sage Pastel Accounting

User Guide




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. Inthis Agreement:

1.1. “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

1.2. “us”, “we” and “our” means Sage Pastel of "Sage (Pty) Ltd.", and “you” and “your” mean the person,
business or company purchasing the Licence.

1.3. the headings are for convenience only and shall not affect its construction or interpretation;

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

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

2. Our Licence to you

2.1. 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.

2.2.  You may Use the Product:

2.2.1. on asingle 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 asingle 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 abureau 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”.

2.3. Inrelation 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.



2.4.

2.5.

2.6.

2.7.

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 naotified 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.



4.  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);
4.2.2. 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.

5. Disclaimer and limitation of liability

5.1.

5.2.

5.3.

6. Copyright
6.1.

6.2.

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.

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.

7. Trademark

7.1.

"Sage" is a registered trademark. Sage 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. 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.

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

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

8.4. 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.

8.5. 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.

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

8.7. 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.

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

8.9. 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

Windows 8

The following are the property of Adobe Corporation:
Adobe Acrobat
PDF

Manual Version
Version 19.1.1 September 2018

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.






Table of Contents

Chapter 1 —WeICOME ..o e e e e enanns 15
INEFOAUCTION ..o 16
The Sage 50cloud Pastel Accounting Range ..........ccceevveeeeiviiiiiiiie e 17

Additional Stand-AloNe ProdUCES .........cuiiiiiiiiiiiiiiieee e 18
SYSIEM REQUITEIMENTS ...ttt enneneenees 19
UsiNg the Pastel HEIP ....vvveii et 20

Manual and Help Have Same StrUCtUIe .........cc.vvvveveeei e 22
NEW FEATUIES ..ottt e et e et e e e e et aeaaees 23

Chapter 2 — Working in Sage 50cloud Pastel...........ccoooeiiiii, 27
Starting Sage 50CIoud PAStel............uuuuiiiiiiiiiiiiiiiiiiiiiiiiii 28
The Sage 50cloud Pastel INterface ........cceeeeieeiiiiiiiiiice e 29

The Pastel DEeSKIOP .....ccooeeeeeieeeeeee e 29
Multiple WINdows and MUILI-USET ........c.ueviiiiiiiieiiiiie e 32
Maintaining Data RECOIUS ..........uuuiiieiiiiiiiiriieeeeieeseeeeeeesesesssaseeereseareeesrerererernrnrnne 34

Z00mM and Add FaCHILY ....o.vveeiiiiiiee e 35

DAtA NI ..t a e 37

[N [0] ST = Lo 1 Y PPPPPRPRPPPRt 38

YNy £ = [ £ N 40

LR LT o Lo il = 011 o S PPPPPRPRPPPRt 41
Transaction ENtry OVEIVIEW .......cooiiiiiieeeeeeee e 44
FOrMS DESIGNET ... 45
FOrMS ASSISTANT ... 47

Chapter 3 — Working wWith CoOmpanies .........cccoivviiiiiiiiiie e, 49
Creating COMPANIES .....ciieeeiieeieee e e e e e e e e s e e e e e e e aaa it aaaeeaasaaanees 50
Backing Up Company Data.............coouviiiiiiiiiiiiii 51

Sage 50cloud Pastel [ronTree Backup ........occvveeiiiiieeiiiiiee e 53
ENSuring Data IOty . ..... oo 54
ComMPAaNY ParaMELeIS ......uu ittt e e e et eeae s 55
User Groups, Users and PassSWOrdsS ..........covvuvuiiiiiieeeeeieciiiees e 57

USEI GIOUPS. ..ttt e ettt ettt e e ettt e e e e e ettt e e e e e e r e e e e e e nennnnn 57

(6 LY £ TS PP P PP PP PP PPPPPPPPPPPRPPPPPRt 58

PASSWOITS ...ttt e e e e e et e e e e e e s et e e e e e e e e nnnrnereeeeeananne 59
Microsoft Office INtegration ... 60

THE CONIIOl CONIIE ..ottt ettt et e e et eaanes 61



Chapter 4 — General LEdger.......cooo oo 63

General LEAQEr OVEIVIEW .........uuuuuiiiiiiiiiiiiiiiiieiiiiaiessssebsesssssssaesssesssesneneseennnenees 64
FINANCIAI PEIOUS ....eiiiieiiiieie ettt e e e e e e eenes 64
General LEdgEr ACCOUNTS .......uuviiiieeeiiiiiiiie e e e s st e e e e e s e e e e e e s snnnraeaee e e 65
FINANCIal CatEUOIIES ......veiiiiiieie et 65
BUGEES ..ttt ettt 67
L (01T £ P PEEP 67
Project Tracker MOAUIE............oiiiiii e 69
Entry Types and Cash BOOKS ..........ccuvviiiiiiiiiiiiiiie et 72
TAX TYPES -ttt 72
Journals and Cash Book Processing OVervIieW...........ccccceeeeieiiiiiiiccicccceeeeee 73
Bank ReconCiliation OVEIVIEW ...........cooiiiiiiiiiiieieiiie st 74
General Ledger REPOIMING ....o.vvviiiiiiieeeiie ettt 76

General Ledger Setup and MainteNaNCe.........c.ceeeviviiiiiiiei e e 77
L 1A 1Y 01 T OO SROPPPPPPPPN 77
=T 10T LSS TUUPPESP 78
1K= D T TP PP UP PP PPP PR 78
TaAX MANAGET ... 80
[ g o o == Te (o] =S PRSPt 83
REPOrt WHEEr Cat@QOIIES ..ocuveiiieiiiiee ettt 83
General Ledger ACCOUNTS .......uiiii ittt et e s 84
L2100 (o= S PPPPPRPRPPPRt 85

General LEdger PrOCESSING .......uuuuuuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiseieaneesaeesnnnnnnenneeeennneenees 86
Journals and Cash BOOKS.........cuuuiiiiiieiiiiiiiiie et 86
Bank RECONCITALION ......vviiiiiiiiici e 90
General Ledger Manager ModUIE..........ceviiiiiiiiiiii e 92
YRAMENU ..o 93

General Ledger REPOIMING . .......uuuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiieinbeeseeeeeseeeeeeeeeeneeeeeeeneeeee 94
[T 010 £ PSPPSR PP PP PO P PP PPPPPPPPPPPRPPPPPRt 94
FINANCIAI RALIOS ....eeiiieiiii ittt e e e e e e e e 95

REPOI WHILET ..ttt ettt et e et e e 97



Chapter 5= CUSIOMEIS ... 103

CUSEOMET OVEIVIBW ... e e ettt e e e e e e e e ettt e e e e e e e e e eaettnaaaaeeeaeeennnes 104
Payment Terms, Ageing, Open Item, and Balance Forward............cccccceeeeennn. 104
(01015 (0] 10 (ST QO 1 (Yo [0 1= PSSR 107
Sales ANAIYSIS COUES ......oeiiiiiiiie ittt 107
CUSTOMET RECOIUS ....teiieiieeeie ittt ettt e e e e e e et e e e e e e e e enneeeeeeas 107
CUSIOMET PTrOCESSING ..evvieeiieiiiiiiieeee e e s e stree e e e e e s e s e e e e e s e st rae e e e s e s ennnnneees 108
CUSTOMET REPOMING .. .eetiettiee ettt e st e e sbreee e e 108

Customer Setup and MaiNteNaNCEe............uviiiiieeiiiecee e 109
CUSLOMET CONLIOL.....eiiiiiiiiei ettt 109
CUSTOMET DOCUMENTS ...t s 111
NOrmMal PayMENT TEIMMS .....uuviiiiiiieieieeieeieeeeeeeeeeseeaeseeessasasssssssssssssesssssssssssssennnnnes 112
Early Payment TEIMS .....ooiiiiiiieiiiie ettt 112
CUSLOMET CatEUOIIES ..t s 113
Sales ANAlYSIS COUES ....uuuiii s 114
CUSTOMET ACCOUNTS ...t 115
Delete Inactive CuStomMers / SUPPLIEIS .....uvvevreieieiiieeeieeieeeieerevevevesesesesesesanennnnne 117
Block CUSIOMErS / SUPPIIEIS. ..ccciiiiiieiiiiieee et 117

CUSEOMET PrOCESSING ... i eiiiiiieiie et e e e e e e e e et e e e e e e eaaannee 118
Y E= Yol g @] 1= N 1= o IO PPPPPPPRRt 119

CUSTOMET REPOIING ...ttt 120

Chapter 6 — SUPPIHEIS oo 123

SUPPHET OVEIVIEW ...t 124
Payment Terms, Ageing, Open Item, and Balance Forward...............ccccvvvvvees 124
SUPPLIEN CAtEYOTIES ..ottt ettt e e bb e e aaes 126
SUPPHIEE RECOIAS ...ttt e e 126
SUPPIET PrOCESSING ... 126
SUPPIIEN REPOMING ..veeee ittt ettt e e e e 127

Supplier Setup and MaiNtENANCE ..........oeiuiiiiie e 128
SUPPHETS CONIIOL ...t e e e 128
SUPPLIEr DOCUMENLS ..ttt ettt e e e st e e e nbbeeeeanes 129
YU o] o] [ 1S L @F= 11 To o] 1 =2 TP PPTTR PR 130
SUPPIIET ACCOUNES ...ttt ettt ettt et e e et e e e st e e e s nbeeeeeanes 131

SUPPIET PrOCESSING ... et e e e e e e aeneees 132
SUPPlEr REMITTANCE ....coiiieiiiiieeie et 132

SUPPHET REPOITING ...ttt 134

Chapter 7 = INVENTOTY ..o 137

INVENTOIY OVEIVIEW ...ttt e e e e e e et e e e e e e e e ra e e aeeaes 138



INVENTOTY INTEGIALION ...ttt 138

INVENTOTY GIOUPS ..ottt ettt e e e e e 139
INVENLOTY COSE PrICES....uutiiiiiiee ittt e e s e e e e s e et en e e e e e s eannes 140
Negative INVentory QUAaNTILIES. .........couiiiiieiiiiie et 141
Fa1Y 2T 0100 Y O | (=T o [ ] =PSRRI 142
INVENTOTY TEEIMS ..ttt 142
SEIlING PriCES ittt e e e e a e e e 144
INVENLOIY JOUINAUS ... et e e e e e e e e e s e e n e e e e e s e ennes 147
Count INVENtOry (STOCK-TAKE) ......ciuuiiiiiiiiie ittt 148
Purchasing and SelliNg ..........oouviieiiiiiiiiiie e 149
AdA-0N MOAUIES .....ceeeiiieeet e e e e e e ee e e e e e e ennnes 153
Inventory Setup and MaiNtENANCE..........ccoviiiiiiiiiie e 154
INVENTOTY SEIUP ...iiiiiitiiie ettt e e e e et a e e e e e e ee bbb aeaaaaes 154
INVENTOTY CAEUOIES. . .eeiiiiiiiiteiiie ittt 155
INVENTOTY [TEBIMS ...t e e e e ee b e e e aaes 156
(1015 (0] 19 1T g = 1 o7 PSSR 159
AdJUSE SEIIING PIICES ...ttt 160
INVENTOIY PrOCESSING ..ovvvviiiei i et e e e e e e e e e 163
INVENTONY JOUMNAIS .ottt 163
Purchasing and SelliNg .......ccuueieiiiiii e 163
COUNE INVENTOIY Loiiiiiiiiiieeiie et e e e e e e e e e e e e eaaa s 166

INVENTOrY REPOITING.....coiiiiiiiiiiiiiie 168



Chapter 8 — Sage 50cloud Pastel POS..........coooiiiiiiii e 171

POINt Of SAIE OVEIVIEW..... ..ot e e e e e 172
Working in Point Of Sale........ccoooiii 176
Starting Sage 50cloud Pastel Point of Sale...........cccciiiiiiiiiiiii e 176

Point Of Sale SEAICH .......cooiiiiie 177

Point Of Sale SEtUP ....cooviiiii 178
SEIUP OPLIONS .ttt et et e e bt e e st e e e abreeee e 178
01Tl g Yo (=T= T @] o] 1o SRR 182
BaCKUP PatNS......iiiieiiii e 183

(@11 [T =T @] o] 1o 1= PSSR 183

POS SHP LOGO .ttt 184

REPOM DIl DOWN......uuiiiiiiiiieieiieeeeeeeeeeeeseeeaeeseaeeeeassseeseesesssaessssssssssssssssssssnsnnnnnnes 184
SUPErVISOr DAasShDOAIM .........uuu s 185

