-up Control

s e A=A
;_ﬂ Invoice Minimum Markup Control

Invoice Marcup Control Farameters

Minimum markup percentage to enforce 0.000

Password to allow ovemriding | |

mE—— e

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Invoice Minimum Markup Control Settings

Inventory Valuation Options

(7] Inventory Valuation Options

Stock On Hand Valuation
) Existing stock will be revalued at cost of goods being received

(%) Weighted average costing will be used when stock is received

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Inventory Stock Valuation Options
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Standard Cost Options

(5] Inventory Cost Options.

File Costs
) Automatically replace Standard Cost with last inwards cost price

{*) Standanrd cost remains fieed unless changed by User

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Inventory Standard Cost Options

Commissions

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Commission Groups

Email Support

¢ (Main Menu) -> Maintenance, Program Settings,
o Select Automated Email Settings

Dymo LabelWriter

¢ (Main Menu) -> Maintenance, Program Settings,
e Select Dymo LabelWriter

46



Promotional Pricing

] 10011 PUMP, FILTER BASE, HOSE & MAC

Commission Group

Normal [COMMISSION GROUP 1 | it
Promotion |COMMISSION GROUF 1 v| arechice
Subfiles

Promational Pricing Customer Groups
Start | EE |EE| S | 80.00 | [#] STANDARD CLSTOMER

[ Cancel ] [

Save

e (Main Menu) -> Inventory, Promotions
e Select Stationery Header Details

Key Account Pricing

e (Main Menu) -> Inventory, Master File (Browse)
o Select Sell Prices
e Select Key Account

Stocktake Sheets
e (Main Menu) -> Reports, Inventory, Stock Take Sheets

Mailing Labels
e (Main Menu) -> Management, Mailing List
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Critical Events Log
e (Main Menu) -> Management, Critical Events

Central Billing Validation
¢ (Main Menu) -> Management, Validate Central Billing

Program Updates

[5] PROGRAM UPDATES

Program Shared Updates Folder

!E:":.F'QEEHF‘F‘S"-.EGOFFIC_I_E"-.LIF‘DATES |
“heck: intemet for updates [ Check shared updates folder ] [ oK ]

e (Main Menu) -> Help, Check for Program Updates
e Select Check Shared Updates Folder

User Registration
e (Main Menu) -> Help, Registration

Reporting Engine Registration
¢ (Main Menu) -> Maintenance, Program Settings,
o Select Install Reporting Runtime Engine
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