Point of Sale ProCeSSING ........ccovviiiiiiiiiii 186
Process POiNt Of SAIE ... 186
SUPPLIEr DOCUMENLS ... s 187
TOUCNSCIEEN PrOCESSING ..vvvieiiutiiiieitiite ettt ettt 188
SUPEINVISOr CaSh UP ... s 189

OFfliNe MANAGEMENT ......iviiiiiiiiiie et 190

POiNt Of SAlE REPOIS .....uviiiiiieeeieeeee e 191
Chapter 9 = MUILI-STOTE .....ovuiiii e 193
MUILI=-STOre OVEIVIEW......ceiiiieiieeeee e 194
Multi-Store Setup and MaiNtENANCE ............cooviiiiiiiiiiiiie 195
MUlti-Store ProCeSSING SELUD .....cuvveieiiiiiee ittt 195

(0] = 196

USEI ACCESS 10 STOIES ...eiiiiiiiiiiiieieeeteeeteeeeeeeaeeeeeeeaeeeeeeeeeeseeeeeeseeeesseeeeessssnsennnnne 200
MUlti-STOre ProCeSSING .....coviiiiiiiiiiii 201

] (LI I =1 01) (< £ 201



Chapter 10 = Bill of Materials ... 203

Bill of MaterialsS OVEIVIEW........ccoieeiiiiiee et 204
BillS Of MAEITAIS .....eeeieeeeeieiee et e e e e 204

KIt @M COUES ..ttt 205
Manufacturing and Serial NUMDErS ..o 205

Bill of Materials Setup and MaintenancCe .............cccccvvviiiiiiiiiiiiiieeeee 206
Bill Of MaterialS SEIUP .....ccuveiieiie et e r e e 206

BillS Of MAEITAIS .....eeeiiieeeitee et e e e e 207

KIt IEEM COUES ..ttt 209

Copy BOM / Kit €M COUE .....vviiiiiiiee et e e 210
Replace COMPONENES .....cciiiiiiieiiiiie et 211

Bill of Materials ProCeSSING ......ccovvuiiiiiiiii e 212
IMBINUFACTUIE ... 212

Using Bill of Materials Items when INVOICING .......ceveeiiiiiiiiiiiiieeec e 213

Bill of Materials REPOIS ......cciciiiiieeee e 215
Chapter 11 — Serial Number TraCKing........occoovviiiiiiiiiiiie e, 217
Serial Number Tracking OVEIVIEW..........cuuuiiiiiii e e e 218
Working with Serial NUMDErS ... 219
Serial NUMDEI HEMIS ...ooviii e e e 219

Adding and Selecting Serial NUMDErS ..........oovviiiiiiiiiiiiiieieeeeeeeeeeeeeeeeas 220

Serial NUMDEIr REPOIS. .....uuiiiiiiiiiiiiiiiiiiiiiiiii bbb 223
Chapter 12 — MUlti-CUITENCY ...coo oo 225
Multi-CUrrenCy OVEIVIEW...........cciiiiiiiiiiiiii 226
Working With MUItI=CUITENCY .....ccooiiiiiiiieee e 227
SEettiNg UP CUIENCIES ...uuueii s 227
EXChanQe RALES .....oooiiiiiiiiiiiie e 227
Entering Multi-Currency TranSaCtiONS .............eevvvrrerrrereeererrreeerereeesseerererernnne. 228
Foreign Currency RevalUation .............ccvieiiiiiieiiiiiie e 229

Multi-CUrrenCy REPOIS .......ccoeiiiiiiiiiii 230



Chapter 13 =Time and BilliNg ..o 231

Time and BilliNg OVEIVIEW........cooiiieieieeee e 232

Time and Billing Setup and Maintenance ... 233

Time and BilliNg SEIUD ......vvviiiiiiie e 233

ACHVITIES ...ttt 233

EMPIOYEES ... 234

Time and Billing ProCeSSING ... cccicceiiiiiiiee et 235
TIMESNEELS ... 235

TIMESNEET INVOICING ...eeeeietiei ettt 235

Time and Billing Credit NOTES ........cviiiciiiiiie e e 236

Time and Billing REPOITS ......cooiieeeeeeeeee e 237
Chapter 14 — RECEIPTIING ...ccoe e 239
Receipting OVEIVIEW .......ccooiiiiiiiiiiie 240
WOorking With RECEIPIING . ....uuuiii e e 241
Setting UP RECEIPIING .. .uuue s 241

ProcessiNg RECEIPLS .....uvviiiiiiiee it 244

(DT o L0 L] L N1 ] = U | PP PPPRPRt 245

RECEIPIS REPOIMS .ueviiiiiiiiiiiiiiitieieeieee ettt eeeeeeaeseeeseeseessaassesssssssesssssssssnsnnnnnnes 246

Chapter 15 — Sage 50cloud Intelligence Reporting .........cccooeeeeeeeeieeeeeenen. 247
Sage 50cloud Intelligence REPOITING.........uuuuuuuuumiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieiieeeeeees 248
Working with the Sage 50cloud Intelligence Reporting..........cccoeeeeeeiiiiiiiiinnnn.. 249

WY EXCEI? ...ttt ettt ettt ettt 249

[ = Tt 1] o I - = U SRR 250

Standard Reports and TeMPIAES.........ccviiiiiiiiieiiiiee e 253

Chapter 16 — Bank Manager ........ccoooeieiiiiieeeeeeeeeeeeeeeeee e 259
Bank Manager OVEIVIEW............couuuiiiiiiiii 260
Working with Bank Manager ..o 261
Download the Bank Statement .........cc.vviiiiieee e 261

Importing the Bank Statement ............ooiiiiiiiiiiie e 263

Editing TranSACHONS ......oviiiiiiieei ittt 265

The SUMMATY BULION .....oeiiiiiiiiieeie et e e 269

Moving Transactions from Bank Manager into Sage 50cloud Pastel............... 269



Chapter 17 — Debtors Manager.........coooveieiiii e 271

Debtors Manager OVEIVIEW ...........ccooviiiiiiiiiiiiiii e 272
SYStEM REQUIFEMENTS .....eiiiiiiiiiieiiiie ettt 273

Starting Debtors MaN@AQEL.........uuuiiiieee it et e s e e s eraaae s 273

Debtors Manager FEAtUIES .........ouuiiiiiiiiee et 274

Chapter 18 — CoNNECEA APPS oo oeiieeieeeeee e 280
CoNNECtEd APPS OVEIVIEW......uuiiiiiiiiiiiiiiiiiiiititieiieesese s esseennsesnneennnnne 281
Chapter 19 — Sage 50cloud Pay ...........ouciiiiiiiiiiiiiicie e 282
Sage 50¢loud Pay OVEIVIEW ........ciiiiieiiiiiiiiee et e e e e aaanens 283
Chapter 12 — Scheduled INVOICING ......uuuiiiiiieiiiiiicee e 284
Step 1: Creating a Recurring INVOICE...........coeeiiiiiiiiiiiiee e 285

Step 2: Creating @ SChEedUIE .........uuuiiiiiiiiiiii e 286

Step 3: LINKING CUSIOMEIS .....uuuiiiiiiiiiiiiiiiiiiiiiiiiiii i 288

Step 4: Creating INVOICES .......uuiiiiiiiiiiiiiiiiiiii i eeeneeeenee 291



bbbl

Chapter 1 — Welcome

Introduction

The Sage 50cloud Pastel Accounting Range
System Requirements

Using the On-line Help

New Features in this Version



16 e Introduction Chapter 1 — Welcome

Introduction

Welcome to Sage 50cloud Pastel Partner! You have chosen one of the most flexible and easy
to use financial products available.

This user guide introduces you to Sage 50cloud 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 several areas.

In the final section in this chapter, we look at the new features in Sage 50cloud Pastel Partner
Version 19.

This user guide is a Sage 50cloud 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 Sage 50cloud Pastel Accounting Range

The Sage 50cloud Pastel Accounting range has three products:
e Sage 50cloud Pastel Partner

e Sage 50cloud Pastel Xpress
e Sage 50cloud Pastel Xpress Start-Up

Sage 50cloud Pastel Xpress Start-Up is identical to Sage 50cloud 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. Sage
50cloud Pastel Partner contains the same modules as Sage 50cloud Pastel Xpress, although
there are many enhancements within these modules. In addition, Sage 50cloud 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.

Sage 50cloud

Intelligence Reporting 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
Manager accounts.

The Inventory module is where you do most of your processing

Inventory work if you 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
(Warehouses) stores.

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

Offline Processing network connection.
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This lets you print receipts and simultaneously update the cash

Receipting book

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

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

We look at these modules in more detail in this manual.

Sage 50cloud 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

Several other Sage 50cloud products work with Sage 50cloud Pastel Partner:
e Payroll

e Fixed Assets

e Contact Management

eBusiness & eBilling
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System Requirements

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

HARDWARE
Minimum
Recommended
DVD Drive
RAM

Minimum

Recommended

Workstation Server
Single Core 1 GHz Single Core 2 GHz
Dual Core 2 GHz or higher | Dual Core 2 GHz or higher
Required Required
2GB 4GB
2GB or higher 128MB per simultaneous user who

accesses the system

SCREEN RESOLUTION

Minimum

1024 x 768 1024 x 768

OPERATING SYSTEM

Supported
Operating
Systems

Windows 7, Windows 8 Windows 7, Windows 8, Windows 10,
and Windows 10 Windows Server 2008 R2, Windows
Server 2012 +

—

Microsoft Office integration and email functionality requires you to have
Microsoft Office version 2000 or above installed on your workstation.

Windows XP Operating System - NO LONGER SUPPORTED

Microsoft will no longer support Windows XP Operating System. This
means Windows XP users will not receive Microsoft software updates,
including security updates that help protect your POS system from
viruses, spyware and other malicious software. If you are currently
operating Windows XP Operating System, we recommend you move to
a supported operating system, so you can continue operating in a
secure environment. In moving to a new operating system, if your POS
system also runs in Windows XP, we suggest you contact your primary
support provider to discuss compatibility of your POS system with the
new operating system.
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Using the Pastel Help

The help file only installs if you have selected to install it. If the help file has not installed, you
will receive the following mesSage 50cloud when you press the F1 key. Click on the Yes button
and the help file will install.

Pastel Help

The Help File appears not to be installed. To install the Help File, the
installation can be downloaded or run from the DVD.

Would you like to downlead and install it now?

Yes Mo

You access the 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.

You have an option to access the online help file. Go to Help...About from the main menu and
tick the check box Use Online Help Centre. To use the online help, you require a constant
internet connection. If you do not have an internet connection, you will be directed back to the
built-in help file.

¥ Use Online Help Centre. Current language in Pastel | English ~

Colour Themes | Sage Theme w

Here is a typical help screen:

) [F= ETE %
o S o
Back Pt Opsers
Zorterts | ipgex | Seavch | Favones | | The Pastel Desktop
Getting Started - |1
Waorking in Pastel 3 | Once you login to & company, the

| Pastel dedhtop displays. You can reslie
the desktop in the same way as any
other screen in Windows.

7] Weeking in Pastel
(7] Starting Pastel
7] Registering Your Product

(3 The Pastel Goshtop | The work area is where functions

. display whan you select them, When
,11 you sefect a function to wie, the

{3} Menus and Tookar system displays the function in its awn
) systam Mavigator | window in the work area of the Pastel
7] Pastel Explorer - | deskinp. You can move thess windows

« m »

| around within the desktop, If thers 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.
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The Index tab lets you enter keywords, and shows topics that contain a key word:

JREESE - S ‘i’cn‘ [ Szl
Trnonide heymeeia s

LA

B2l Muicride Cozrmew
Cartavar Cheetew
Gevrerel Lavkpss Dwprdee
Irsertory Coerden
Nt Curarey Deardps
Nadti S Ovarvae
Print ot e Ueandow
Regant Moites - Dwpodew R
Sorel Kurbsr Trazkrg Ceaniesw
‘Ao v
Tonr avd 2o Duveen

sazer doe beormact

Fater Srde daktant

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.

In the Search tab, you enter a word or phrase:

. "

’

’5{—§- = = ﬁﬁ =
& 5
Back Pt Qpoors
Corterts | fggex  Semch | Favoges | Customer Prices 8
Tyom m the keyaoed 1o nd
by " In addition to the 10 standard item-
) based seling prices, you Can have:
et Topics o Speciic paices per customer per
Wwentory Item.
e L] Am;h’wmrewaomm
Customer Overview N based prices per customer
Catagory per imentory group.
- 5
E\:QM ‘.m:d g > You maintain these price mechanisya
In this function,
__]Dliv For details of the systems sefing price -

topic content.

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

.

m

7 e |
- & o
Back Pt Qpoors
Cartera |l | Semcn Fevomes | ZALEET, Emaiting,
Toocy Viewing, Exportin
Customer Pces g’ !

- When you choose 2 repart va the Yiew
menu, the system displays an options
window in which you cen chooss how

- ¢ W0 run the repart, For detalls about
this, click here
Berave Qusctay The first option in any report & the
Cyrent sope Print To cption. You use this option to
e - . = specify whees 1o output the report. In
I ' this section, we Jook at this option,
Aad aa

’

contents.

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

To remove a topic from the Favorites list, select it and then click the Remove button.

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 are available in Sage 50cloud Pastel:

Office 365 integration

With Microsoft Office 365 Business Premium you will have the opportunity to integrate Sage
50cloud Pastel Version 19 into Office 365.

Sage Contact

With Sage Contact, you can synchronise your Sage Pastel customer and supplier accounts with
Office 365 Outlook. In Outlook, you can view a customer’s balances and simultaneously send a
customer an email. This does not require you to switch between Sage 50cloud and Outlook.
You can update the customers’ contact details while in Outlook and the updates will be pushed
into Sage 50cloud. View the last 5 Invoices & payments with Outlook; no matter where you are
(desktop, cloud or mobile) you have all the information you need to quickly & efficiently connect
with your customers.

Sage Capture
Go paperless and never lose a receipt again by photographing your expenses with Sage

Capture, saving them to One Drive and posting transactions to your Sage 50cloud... all from
your mobile or tablet.

Direct Bank Feeds
Get accurate view of your cashflow with Direct Bank Feeds + Enhanced aggregator connections

to your Bank flowing directly into Bank Manager. ABSA Bank will be the 1st Bank to directly
feed bank statements straight into Bank Manager!

Cloud Storage & Backup

Sage 50cloud automatically backups up to the cloud and notifies you of any problems. The
process is simple and customisable to suit your requirements.

Enhanced search for customers, suppliers and inventory

The new search function is available for customers, suppliers and inventory search. When you
search for the first time, you will receive the following screen, you can click on the Yes button to
use the new search or click on the No button to continue using the current search feature.
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Custormer 5earch

The new enhanced search feature for Customers offers faster
and more powerful searching, specifically for large numbers
of customers. It can be turned on or off at any time in
Setup...Users/Passwords.

Would you like to make use of the enhanced search feature
for Customers?

This new search function allows for a more custom search and not only a search on specific
fields like code or description. The new search function will search on multiple fields
simultaneously.

When you enter a character in the Search for field, click on the tick or press Enter on the
keyboard and you will start your search. You can add characters in the Search for field to
narrow down the search.

If you enter a number and you have multiple entries with the same number, eg barcodes and all
the fields start with that same number, then all your items will display in the search.

You can drag the columns left and right to rearrange the order of the columns to have the
description column display first then the item code. If you rearrange the columns and want them
to return to their original state, click on the Restore Grid Layout button in the menu bar. This will
restore the columns to their original state.

Each column can filter from A-Z, Z-A or 0-9, 9-0. Click on the column heading to change the
display order.

Each column has a filter icon in the top right corner. When you have multiple items that belong
to the same category or there are multiple items with the same item code or description, click on
the filter and select the Item Code, Description or Category. Only these selected items will
display to reduce the number of items in the search.

If you have multiple stores, select an item then click on the Show Store Details [+] button from
the menu bar. This will expand the item and display the store that the item is located at. Once
displayed, the quantities on hand will be displayed with the pricing and bin of the item. Multiple
items can be selected to display the store information. To close the stores, select the item and
click on Collapse Store Details [-] or click on the Collapse All Store Details button to close all the
stores that are displayed.
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Once you have selected an item, you can click on the Enquire button or press F5 on your
keyboard for more information on the item.

Delete Inventory Assistant

Quickly identify & delete inventory items that are no longer in use. The system creates a
replacement item which will be used for history purposes when you want to re-print an older
invoice. Iltems can only be deleted if the following conditions apply:

° Zero quantity on hand
° Item not in a snapshot
° Item not in a document

New Assistants

A step by step indicator displays to show the progress and exactly where you are when running
one of the many assistants in the accounting package.

Function
Period

Invoice /
Inventory

Open ltem






Chapter 2 — Working in Sage 50cloud
Pastel

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 Sage 50cloud Pastel
The Sage 50cloud Pastel Interface

Transaction Entry Overview

VoLl

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 Sage 50cloud Pastel

Sage 50cloud 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 Sage 50cloud 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 Sage 50cloud Pastel, choose the Sage 50cloud Pastel icon in the Windows Start menu,
in the Sage 50cloud/Sage 50cloud Pastel group. You can also use the icon on the desktop.

Once you start Sage 50cloud Pastel, you need to select a company to work in:

Open a Company x

Cancel
Manage

Add Company

CAPASTEL 19\_DEMC

[T Dpen Last Used 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.

The password for the _Demo company is: demo
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The Sage 50cloud Pastel Interface
The Pastel Desktop

Once you login to a company, the Sage 50cloud Pastel Desktop displays. The menus and the
toolbar display at the top of the window. The toolbar icons are as follows:

Schhmese Sekes | 0OV

o

W CHANGE  WTLP UTRITY  WNDOW. FesDURTES 6P

W E L

Hd ¥ 028 09020900

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
File

Edit

Process

View

Change

Setup

Utility

Window

Favourites

Help

What it Does

This deals with companies as a whole. You create, open, and backup
companies via this menu. You also set up printing.

You use this menu to maintain database records such as general ledger,
customer, supplier, and inventory records.

You use the process menu to enter transactions into the system.
You produce reports and perform on-screen enquiries via this menu.

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

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 integration tools.

This window lets you select and arrange windows when you open more than
one function at a time.

Add your most used processing options to the Favourite menu option for easy
and quick access.

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 Sage 50cloud Pastel functions using two other
navigation tools. The first is the System Navigator. This shows each program function in
accounting module sequence:

Customers Suppliers Inventory General Ledger Admin

Maintain Setup / Housekeeping

Time and E! illir

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.
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The second navigation tool is the Sage 50cloud Pastel Explorer:
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records.

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

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.

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.
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Multiple Windows and Multi-User

Sage 50cloud Pastel lets you open multiple program functions at once. Each program function
has its own window within the Sage 50cloud Pastel desktop. This can be very useful. For
example, you can leave enquiry and report windows open and rerun them at any stage:

) Scrvmene Seben |_DEMOY

FLE DN PROCESS WEW CMANGE MTUR  UTRITY MMOOW  FewOumtis e
. EEDa . i 200700
wm ERUOETIE e @ 20070
B 2 S R R

LR 191 s At ot

oo | B
Man d .._‘

B2 Tupe Nrrotl bt bty

5.‘

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.
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There are, however, some restrictions as regards multiple window uSage 50cloud. 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
Sole Access Access mode. If you open a window that requires Sole Access mode, no
Mode other user can work in the company at the same time. You also cannot

have other program functions open on your Sage 50cloud 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

Update Mode edit that master file record. If another user attempts to open the record,
they will receive a mesSage 50cloud that another user is locking the
record. You should therefore not leave master file edit screens open on
your system.

Some operations, mainly financial reports, prevent any updates from
occurring. For example, while you print a trial balance the system cannot
Stop Update allow another user to update batches. If the system allows an update to
Mode proceed, the trial balance can print incorrectly. The system issues a
mesSage 50cloud to the user attempting to update, and the user has to
wait for the report to complete.

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.

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.
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Maintaining Data Records

Every time you work in a Sage 50cloud 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 Sage 50cloud 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:

Edit Gemeral Ledger Accounty = X

[+ 4 B Q G & 4 4« » »

a3y Lar Delets Lave Rejert  Seatt Cooe Hame it Moy fhent Lest

Mam Accourt Number

Sub Account Number X Slocked
Account Descrgtion ey
Control Accouet Sevwentory Group Cantrol or Receipt Analysa Cade Control Accaunt

T Year .
I Lt Yo Balance
!

2 R-350.00 R-350.00 R-20,

3 R-17476.72 R-7.82672 R-20,

4 | B TR R-20

5 R-1TABT2 R-3.050.00 R-3,050.00 £-20
-] R-12.000.00 | R-25 K672 ®-3,050.00 R-20,

4 R-2%028.72 3050 R-20

. R-290672 R-3050,00 R-20,

- R-29 126,72 R-3,050.00 R-20,

L) R-29.82672 £-3.050.00 R-3,
n R-2O8 72 R+3050.00 R0
12 | RN R-3,100.00 R-4, 150,00 L& S
< > _]

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:

Account Reference
| JMNLOOZ34

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:

General Ledger Zoom ...Done X

Zoom Sequence

" Account " Description + Ext Ref. Zoom From l:l sl = S
Find Close
E;Eerrr;lce Account Description Financial Category
1000/000  |Sales Sales
1200/000 Consulting Other Income
1300/000  |Online Support Other Income
1400/000  |Telephonic Support Other Income
2000/000 | Cost of Sales / Purchases Cost of Sales
2100/000 Inventory Adjustment Cost of Sales
2150/000  |Inventory Count Variance Cost of Sales
2200/000 Purchase Variance Cost of Sales
2400/000  |Recovery Account Cost of Sales
2400/010 Labour Cost Manufac Variance Cost of Sales
2400/020  |Direct Cost Manufac Variance Cost of Sales
2400/030 | Other Cost Manufac Variance Cost of Sales
2700/000  |Discount Received for Cash Other Income
2750/000 Interest Received Other Income
2800/000  |Pft/Loss on Sale of Mon Current Assets Other Income
2850/000 Bad Debts Recovered Other Income
2500/000  |Sundry Income Other Income
3000/000  |Accounting Fees Expenses
3050/000  |Adwertising & Promotions Expenses v

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>.
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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:

[ ate
0/03A7 -

4| HMarch2mz ]

6 27 22 1 2 3 4
5 B 7 8 9 10 1
12 13 14 15 16 17 18
19 20 2 2 23 24 25
26 27 28 29 30 F 1
2 3 4 5 B 7 8
=5 Today: 2016709712

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:

Reference Credit

J9876
J987E

Date

17/04/14
17/04/14

Account

1000000
12004000

Per

04 -
04-

1 R100.00

2

Adjuztment

Adjuztment

Description Debit
R100.00

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 | UszerDefined | Balances | Mates
Statuz Entry Date | Action Date | Subject Linked File

Clozed 03/04/95 | 09/04/99 | Outstanding Payment

Clozed 12/04/93 | 12/04/93 | Papment 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.
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The note maintenance screen looks like this:

Note Categery
Code

Cescrption

Link to Fie!
Subject
Entry Date

Action Date

Status

Urinte > A

o M O

Customen

A G Consultants
r

200818

Pejet

eah

B

Hast Last

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:

Detrtr i v Cunasomers | Supplert Armstant  Sobe AcCesi Mode

(hense the Opevation to Pertnem
e Setect Options Thaa Assistant heipe you ta delete nactive O unneeded Cuslame : and

upphers Befoe Jeiete an aCCOWRE, (€3 Bslance st be 2on. Pastel
Sechs they, and will ot detete on acoos wihech hes 2 balance i you hawe o

tartmer mhe e nat padd yow 3md youU sh tT delete the tuTtomer yuw weil

hove to mmamaine the Ealarc e out Seforeand
Please evare Pt yoo have 8 Lachup of your et Aata Bebore rou ste Tha
Asnatant Changes you make mow Jre nat reverciie To muie 3 Sackug mow

check the Sackug button

You cem deiete cuntoemeny o uppliery Plese choose one and then cuk the
Nme tuftan 10 cortinue sth the Anatant

* Detere Cutomes

Deset= Sugghen

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 Sage 50cloud 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:

Printer / Fonts Setup X

Customers Suppliers Inventory oK
Reports Ch
po! sques Cancel
Select Printer
Printer (Default) Set Printer
Select Font
Main Font Arial 8 Set Main Font
Title Font Arial 8 Set Title Font
Print Options

% Portrait (Normal) " Landscape (Sideways)

[™ Get Paper Size Directly From Printer
[™ UseBold for Break Level Headings

[V Printin Colour from Preview

Copy to All Users Copy to All Tabs
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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.

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:

GL Detailed Ledger X

Print To Screen ~ o
Use External Reference r Cancel
MAccount Start |DDD1 | Help
Account End |9999 |

Sub Account Start |DDD |

Sub Account End |999 |

This Year Ird

Period Start 01 - 01/03/16 - 31/03/16 March b

Period End 12 - 01/02/17 - 28/02/17 February b

Each Period Separate -

Main and Sub Account Mames r

Use Foreign Currency -

New Page per Account/Item/Type -

EBlocked / Unblocked Unblocked only e

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

Levan L

0 Dewedt Letye TLENN = TRETT
Dwn Lowy T Urwwes

AL e
Upemo Sewrct annividen
WEAW. e

Coang bmancs asat s

ACren
ITOUNE  Memeieg (e ATIRSST
ITRUN  Aemping e ACIESS
e

ﬂ—‘ Bwaece annioiEUN
i Benger; inaw

moevw ! € rmeey
25 500004
ALl
NIREN MRS WhGw iy
Tehve

ATl owee G0V
Cawtwing S0

Ll IANCE ALIADT
P il
wTaan

N N e S o A R N

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.
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.
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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.
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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 Utilities...Forms Designer menu option:

= Pastel Farms Dessgrer - (Pactel Forme Desgrer - bsvoice| (=] x

File Edt YVew Imant Formst Windoe Hep

D-USl £ @psugl WS : ~3 @

" ham® o
RS NS TR RN Y IR A T R, L - S | ] 1w R R e 144gmeg Lurertidrount| -

bgurg [erns <1 Prcurt|

J‘ Pogettastn * [gmeg Tewns s2Pawunt)
Gomeg Teans «Bhnound|

= Jagerg T ares «éPrcurt|

Corpany FtITTEoT T N0OnOe: Formmsm A0 t fgerg Told
0 O
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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.
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Some uses of the Forms Designer are:

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.

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

You can change the layout to fit it onto any pre-printed stationery you may have.
You can print barcodes on inventory labels.

If you use Foreign Currency you can include a field indicating the local currency value.
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Forms Assistant

The Forms Assistant lets you modify your standard documents to a pre-loaded document. With
the Forms Assistant you can change the colour of the standard document layout to a variety of
pre-loaded colour documents. You can also add your company to the new document from
within the assistant.

You access the Forms Assistant via the Utilities...Forms Assistant menu option:
Emailed and FDF Documents

Your current forms display in the Current Form Layout drop down. An enhanced layout can be
selected from the Mew Form Layout drop down. Once applied, forms can be edited using the
Forms Designer. Click on the form to preview it. Click Mext to continue,

Current Form Layout Mew Form Layout
{CSDOCPDFSP.ENG P ProgressBlue -
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Original Customer/Supplier Document, Emailed and PDF, Plain Single Sheet







Chapter 3 — Working with Companies

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.

Creating Companies

Backing Up Company Data
Ensuring Data Integrity

Company Parameters

User Groups, Users and Passwords
Microsoft Office Integration

A

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

Sage 50cloud 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 Sage 50cloud 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 like 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:

. Vier Compon, Marme

<l Demnc Mathod
) Cum ¢ Use Setug Assatant
Cogry Another Campany

tart Phew Compan

Craste o Jochug

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 falil 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.
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All backups will have a date stamp and version stamp in brackets for version control.

Mame : Date modified Type Size

_Demo 2017/09/15 3:08 PM  File folder

Custom 2017/08/18 3:47 PM  File folder
E;,.L _DEMO{20170004_0852_F¥2017_V18.0.1).zip 2017/00/04 8:52 AM  WinZip File 1968 KB
at _DEMO{20170904_0855_F¥2017_V18.0.1).zip 2017/09/04 8:35 AM  WinZip File 1967 KB
E;,.L _DEMO{20170005_0846_FY2017_V18.0.1).zip 2017/09/05 &:46 AM  WinZip File 1972 KB

To backup via Sage 50cloud Pastel, choose the File...Backup menu option:

Yerdy Mathod Whese to Backup to - |
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Images =) Custom
M Backup images

Dvd you imow that Paste! irontree provides 100°% secure ondine backupt, @ simple
regetration process, simple mstallabion, sffordable pricng and secure hosting? For
more information go to

wwan cattehrortres (C 22

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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Sage 50cloud Pastel IronTree Backup

Note the message about Sage 50cloud 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...Sage 50cloud Pastel IronTree Online Backups menu to access and use
Sage 50cloud Pastel IronTree.

Please note that Sage 50cloud 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 Sage 50cloud 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 Sage 50cloud Pastel IronTree provides you with the ability to do an offsite backup of ALL
your critical data in a 100% secure manner automatically.

e Sage 50cloud Pastel IronTree provides 100% secure online backup, a simple registration
process, simple installation, affordable pricing, and secure hosting.

e Sage 50cloud 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 non-existent!

e Sage 50cloud Pastel IronTree's backup technology has been in use internationally for
years. Sage 50cloud 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 Sage 50cloud 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 Sage 50cloud Pastel IronTree 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.

Sage 50cloud Pastel IronTree 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.

Sage 50cloud 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:

Setup Company Parameters - Sole Access Mode X

Settings Formats Multi-Currency  Time and Billing

Company Details

MName Contact Name

| Software Sales | |

Trading Mame Contact Surname

Email
Address |
PO Box 731393 Telephone 1
Sandton |
2146 Telephone 2
South Africa |
Mokbile Phene
Information VAT Registration Number
Sage Technolegy Park
102 Western Services Road Registration Number
Gallo Manor Ext 6 | I 7
2191 |Tax Reference Number

Haome Currency for Office 365
South Africa - Rand (ZAR)

Cancel

own document numbers.

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

to find the relevant help section.

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

Company  Settings '\_Fq-_[[!]__ Multi-Currency  Time and Billing

General Ledger Amount Format

& Full Stop as Decimal Separator 1000 | Decimal | Currency Sample Number

Separator [ Digits | Symbol

" Comma as Decimal Separator

Date Entry Format

Sequence Separator Year Sample Date
= DMy Separator & Short Format (YY) 31/12/01
MDY " Long Format (¥Y¥YY)

 ¥YMD

Age Balance Forward Journal Credits

" From Oldest Down & In The Period They Were Processed In

Default Email File Format
7 Use HTML * Use PDF
[ Store Electronic Documents

Location:

[ Display Drilldown Text in Blue

Specify how to enter and display numbers and dates.

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 = Settings Formats ~ Multi-Currency Timeand Billing = Faxing

Faxing

Username |Usemame |

Password | |

Important Information on Pastel Faxing:
Pastel Faxing is a pay per fax service including a minimum monthly fee.

Once you have registered for cutgoing faxes, a Fax option will be available on the Print To list
when printing or viewing any Pastel reports, documents and staternents,

Each time a fax is sent out of Pastel, a fax transmission report will be sent to the email address
that you entered when registering for faxing. An option to send the notifications to an
alternative email address is also available on the Pastel Fax website, Sent faxes and notifications
are also available to view on the Pastel Fax website.

www.pastelfax.co.za

A cover sheet will be included with all faxes that you send. Infermation included on the fax
cover sheet is the recipient's name and fax number, your company name and fax number, as
well as the body text entered when sending the fax.
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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:

Setup User Groups - Sole Access Mode X

Groups Full Accounting Options -
= — oK
Copy from Group | |Supervisor v -

1 Supervisar

7 View Only Delete Full Accounting Cancel
i E:l‘;;icg:t::r;g Int Rep Access for Full Accounting

5 No Update of Batches Menu Access for Full Accounting

6

7 Process Options for Full Accounting

8

9

10

i

::g Processing Stores

14 Default Store JHB

15 Stere Access for Full Accounting

16 v

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

Supervisor

View Only

Full
Accounting

Update
Batches

No Update
Batches

Users

of

What it Does

A supervisor user has full access to every function in the system. There
must be 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 and enquiries, but they cannot add, edit, or delete any information.
You cannot modify this user group.

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 setup menus, create new companies, and so on.

These users can enter transactions and updates batches. They do not have
access to higher accounting functions.

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

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

v/ Ponvaanmids  Sasbe Adt ons Mude

“eee

YA

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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Passwords

All users in Pastel require a password to log into a company. There is an option to force strong
passwords or not to force strong passwords.

If you select the option to Force Strong Password, all passwords then need to have the
following characteristics:

e Minimum of 8 characters.

e Must be upper and lower case.

e Must contain at least 1 number.

e Must contain at least 1 special character.

With passwords you can:
e Limit access to authorised persons only.
e Limit each user to specific functions.
e Allow simultaneous access to the company by more than one person, if you have a
multi-user license.
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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:

Chapter 3 — Working with Companies

Menu Option

What it Does
MS Outlook - Export Thls lets you export email addresses from the system into
Microsoft Outlook.
MS Word - Mail Merge This lets you create mail merge files from your company
data.
MS Excel - Data Analysis Ef}:lcsetlaxports information you specify directly into Microsoft

MS Word - Create and

This lets you write letters and/or design labels that you can
Manage Letters and Labels

print 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 Sage 50cloud
Pastel database fields as Word merge fields:

Ml W90 = = 5 B
B v e imeis  Beennces | St | e view  dsstin & @
3 28 St Mail Merge A 2 Addoen tiech - . N
B setect Becpients - ! 2 Greetng Lne -+ v
e Higrght 4 Memen  bimmh &
W CORRecipient Lt | parge Patcts 8 Insert Merge Fietd Y Menge -
AaM Marge ¢ & inpest Flesct fini
) e oot : i i s 7|
-
R
| ——
Trvert Marge Field R )
P
Aot Peicy @ Datashase Pelcy
sAccount_Nos
Name: T -
’ o Tave
Adwm e
Adoress e 2
Ldaress_joe 3
Advess_ne 4
Adoeis _joe_ 5
Cordact Mamw
Crecht_Lme
Fax %
Telephone_Na
Das_Date
Aged_ 120
Aged %0
Aged &0 >
| Mwehneids,., | | Jwert | | cwesl | g
.
.
L/ *
Page 1ty LS Emmug 3w e (=) %)

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
guotations, invoices, and notes.
Financial Category This monitors a total of a financial category such as Bank,
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 This monitors the current quantity on hand for a specific
Balance inventory item.

Inventory Quantity This monitors the daily quantity movement for a specific
Movement inventory 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.
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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 of
ways:

e |tcan issue a message on the workstation on which it is running.

e [t can send an email to an email address you specify.
e |tcan send an SMS message to a mobile phone that you specify.

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 Took Window Help

!nnotn!hm i3l

0308 M;Ndo o hwu—d [Ovedn  JALCADC  Acotunling Scllmde Nurbw of uaws

1608/ | Suppher Notelobadcsoned  [Uverde  [COMO0T  Conplate Computer Supchers Fay Goods

2200595 | Cuntomet Nole to be Achoned | Dverdue tllDﬁth _Bond Nr James Quctaion

_ mmummumm (Oveedue  [MOPN/DOT EPL 17inch SVYGA Maondo Ol Sk |

| NA7X7 | Custome irwoece {Overde  |ABBRI ook Lesded IN100016 | R3470.00

0R12007 | Suppher limvoce 10 Py |Ovardin RARDDT Hand Ditving Congrdass PN1000G | Re76. 78200

NAANE | Customerrvoce {Ovahee  (ALLODT  AMoce _IN1COMT7 i | A5.100.00

2TNBN8 | Sabes Dacme to Dalrew [Dvaedw | BONOD Bond MrJamws 10100001 mumsu

2705008 | Guorabon Evpang [Overdue  [SNICD ‘Smah M1 John |Qu10000 | A3A00
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JINA08_ [Cutomeckwoice  |Ouede  [CASH CASHSALESACCOUNT ~  (IN0O0X) | 2 R3AN0

G0 | Curtomecirwvaice {Overde |ABBO2) ok Lavdesd IN100318 ‘ 71046000

JENE | Cuttone Irvokcn Dvahwe | CASH CASH SALES ACCOUNT IN1001S { R342000
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03068 | Sappier Invoes 1o Pay Overhn  |HARDD | Had Driving Comgrdees PH100004 | R255000
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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.
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In this chapter, we look at general ledger processing. Many
general ledger elements, such as periods and tax types,
apply equally to other modules.

—

Lol

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.
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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.

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 There is 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.
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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:

Budget .
Type Details
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
Next Year | copying combinations of other budget and actual values, by entering individual
Budgets budgets for 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.
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To work with projects:
e You create and maintain projects.

e When you process transactions, you can allocate the transaction to a project.

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:

Method How it Works

This is the usual method, which you use if you purchase items for
Automatic stock. When you process a purchase, you do not enter a project -
Allocation of Costs | you do not know at that time which project to use. Instead, you
to Projects at Time | enter the project when you process the sale. The system uses the
of Sale item's average cost as the cost of the transaction, and the selling
price as the income.

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.

Allocate Costs to
Projects Yourself
at Time of
Purchase
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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.

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

Edit Project Groups X

Project Groups

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

Using Project Groups:

Example of gecgraphical project . . . .
If you wish to use Project Groups, you will need to set them up and then link the

groupings: !
groups to each of your projects. Once you have set up your groups, you can run a
) project report for one or more projects, or for one or more project groups. You
& Coluntr_\,r:. South Africa can have up to 10 project groupings. Unlimited greup descriptions can be created
- City: Johannesburg for each project grouping. As an example, you could set up a grouping called
- Project 1 Products and add as many product descriptions as you may require. These
02 - Project 2 descriptions would represent each product you wish to link projects to.
Bl City: Durban
03 - Project 3 An example using geographical project groupings:
04 - Project 4

You could set up project groupings called Country and City. You would then
enter the descriptions for each Country and City. These descriptions could be
South Africa, United Kingdom and Australia for the grouping Country and
Johannesburg, Durban, Manchester and Sydney for the City grouping. When
running project reports, you could select to run reports for one or more projects,
"""" City: Manchester for all projects linked to, for example, South Africa or all projects linked to

B Country: United Kingdom
Bl City: Liverpool

Bl Country: Australia Johannesburg.
------- City: Perth
------- City: Sydney Click the Start button to create your first project grouping and add your group

descriptions.

Cancel

Help

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.
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Project budget can be very useful in controlling the performance of the different projects and
projecting future budget costs.

Project Budget Assistant

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

You can perform the following cperations on budgets. Please choose one
and then click the Mext button to continue with the Assistant.

+ Copy or overwrite current budget or next year budget values with
actuals or other budget values, optionally adjusting and / or rounding
the values at the same time

" Adjust and / or round current budget or next year budget values
" Enter and / or edit individual account budgets
" Make a printout of the budgets.
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The different reports available with Project Tracker are as follows:

Project Report

List projects

Project Summary

Standard Income
Statement

Periodic Income
Statement

Budget Listing

Budget Variance

Detailed Ledger
Cash Book Details

Inventory History

Exception Report

Description

A report listing all projects for the company is displayed.

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

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

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

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

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

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

This report details the cash book transactions.

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

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



72 e General Ledger Overview Chapter 4 — General Ledger

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.

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.
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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.

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.



74 o General Ledger Overview Chapter 4 — General Ledger

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

Batch :
Type What it Does
You use these to enter recurring periodic transactions such as rental and
. lease payments. You can specify the frequency of the transaction (monthly,

Recurring . .

Batches quarterly, 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.

Batches You do this so that you do not forget to enter these transactions.

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 ASCII 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 "C0000123" 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 "ZZz27z777". The bank reconciliation process ignores transactions that
have this reference.
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You reconcile transactions using two methods. You can switch between these at any time:

Method How it Works
Here you mark each transaction line as reconciled. You can sort the
Check . : .
Method transactions by 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,
Entry you can mark the one to reconcile. If there is only one value, you enter the
Method amount of the 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.

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.
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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 X

o | Description E_1 '._-:nrltrq i ® | Account Access |D o ) Bank Account
C| Detail
1 |CB1Payments |D GL and (1 Date Sets Period 1 Home 2400/000
Suppliers @ Period Defaults Date Currency Cancel
2 |CB1Receipts C GL and (1 Date Sets Period 1
Custemers @ Period Defaults Date
3 |CB2Payments (D GL and ) Date Sets Period 2 Dollar 2410/000
Suppliers @) Period Defaults Date
4 |CB 2 Receipts C GL and () Date Sets Period 2
Customers ® Period Defaults Date
5 |General Journal |D v General " Date Sets Period 0
Ledger @ Period Defaults Date
& |Payroll Journal D v General () Date Sets Period 0
Ledger ® Period Defaults Date
2 cash book(s) inuse, 18 journal(s) in use MNational Bank

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.

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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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:

Setup Periods - Sole Access Mode X

This Year Periods Last Year Periods
Period Number Per |Description Start End

Number of Periods 01 |March 01/03/16 31/03/16 Cancel
02 |April 01/04/16 30/04/16
. 03 (Ma 01/05/16 31/05/16
Current Period 04 Jun}; 01/06/16 30/06/16
05 [July 01/07/16 31/07/16
Use Last Period as | 06 | August 01/08/16  |31/08/16
[¥ First Period of Next | 07 | September 01/09/16 30/09/16
Year 08 | October 01/10/16 31/10/16
09 [Movember 01/11/16 30/11/16
Auto Create 10 | December 01/12/16 31/12/16
[ UseEnd Date 11 |January 01/01/17 31/0117
12 |February 01/02/17 28/0217
13 |March 01/03/17 31/0317

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...General Settings menu option:

Setup Tax General Settings - Sole Access Mode X

Percentages Multiple Tax Box Names Box Layout oK

Processing Method

Cancel

Tax System Mormal VAT / GST / Sales Tax ~

Tax Control Account 9500,000 Vat / Tax Control Account

Tax Provision Account

Vat / Tax Provision Account

Early Payment Terms
 Does Mot Affect Invoice Value

" Vat Free and Therefore Changes Invoice Value

Default Entry Method

" Exclusive # Inclusive

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

Parameters

o |Description

Vat - Standard rated
Zero rated
Exernpt/non suppl
Bad debts

Capital goods

Vat adjustment
Accom exceed 45 days
Accom not exc 43 day
Export 2nd hd goods
Change in use

W B un b b o —

=3

Multiple Tax

14.00
0.00
0.00

14.00

14.00

100.00

14.00

14.00

14.00

14.00
0.00

Box Names

01/01/91
01/01/91
01/01/91
01/01/91
01/01/91
01/01/91
01/01/91
01/01/91
01/01/91
01/01/91
01/01/80

3112720
3112720
3220
31/12/20
31/12/20
3112720
3112720
3112720
3220
31/12/20
31/12/10

Box Layout

percentages.

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




80 ¢ General Ledger Setup and Maintenance Chapter 4 — General Ledger

Tax Manager

Tax Manger will assist 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.

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 X

Tax Periods
Tax Reporting Frequency Tax Period End Month |End Menth Mot Applicable
Mo Reporting Frequency selected - click here to select ~

Mo Reporting Frequency selected - click here to select

Category A - 2 Monthly, ending at the end of every odd month, e.g. Dec/lan, Feb/Mar etc.
Category B - 2 Monthly, ending at the end of every even month, e.g. Jan/Feb, Mar/Apr etc.
Category C - Monthly, based on calendar month

Category D - & Monthly

Category E - Annually, one tax period per year

Category F - 4 Monthly, ending on the last day of June, October and February

Category G - 3 Monthly, each quarter, ending on the last day of Mar, Jun, Sep and Dec
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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

The Tax Manager Assistant allows you to view the Tax Type / Tax Box
reports for current and previous tax periods, as well as close the current

tax period.

Tao make a backup now, click the Backup button below.

[V View Reports
Tax Type Report
* View current Tax Period

View closed Tax Period(s)

[ Close the current Tax Period
201704 (01/03/17 - 30/04/17)

Option

View Reports

View current Tax Period

View closed Tax Period

Close the current Tax
Period

Description

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

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

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

You select this option to close the current Tax Period.
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Enter a comment to easily identify the tax period that you have closed.
Close Tax Period 201702 (01/01/17 - 28/02/17)
Please enter a cornment to close the tax period.

[Period 12 2017 |

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

This assistant will reopen the previous Tax Period, or clear all Tax
Periods and Tax Manager Settings.

Please ensure that you have a backup of your current data before you

use this Assistant. Changes you make now are not reversible. To make
a backup now, click the Backup button.

* Reopen Previous Tax Period 201702 (01/01/17 - 28/02/17)

" Clear all Tax Periods and Tax Manager settings

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 If you have selected the incorrect category for your company
Tax Manager Settings in the Tax Manager setup, select this option to clear the

setup and select the correct category.

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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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:

Setup Financial Categories - Sole Access Mode X

Category Name
BO5 |Unallocated Balance Sheet
B10 |Share Capital
B15 |Retained Income
B20 |Shareholders Loans
B25 |Leng Term Borrowings
B30 | Other Long Term Liabilities
B35 |Fixed Assets
B4D |Investments
B45 | Other Fixed Assets
B30 |Inventory
B35 |Accounts Receivable
B60 |Bank
B65 | Other Current Assets
B70 |Accounts Payable

Your Description
Unallocated Balance Sheet
Share Capital

Retained Income
Shareholders Loan

Long Term Borrowings
Other Long Term Liabilities
Fixed Assets

Investments

Other Fixed Assets
Inventery

Accounts Receivable

Bank

Other Current Assets
Accounts Payable

Cancel

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:

Setup Report Writer Categories - Sole Access Mode x

Description
1 Other Income / Expense Accs
2
3
4
5
6
7
8
9
10 |Sales
1
12

Cancel

Delete Line
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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:

Fdit Genersl L edgor Accounts - x
[+] g ° Q i E |4 4 » »
A0d Cost Delets S Repeet Search  Code  Mame Fant Me Men Lagt

Mean Accourt Number

Sub Account Number N Blocked [
Accourd Descrgtion [ ]
Contral Account Inventory Geoup Control or Receipt Analyuis Code Conmtrol Account
Details Balances Notes
Main Account
Income Statemant Financal Category
10 - Sabes
Report Writer 10 « Sales

External Aeference

Tax Proceszing

No Tas Type Defauk

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...General Ledger...Budgets menu
option:

Budget Assistant

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

You can perform the following operations on budgets, Please choose one and
then click the Mext button to continue with the Assistant,

* Copy or overwrite current budget or next year budget values with actuals or
other budget values, optionally adjusting and / or rounding the values at the
same time

" Adjust and / or round current budget or nest year budget values
" Enter and / or edit individual account budgets

" Make a printout of the budgets.

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:
Cheoose Which Values to Copy

You now need to cheose which values you wish to copy. You have the fellowing
choices:

* Copy This Year Actuals to This Year Budgets

" Copy Next Year Budgets to This Year Budgets
" Copy Last Year Actuals to This Year Budgets

" Copy Last Vear Budgets to This 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 a journal, 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:

20" Rl — General Ledger Batch Type |Normal batch entry ~

05 - General Journal
06 - Payroll Journal

Per 07 - Depreciation Journal Exclusive Inclusive
08 - Accruals
104 09 - Reversal of Accruals

19 - POS Journal
20 - Currency Varniance
21 - Receipting Journal
22 - Deposits Jeurnal
b Customer
aSupplier
ol 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.
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With cash books, it is slightly different:
Frocess Cash Books - x

Cah Book (01 - BA00/000 Netional Bank - e Batch Type  Normal batch anry - Salance R3R3136 Clase
Payments Becopts

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 entry
types at once.

Entering Transactions
Here are typical journal entries:

Per ‘Date Accourt Aeference Descngtion Dest Credt| Project | Contra Account
1 Joie (3183 10000000 | JNLOORS Posted 1o ncowect accound |1 23218 0000/000
2 jmn.a 3143 1200000 JNLODS Posied 10 ncosec! sctount 12218 vV

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:

Per Date |GCS5 |Accownt % |Reterence Descryten Bank Amoust 5'_ U™ Dwcoust Exchange Aae Project
1 jor no s HARODT N | CHODN Pagprent R2 20000
2 m 3w s zoFom N | cHoms [ A1 000 00

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:

Process Cash Books - x
Cab Book 01+ B30/D00 Reticoal Bank . Batch Type  Noemal Datoh entry - Balance R302334 Close
Paryments Beceipts
I} 1 v * RS 3TN | Y 3 - A
bete {605 Accomt R Raterence i U T A
b rI ' Mm : W“ Ciddihes “,lnjoa
04 -0 3000616 < ABBIZS ;N 0EPOD3 Payment RE5699.00 1

Agconnt - ABBIDG - Ao Lirsted

Heference Date
DEPO0E WeNE
Descount To Match Decount Matched Amoutt To Match Amount Matched Total To Match Totsl Matches
R15685.00C R15 526.00C

Iritice Amoaet | Aemocst Due ] Docownt stad Dy Unpad  Mateh

(in180015 S | Tan dowoce N2 4700 R 130.00| 2 130,00 12130.00
[in100018 Tox woice | moasato  riodenoo| R0 45000 3 RISERAG &
|irstoo02r M333E08 R 05 2846 “
|intoocas ROMM R0 "3 000 Kd

Here, we have matched the 15699.00 payment against the customer invoices.
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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".

You can set several options per user and per batch:

Contra Account
Natienal Bank
Processing Increment References
¥ This Year Transactions F Multi-Currency ¥ Ve
8 ¥ Invoke Open ltem  No
[ Repeat Projects ¥ Show Balloon Tips " Once
[ Allocate Settlement Discount
Tax
[ Tax Processing
Default Tax Type 00 - Tax type 0
Default Entry Method " Exclusive % Inclusive

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.
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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 should 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

Cancel

[ Print Batch

r Automatically Reverse Journal

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

Process Cash Books - Update Batch X
|
[ Print Batch

[~ Print Cheques Cancel

Cheque Ferm 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.

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.
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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 2017 (14 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 2017 | Every month

2 1Jan 2017 | The period in which January falls only
3 1 Feb 2017 ' 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.

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 X
Cash Book Balance Statement Balance
C Payments Receipts Reference Date Reconciled
| R100.00 |cHooo2 [31/05/16 | O
| R123.32| |cHOO01 [31/05/16 | O
| R253.32| |CHOo3 [31/05116 | O
| R3 500.00 | | CHOOD04 [30/04/16 | O
| R4 000.00| DEPODZ [30/04/16 | O
| | R15 639.00 | DEPO03 |30/06/16 | O

Period Account |Reference Description Amount to Reconcile

3 31/03116 | HARODT R100.00D

CHQD02 ‘

Options... Find By Amount Amount to Reconcile

Unreconciled = 6 Diff = R3 000.00

Help Select All Deselect All Back Close
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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.

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 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 must 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
Renumber they have balances and transactions. At the same time, you can change
accounts 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 hominate.

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

Change financial

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

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:

Choose the Operation to Perform

The General Ledger Manager allows you to perform the fellowing functions on existing General Ledger
Accounts,

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

Please choose the Function you wish te perform:

* Renumber General Ledger Accounts

Delete General Ledger Accounts
Consolidate General Ledger Accounts
Change Financial Categories

Print Audit Trail
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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 to run this procedure. You set up which users are Supervisors in
the Users / Passwords function.

The year-end procedure does the following processing:

Item

General Ledger
Balances

Customer and
Supplier Balances

General Ledger,
Customer, and
Supplier
Transactions

Inventory Costs,
Sales, and Quantity
Values

Periods

Moves Period 13

Explanation

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.

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.

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.

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

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.

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.

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 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

Account Balances

Accounts

Audit Trail of Electronic
Tax Documents

Balance Sheet

Budgets
Cash Book Details

Cash Movement

Cheques

Project Report
Detailed Ledger

Entry Type Details

Financial Categories

Income Statement

Ledger by Entry Type

List Projects

Report Writer Categories

Tax Box

Description

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

This report shows your chart of accounts.

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

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

This report lists your budgets.
This report details cash book transactions.

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

You can print cheques to pay suppliers and for cash purchases.
This shows an income statement for projects.

The detailed ledger report details transactions for general ledger
accounts.

This lists transactions for a range of entry types.
This report lists your financial categories.

The income statement details income and expenditures
incurred.

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

This lists projects.
This report lists your report writer categories.

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

Tax Type due to tax authorities, per tax type.
Trial . .
The trial balance shows account balances as well as the profit / loss.
Balance
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.

These show stability and the ability of the company to meet its

Solvency and 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 should 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.
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Here is the Financial Ratios tab:

A E C u} E F G H | il K L M M o] p =
1 -
- o

2 Financial Ratio's - Software Sales

=

4 Marid | Aprid [ May 14 | Junid | Jull4 [Aug 14 [Sep 14 [ Oct 14 | Nov 14 | Dec 14 | Jan 15 | Feb 15 Period 13
=] Acid Test Ratio 0.13 0.13 013 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.13 0.00
5 Asset Financing Ratio 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.33 0.00
T Current Ratio 143 143 143 143 143 143 143 143 143 143 143 143 0.00
g Customers Days Ratio 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3 Inventory Days Ratio 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
] Inventory Turnover Ratio 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
il Profitability Ratio 0.00:]  0.00 000 000 0004 000 0009 0002 000 0.00X] 000 0,00 000
12 Return on Equity Ratio 0.00:]  0.00% 000 000 0004 000 000 000x) 000 0.00x] 000 0.00% 0.00x
13 Solvency Ratio 143 143 143 143 143 1439 143 143 143 143 143 143 0.00 =
14 Supplier Days Ratio 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5

17

& Acid Test Ratio {Current Assets - Inventory) / Current Liabilities

13 Aszzet 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)

pra Inventory Ratio Closing Inventory x 30/ Cost of Sales

23 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

ZE Solvency Ratio Total Assets | Total Debt I
Z7 Supplier Days Ratio Accounts Pay x 30 x Period | Cost of sales (YTD Figure)

h
M 4 » M| Sheet? - Period_Lup FinCat Pivot_Ratio | Financial Ratio's .~ Ackivity Ratio's Liquidity Ratio's Sdi] 4 Il v [

Here is the Liquidity Ratios tab:
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Note the tab names at the bottom of the spread sheet. You use these to select the different
types of ratio.
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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

General Ledger Actual accounts within a range of main accounts. This effectively gives
and Budget Balances you a third level of analysis within the main and sub account
structure.

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

Report Writer Categories | ledger main 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
Sub Totals separate 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 run the report. Using
this method:

e Runtime period 0 is the current period.
¢ 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 0. To print for the last three months, enter from -2 To 0.
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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
Multiole This lets you create up to 13 columns. You specify whether each line in the
Colurr:ms report should be a debit or a credit. Lines of the opposite sign print with
brackets around 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.
User This lets you create up to two columns, each of which divides into a left and

Defined right sub-column. For each line in the report, you choose to print in the left or
the right sub-column. Use this for balance sheet type reports.
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
budget amount, this year, last year, or next year (for budgets), you can also

Amount i
make a column an amount or percentage variance between two other
columns.

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

the period range is.
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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

Description

Formula

Sub Total

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.

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.

In this field, you specify what values to print. For example, the formula FTI110
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.

You can take a formula result and put it into one of nine totals. You can then
use these sub totals in another line's formula.
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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 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.

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.

—

VoLl

Customer Overview
Customer Setup and Maintenance
Customer Processing

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:

¢ Normal Payment Terms

e Ageing

e Early 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 30 days
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 must 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.
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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.

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 term’s
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 If 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 If 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.
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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.

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.
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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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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;

Setup Customers Control - Sole Access Mode X
Statements Defaults Description Rounding

Configuration

Control Accounts

Customer Control 2000,/000 Customer Control Account Cancel
Cash Book Discount Discount Allowed for Cash

Interest

Interest Account Interest Received

Annual % Rate

Minirmum Interest Amount l:l

Entry Type 12 -  Customer Journals ~

[ Warn Overdue When Invoicing

Tax on Decument Lines User Defined Fields

* Print Tax Percentage |U5er Defined 1
" Print Tax Amount
" Mo Tax Printing

| User Defined 2

Default Tax Type for Financial Lines |USEF Defined 3
01 - Vat - Standard rated (14.00%) ~ |U5er Defined 4
Tax Ref. Prompt Amount 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:

Setup Customers Control - Sole Access Mode X
Configuration ............. Statements ' Defaults Description Reunding

Print Opticns Statement Message
- - C |
Paper Style Assistant... This message prints when the | =l
Terms customer's balance is within
Plain, their terms
Single Sheet

This message prints when the

Minimum Statement Amount Terms + 1 customer's oldest balance is 1

term period after their terms

Ageing Totals to Print (0-5
geing -2 This message prints when the

Terms + 2 customer's oldest balance is 2

L L

Number of Copies to Print

term periods after their terms

Always Print in Balance Ferward Format r This message prints when the

Terms + 3 customer's eldest balance is 3

term periods after their terms

Invoices

. . This message prints when the
& Print Invoice Totals on Statement g9ep

Terms + 4 customer's oldest balance is 4

" Print Invoice Lines on Statement term periods 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.
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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:

Setup Customer Documents - Sole Access Mode X

Quotation Sales Order Credit Note Debit Mote Receipts
Original Name |Tax Invoice | User 00 - User 0 w el
Copy Name |C0p)rTaxIr|\roice | " Update on Completion of Document

Supporting Name |Deliver}r Note | @ Update in Batch Mode

Entry Type 10- Sales «|| | Allow On Hold
[™ Force Projects Number of Copies | 1 |
[~ Force Sales Codes Mext Mumber | INAT0001 |
[ Print Serial Numbers Invoice Lines Default ltern Code -
Message .

What to Print | Tax Invaice only at entry ~

Paper Style | Plain,
Assistant... | Single Sheet

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.
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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:

Edit Normal Payment Terms - Sole Access Mode x

1 ¥ # From Date of Invoice
{7 From Last Day of Period Cancel
2 0 ® From Date of Invoice
(1 From Last Day of Period
3 0 # From Date of Invoice
(1 From Last Day of Period
4 0 # From Date of Invoice
{7 From Last Day of Period
5 0 ® From Date of Invoice
(1 From Last Day of Period
B 0 # From Date of Invoice
(1 From Last Day of Period v

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:

Edit Early Payment Terms - Sole Access Mode x

— Discount . _ "
Code Day| ming [0]4
‘Tt Percentage Uiy bz
1 2.500% 5 @ From Date of Invoice

() From Last Day of Period Cancel
2 0.000% 0 » From Date of Invoice

@ From Last Day of Period
3 0.000% 0 s From Date of Invoice

® From Last Day of Period
4 0.000% 0 4 Frem Date of Invoice

@ From Last Day of Period
5 0.000% 0 » From Date of Invoice

@ From Last Day of Period
i} 0.000% 0 s From Date of Invoice

@ From Last Day of Period v

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:

Edit Customer Categories - Sole Access Mode X

Description
End-User
Dealer
Distributor

Cancel

Delete Line

== I = R e
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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:

Fetrt Saley Arudywn ( oo - X

(ommessane Thes Year Totah Lot Vear Totay teorey Pchre

From §),000.00 4o K1 996 % ¥ 00008 "

Frmem B2 20000 emmurd 12 000 X

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.

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.
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Customer Accounts

You use this function to maintain customer accounts. You access this function via the
Edit...Customers... Accounts menu option:

(+] g & Q [@ B 1«4« <« » »

Lda Lan el Seee  Bejert  Search  ERlE Mame  Piest b Nt (V)

Account Code ANE Cath Sale Account I Blocked [

Customer Cetegory 00 - None "

Detalls Procesung Terms Addsonal Opten: Balances Notes
Adidt eviey Fntity / Banling
o
Postal Aadress Cuntact m oy
P O Bux JM9858¢ Gerald
Lermunten 1 hs Cﬂ'ﬂ'\iﬂ“’ym
s s your Sage Pay account.
a0 « 2711 £56 4895
South Afnca Fas
L e
Laed reporta
Detivery Addiess Mobde Phone AADorise payment Dutshes
J Kudu Rd Paymart batoh rmports
Gerrrmaton frnad
20
Logm 1o Sagn Pay row o
South Afnca Sales Code o

Addwionsl Deligary / Contact Details m

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.
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In the processing tab, you set processing rules for the customer:

Details Terms User Defined Balances Motes
Currency Electronic Documents
Code 00 - Home currency [~ Customer Accepts Electronic Documents
Processing Method Documents
% Open Item " Balance Forward Printing Print Document v
Contact |Gera|d |
Tax Email | |
% Exclusive " Inclusive
Statements
EU Country Printing Print Statement ~
Default Tax Mo tax type default ~ Messages Print Oldest Terms Message ~
Tax Code Contact |Gera|d |
Tax Reference | Email | |

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:

Details Processing User Defined Balances Motes

Terms

® Monthly Terms " Day Based Terms Freight Method

Mormal Terms Current hd | - |

Early Terms No terms Ship / Deliver

Interest From <MNOMNE> w | |

Price List Retail b Credit Limit

Invoice Discount % | RO'
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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.

Delete Inactive Customers / Suppliers

Over 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

Over 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.



118 e Customer Processing

Chapter 5 — Customers

Customer Processing

In this section, we look at non-inventory customer processing. Surprisingly, we have already

covered most of the functio

ns:

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:

Process Cash Books

Heference

VPO

Descount To Match

nvesce

Date
W0§NG

Decount Matched

Agconnt - ABBODG

Amoutt To Match

Inwstice Ao

I:xm'xmo Tax dowoce LER bk i) 3

(100018 Tos vtscs RIOA000  RI0A60.00| R0 450,00 RIE0AE ™
|insto002t Tax bwoace MS3%8s Re3ERas S 2846 “
{10023 Tas v RI 4000 RI4000! A3 0000 Ea

Cab Book 01+ BA20/000 Natscoad Bank Batch Type  Noemal Batch entry - Balance R3c2334 Close
Payments Receipts
040 300616 ¢ ABBLZS ;N OEPO3 Payment R15 699001

Aot Lirsted

Amourt Matched Total To Match Totsl Matched

RS 635.00C R135 526.00C

Arnouet Due

There is a function Overdue Customer Interest that calculates interest on overdue amounts,

which we do not detail here.
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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 Item 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 ltem x

B <
Auto Unpaid Hide
Match  only o S qoonip
* Customer £ Supplier ABB029 Albott Limited
Number of Periods 1 [ Select Periods Amount RO.00
Process Adjustments in Period 13 - 01/03/17 - 31/03/17 March ~
=TUnallocated R-110_.00
RC100003 27/05/71% Receiptin BE-100.00
RC100003 27/05/1% Receiptin B-10_00
01/07/15
IN100018 R10 450.00 27/05/1% Szles R10 4£0.00 Cue
IN1000Z21 B5 385.48& Z7/05/1% Szles B5 38B.4% Due
IN100022 B2 420.00 27/05/1¢ Sales B2 420.00 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

Accounts Listing

Age Analysis

Balances
Categories
Delivery Addresses

Detailed Ledger by Customer
Detailed Ledger by Entry Type

Invoices Due

Labels

Labels Using Microsoft Word
Open Item History

Outstanding Quotes / Back
Orders Details by Customer

Outstanding Quotes / Back
Orders Details by Item

Outstanding Quotes / Back
Orders Details by Sales Code

Outstanding Quotes / Back
Orders Summary

Overdue Customer Report

Print Documents

Print Letters

Print Letters Using Microsoft
Word

Sales Analysis Codes
Commissions

Description

This report shows a list of your customer master file
records.

This shows customer ageing based on their payment
terms.

This report shows balances for a range of customers.
This lists the customer categories.

This lists the delivery addresses per customer.

This report shows customer transactions.

This report shows all customer transactions in entry type
sequence.

This shows invoices due for accounts and payment terms.
This lets you print customer labels.

This lets you print customer labels via Microsoft Word.
This report helps you match open item transactions.

This shows quotation/sales order lines and totals per
customer.

This shows quotation/sale order lines or totals per inventory
item.

This shows quotation/sale order lines or totals per sales
code.

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

This report shows overdue customers.

This lets you print or reprint documents such as orders and
invoices.

This lets you email or print letters to your customer
database using the Note facility.

This lets you email or print letters to your customer
database via Microsoft Word.

This report produces a commission statement for a range
of sales analysis codes.
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Sales Analysis Codes Invoices

Sales Analysis Codes List
Codes

Report

Sales Analysis Codes
Periodic Totals

Sales by Customer
Sales by Item

Sales by Sales Code

Sales Journal
Statements
Tax Age Analysis

Graphs

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

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

Description

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

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

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

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

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

This prints customer statements.

This report is identical to the Age Analysis report, except that
it shows only the tax portion of the balance in each period.

You can create graphs of your activity.






Chapter 6 — Suppliers

In this chapter, we look at supplier processing, excluding
supplier purchases, which we look at in the Inventory
chapter.

—

Lol

Supplier Overview

Supplier Setup and Maintenance
Supplier Processing

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:
¢ Normal Payment Terms

e Ageing

Early Payment Terms

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 must 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 30 days
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 must 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 must pay within seven days from the
date of the invoice.

To use day-based terms, you must 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:

1-7days 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 Item
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 term’s
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.
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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.

e If you have a supplier with whom you have queries on individual invoices, you need to leave
gueried 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.
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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:

Setup Suppliers Control - Sole Access Mode X
; Configuration Remittances Defaults Description

Control Accounts

] C |
Supplier Control S000/000 Supplier Control Account anee
Cash Book Discount 27007000 Discount Received for Cash
Tax on Decument Lines User Defined Fields

& Print Tax Percentage

" Print Tax Amount

" Mo Tax Printing

Default Tax Type for Financial Lines

| User Defined 1 |

| User Defined 2 |

01 - Vat - Standard rated (14.00%) ~ |User Defined 3 |
Goods Received Motes

* Mandatory |U5er Defined 4 |
7 Mever

Acerual Account |U5er Defined 5 |

%100/000 GRN Accrual Account

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
detail in the Inventory module.

In the Defaults tab, you enter default values for new accounts.
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In the Remittances tab, you set up remittance printing options:

Configuration Defaults Description
Printing Remittance Message
Paper Style Assistant... This message prints on the
Supplier's remittance advice.
Plain,
Single Sheet

Always Print in Balance Forward Format
Age on Remittances

Ageing Totals to Print (0-3)

RN

MNumber of Copies to Print

Use the Paper Style Assistant to choose the type of stationery to use when printing
remittances.

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:

Setup Supplier Documents - Sole Access Mode X

Purchasze Order GRN Return / Debit Credit to Supp.
Original Name |Supp|ier Invoice | User 00 - User 0 ~ Cancel
Copy Name |L’.op)|r Supp. Inv | " Update on Completion of Document

Supporting Name |Supp|. Inv Copy | @ Update in Batch Mode

Entry Type 14 - Purchases ~ [ Allow On Hold
™ Force Projects MNumber of Copies | 1 |
[™ Print Serial Numbers Next Number | PMATOD01 |
Invoice Lines Default GL Code ~
Message .
What to Print Supplier Invoice only at entry bt

Paper Style | Plain,
Assistant... | Single Sheet
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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:

Edit Supplier Categories - Sole Access Mode X

Description
Local
International

16 ~2

oK

Cancel

Delete Line

[==R = TR R

I-ﬁ-h-l-\-ll‘\-l—‘D“D
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Supplier Accounts

You use this function to maintain supplier accounts. You access this function via the
Edit...Suppliers... Accounts menu option:

it Suppler Az counts - X
) g 8 Q i @ <« <« »
iz3 {oz Ceemy e Peact ey Ioe Piame e Fey Lo Lot
Blocked [
Salances Addtxonal Options foctes
Entity / Banking
Pomtsl Addrens Contact W ey
P O Box 250529 Agrnen Dubber,
Moot Ve Tdephone Conveniently access
S0 03 42 ;R gy
Fax
B ES Access these hunctions now
Notie Phone ~oad reports
Prrymcsl Addvens futhorre payment batches
25 Geeen Styeet . : Paymert batch reports
mes
Mount View
Lopn to Sage Pay now or
regnter for an scoouwrt

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 X

Supplier

Code Supplier Description Due Date Invaoice Reference | Amount Due Discount | Amount to Pay
Loge

HARDO1 | Hard Driving Computers | 08/12/153 SUPPLIER INVOICE # 0D0001| R471 736.56 RO.00 R471736.56
HARDO1 | Hard Driving Computers | 03/06/16 SUPPLLIER INVOICE # 2 R2 850.00 RO.00 R2 850.00

Total Amount to Pay R474 586.56

Help Back Cancel
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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.



134 o Supplier Reporting

Chapter 6 — Suppliers

Supplier Reporting

You access supplier reports via the View...Suppliers menu option. You have the following

supplier reports available:

Report
Age Analysis
Balances
Cheques

Detailed Ledger by Entry Type

Detailed Ledger by Supplier
Invoices Due

Items per Supplier

Labels

Labels Using Microsoft Word
List Suppliers

Outstanding Orders / GRNs
Details by Item

Outstanding Orders / GRNs
Details by Supplier

Outstanding Orders / GRNs

Overdue Supplier Report

Print Documents

Print Letters

Print Letters Using Microsoft
Word

Description

This shows your aged balances with your suppliers.

This shows your balance for each supplier.

This lets you print supplier payment cheques.

This shows supplier transactions in entry type sequence.
This shows supplier transactions in supplier sequence.

This shows invoices due in terms of the payment terms
your suppliers offer you.

This report lets you analyse purchases by supplier.
This lets you print supplier labels.
This let you print supplier labels via Microsoft Word.
This shows your supplier details.

This report shows purchase order or GRN lines or totals per
inventory item.

This report shows purchase order or GRN lines or totals per
supplier.

This shows a summary of orders or GRNSs.
This report shows overdue transactions.

This lets you print or reprint documents such as supplier
invoices.

This lets you email or print letters to your supplier database
directly using the Note facility.

This lets you email or print letters to your supplier database
via Microsoft Word.
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Purchases Journal

Remittances

Tax Age Analysis

Unmatched Open Item

Graphs

This lists your purchases in detail.

You print a remittance to show suppliers what you are
paying.

You use this report when you intend to switch from the
normal (invoice based) VAT to Payment / Cash Based VAT
tax method.

This shows open item transactions you still have to match.

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.

—
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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
Integration purchase 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

This is the latest purchase price for the item. The system updates this price

Last Unit Cost when you purchase or manufacture an item.

The system uses this cost to take items out of inventory, for example, when
Average Cost | you sell an item. The system calculates a new average cost each time you
put items into inventory.

The system calculates average cost as follows:

e The system calculates the current total cost of the item (A) as the current quantity on hand
multiplied by the average cost.

e 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.

e The system calculates the new total cost (C) by adding totals A and B.

e 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.

e 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:

e The current total cost is 10x100.00 = 1000.00

e The new costis 10x110.00 = 1110.00

e The new quantity on hand is 10+10 = 20

e The new total cost is 1000.00+1110.00 = 2110.00
e The new average cost is 2110.00/20 = 105.50

To re-iterate the rules:
e The system takes items out of inventory at the average cost.

e The system re-calculates the average cost each time inventory moves in.
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You also need to be aware of how the system uses average costs in earlier periods:
e The system maintains an average cost per period for each inventory item.

e 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.

e 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.

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 system writes the costs and inventory values 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.
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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.

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

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 setting.

Fixed
Description / Cost

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
Change While you 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.



Chapter 7 — Inventory Inventory Overview e 143

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.

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:

e 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.

e You can purchase physical items and therefore can adjust their quantities.

e Physical items have an average cost determined by the purchase price and the quantity on
hand.

Service items work as follows:

e 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.

e Since service items do not have quantities, you cannot use them in inventory journals, nor
can you reorder them.

e 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.

e 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
Price Lists L
these price lists.
. . You can create a date-sensitive special price for each inventory item. You
Special Price . ; ) i
would 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
Lists future price list in advance for each of the standard list prices.

Discount Matrix

You can create quantity-based percentage discount matrixes per customer
category and per inventory category. You use this, for example, to create
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

Customer Price ' negotiate specific prices for specific inventory items with your customers.
List 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.

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:

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.

If 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.

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.

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 customer

price for this item?

No
kA
Is thers a discount Calculate the
matrix for this Yes discount price on the
customer’s category *|  customer's price list
and inventory item’s and store it
category?
No
L L
Is there a special Is there a special
price for this item? price for this item?
No Yes No Yes
h 4 ¥ ¥
== the Use the =z the Use the se the lower of
customer customears special price. calculated the cakculated
specific price list 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:

Discount
Type

Line Item

Discount

Overall
Discount

Early Payment
Discount

How it Works

This is a discount per invoice line item. If you use the discount matrix, and it
applies, the discount percentage defaults to the discount matrix percentage.
The 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
invoice. Note that you can exclude specific inventory items from being
subject to 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, which specify a percentage and a time element. You then assign a
default code to each customer, which you can override per invoice. On the
invoice footer, the system prints the date and amount for the early payment.
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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.

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.
All 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 For each 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 your 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.
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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 It 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.

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

Transfers purchased into the incorrect item code.

If you use the Multi-Store add-on module, you can transfer

Store Transfers guantities 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.
Quantity Adjustments | Note, 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.
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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, you can process:

Customer L
Document What it is For
You can prepare estimates or quotations for your customers.
Quotations do not affect inventory quantities or any other values.
Quotation 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
Sales Order whether sales orders reserve inventory quantities or not. You can link
a sales order to an invoice.

You process an invoice when your customer actually buys from you.

Invoice The invoice updates inventory quantity on hand and the customer's
balance.
You can create recurring invoices, which you copy each month to the
Recurring Invoice 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
Credit Note process a 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
Debit Note returned item, you can use a debit note. You can match the debit note
to its original invoice for statement printing purposes.

If you use the Time and Billing add-on module, the system generates
an invoice batch from timesheets into this document type. You
process it in the same manner as a normal invoice batch.

Time and Billing
Invoice
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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 USage 50cloud

A picking slip is usually a supporting document of a sales order. You
Picking Slip give it to your store, so that store personnel know which inventory items
to draw for the order.

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.

Delivery Note

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
Purchase Order helps you 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 GRNSs, the

Supplier Invoice 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.

If you return part of or all of the items to a supplier, you process a
Return to Supplier | supplier return. For open item suppliers, you can link the return to
supplier to an invoice.

If your supplier leaves an item off an invoice, or reissues a returned
Credit to Supplier | item, you can use a credit to supplier document. You can match this
document to the original invoice for remittance purposes.
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GRN Processing

Goods received notes (GRNSs) 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.

Therefore, the advantages of GRN processing are that you can bring inventory into the system
as soon 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 GRNs.

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.
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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.

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

Item Code by means of its item code.

You can enter barcodes on inventory records and use the barcodes to

Barcode . )
access the inventory item.

You can create abbreviations for inventory item codes that you use

Abbreviation
frequently.

If you use the Bill of Materials add-on module, you can link several inventory
item codes, as well as remark lines, under a single kit item code. When you

Kit ltem Code enter the 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
All Above
system 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.

Analysis Code | 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.
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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.

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.

Add-on Modules

There are several 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 also create kit items that show each line on the invoice.

This lets you create multiple stores or warehouses so that you can

Multi-Store . : . . : 4
control items in separate locations or isolate items for special usage.

This lets you track each individual inventory item by serial number. Each
time a serial number item moves, you supply a serial number for the
item.

Serial Number
Tracking
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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:

Setup Inventory - Sole Access Mode X

Integration / Groups User Defined Fields Bills of Materials =~ Other
Price List Descriptions Decimals
Cancel
Decimals for Quantity 2
Price List 1 Retail Decimals for Cost Pri
Price List 2 Dealer geimals for Cost Price
Price List 3 Distributor Decimals for Selling Price
Price List 4 Wholesale ¥
Limits Processing
Maximum Selling Price 9,999,599.00 Allow Inventory Quantities to Fall Below Zero r
Maximurm Purchase Price 9999 599,00 Warn if Inventory Falls Below Zero r
Minimum Gross Prafit % Sales Orders Reserve Inventory r
Sales Orders Reserve Serial Mumbers
Maximum Cost Difference % 999,99 #les Jreers Reserve senal im r:r. r
Maxi Line Di - Check Recrder Level When Processing r
ax?mum |r|e. |sc?ur| 10000 Warn if Preferred Supplier Mot Used r
Maximum Invoice Discount % 100.00 Make Average Cost 0.00 When Zerc on Hand r

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 Inventory to General Ledger
Integration Entry Type

% Automatic Allocation of Costs to Projects at Time of Sale
" Allocate Costs to Projects Yourself at Time of Purchase

17 - Inventory Journal ~

Code [Description e ;

Services 01
002 |Inventory Goods o o
003 00 00
004 00 00
003 00 00
006 00 00
007 00 00
00z 00 00

£ >
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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.

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:

Edit Inventory Categories - Sole Access Mode X

Code |Description

Services
Inventory Goods

Cancel

Delete Line

[== R = R R R e
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Inventory Items

You maintain inventory items via the Edit...Inventory...Item File menu option:

imveony Sreup 002 - bvewntory Goods

Ducount Type Both

Sarcode

B Namber

Urut

Cernmodity Code Mot Masa

WV Akow Tm

Purchaces 15+ Vst - Standiard rated (15.00%)
Salnn 19 Vot - Sandard rated (15.00%)

o . B LI
Aga b Delets »we Reje o
Code ACCAH

Desoriptian countog Softwer

Categanes 202 - ventory Goods

Sure CT < Cape Town Branch
Doty Prices Feorder Uner Fislyd

Adtrnty

Selwct sterey

Nty Pictyre
Pracessng Options
* Fiased Descnnption / Codt
Change Whie invencing

¥ Show Quantity sed Unit

M Sebes Commipsion e

ype
I %
Cost Prces

Aswrage

Lot Unit

|

Lant

Slocked I

118,00

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 Reorder User Field Activity Motes Picture Serial Mo

Selling Prices Siv GP % GP Amount 3
Retail 4 000.00 4560.00| 44.00 1760.00
Dealer 3 500.00 3990.00| 36.00 1260.00
Distributor 3000.00 342000 2533 760.00
Wholesale 0.00

Price List 5 0.00

Price List 6 0.00 v
Future Prices Exclusive Inclusive i GP Amount 3
Retail 0.00

Dealer 0.00

Distributor 0.00

Wholesale 0.00

Price List 5 0.00

Price List 6 0.00 v

Special Prices

Exclusive 0.00 Applies From L A
Inclusive 0.00 Applies Until L A

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:

Details Prices ] User Field Activity Motes Picture Serial No

Recommended Supplier Details

e |Supplier e Supplier's Telephone Date Last
s Code D= Inventory Code Number Processed
"""""" I B0 Software Suppliers ACCI01 027411245

O

Copy To All Stores

Reorder Level

Minimum 200 Maximum lj
Current Quantities
On Hand 26.00

On Sales Order 0.00 On Purchase Order 0.00
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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
guantity.

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 ensure that you have a backup of your current data before you use this
Assistant as some of the changes you can make are not reversible, Press the
Backup button now to perform a backup.

You can perform the following operations. Please choose one and then click the
Mext button to continue with the Assistant.

¥ iCreate / edit a discount matrix per customer category per inventory category:

" Copy one discount matrix to another
" Create / edit a custorner specific price list with volume discounts

" Copy a customer price list to one or more customers
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Here is a typical discount matrix:

Custornar Categoey 3. Dister

nventory Categary From Y

000 - None 0.00 0.00 0.00
001 - Servaces 000 0.00 0,00
002 « Inventary Goods 6,00 1.5 1.0

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.

Customer prices work on a similar basis:

Customer Prices Assistant X

Customer Code  ABB029 Albott Limited Home Currency
Inventory Code Expiry Date iy
ACC/LOC | 18/09/17 | 5.00| R2 800.00 | 10.00 i
CDROM/POR | 18/09/17 | 3.00| R1000.00 | 10.00|
I I I I I
| | | I |
I I I I I
I I I I I
| | | I |
I I I 1 I
£ >
50 Speed CD-ROM Drive Delete Line
Store | CT - Cape Town Branch ~

Help Beject Cancel

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:

Adjust one or more price lists by a percentage.

Copy one price list to another and optionally adjust the price by a percentage.
Copy all current prices to future prices.

Run a price changeover to swap current and future prices.

Round values as you process them.
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This function runs as an Assistant. Assume | want to create one price as 50% higher than
another existing price, and round the price to the nearest 50c. Here are the successive

Assistant screens:

Choose Prices

Click the price(s) you want to adjust / round. Click a selected
price to de-select it

Retail ~
Dealer

Distributor

Wholesale

Price List 5

Price List 6

Price List 7

Price List 8

Price List 9

Price List 10 v

Adjusting and Rounding

Choose whether you wish to adjust and / or round.
" Adjust only

" Round only

* Adjust and Round

Choose whether to work on Exclusive or Inclusive prices, The other price will
be calculated after the adjustment or rounding is performed.

" Work on Exclusive Selling Price(s)

= Work on Inclusive Selling Price(s);

Adjustment Values

Choose the value you wish to base the adjustment on.
" Selling Price

* Last Cost

" Average Cost

Enter the percentage to use. You must specify if this percentage is a Gross
Profit Margin or a Mark-up on Cost (click Help to learn more about the

found on the Edit...Inventory...ltem File...Details tab.

" Gross Profit Margin
o

Percentage to Adjust By

different calculations). Mote that both methods use the exclusive Cost Price as

Rounding Values

You can round the prices in one of two ways:

Round To Mearest: This rounds prices to the value nearest to the value you
* ienter. For example, if you round to the nearest .20, prices can end in .00,
.20, .40, .60 or .80,

Make Price End In: This forces the prices to end in exactly the value you
" enter. For example, if you make prices end in .20, it will always end in .20.
1.80 will become 2.20, and 1.40 will become 1.20.

Rounding Value

Confirm Operation

Warning! The process you are about to initiate cannot always be reversed.
Please ensure that you have a current backup of your data, and confirm the
selections you have made.

proceed, click the Process button.
You are about to adjust and round

Retail, Dealer, Distributor and Wholesale prices
Adjust by: 50% Mark-up on Last Cost
Round to the nearest 50

To leave this screen without making any changes, click the Cancel button. To

If you work on mark-up, you will take the cost price of R100.00 and add 50% to the cost price,

which will give you R150.00.

If you work with gross profit margin, you will need to subtract the cost price from the selling price

and divide the difference by the selling price.
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The selling price of R150.00 less the cost price R100.00 will give a difference of R50.00. The
difference of R50.00 is divided into the selling price of R150.00 This will be 0.3333 and is
multiplied by 100 to convert to a percentage which will be33.33%

o In both examples, the cost price is R100.00 and the selling price is R150.00. By selecting
Gross Profit Margin, you need to enter 33.33 % to get the new selling price of R150.00.
By selecting mark-up on cost, you need to enter 50% to get the new selling price of
R150.00.

° If you are looking for a 33.33% gross profit margin and you select mark-up on cost and
enter 33.33%, you will only make R33.33 on a R100.00 instead of R50.00 on the
R100.00.
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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:

lnventorny Jou naih -

Pemod 04 - DI/DA/16 + 300018 June Cusvent Yese v Mowni Bete) Clowe
Nertstion [ Stoee ymvg Refarence| usntidy I ™ :
|  Penod
[com Adua Qry |IHB 306/15 ADRa2 2.00} 25000/ !
"IEVBv 0 Each Adjust Qty | IHB 06/1% ADrg3 %00 1700 150.00 lmDOj 150.00 7100/000
| € >
Prict Batch Updiate Batch Batch Settings
0L Account = 20X0/000 New and incomplete me entry 30500

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:

Process Customer -

DR e ivoice ; Dimbew | Gobar | - ]

Detrvery Adaress

Ship / Dediver I Postal Addresy

I nehouve L
O ;
Cantumer Bal Zulex Code Diccouet N Fech Ruts Termy Paporest Dus Muﬂ

| T O R
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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.

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:

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:
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In the footer area, you can enter or adjust the invoice mesSage 50cloud, and see the invoice

totals:
B

Satch Delege / Insert fdnt Document Hest Document Close

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-line, the invoice updates
as you complete it. If you process in batch mode, you need to update the batch.

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.

2. You then halt all further physical and theoretical movement of quantities.

3. 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.

4. 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.

5. 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:

Count Inventory Assistant X

Sequence Show
Search for
Inventory Code ~ | | Locate All ltems ~
Line number 1
ltem Code Description i i Barcode Quantity Serial Numbers
ACC/LOC CT  |Accounting Software 002
ACC/LOC DEN |Accounting Software 002
ACC/LOC JHB | Accounting Software 002
C/001 CT Consulting - On Site EACH 001
C/001 DEM |Consulting - On Site EACH 001
C/00 JHE | Consulting - On Site EACH 001
C/002 DEM | Group Training EACH 001
CDROM/POR CT |50 Speed CD-ROM Drive |Each 002 665463211698732
CDROM/POR DEN |50 Speed CD-ROM Drive | Each 002 665463211698732
CDROM/POR JHB |50 Speed CD-ROM Drive |Each |2 002 665463211698732
COM/PCA JHB | Communication Each |1 002 647832646456546
DB/9/0 JHB | Database Software V9 Each |1 002 698765413134211
HD/250 JHB | 230 Gig Hard Drive Each |3 002 697700142257882 0/0
INV2P JHB |2 Part Pre-printed Box |3 002 6901135000184
KEYE/D01 JHB | Comfort Keyboard Each |3 002 697840125547388
MOD/234 JHB | 96K Modem Each |2 002 987324165432132
MOPN/00M JHB | EPL 17inch SVGA Each |1 002 563469843213241
MOUSE/STD JHB  |Super Mouse with Pad | Each |3 002 657801351065410 v
Help Back Cancel

» 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.
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6.

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 adjust if necessary.

To complete the inventory count, you instruct the system to update the variances. The
system adjusts 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

This report shows quantities purchased, sold, and still on hand,

Activity Summary as well as item cost prices and sales amounts for each period.

Categories This report lists inventory categories.

This shows item history for an item in the sequence in which

Chronological Per Item they updated.

This displays customer prices in customer or inventory

Customer Prices
sequence.

This lists discount matrixes by customer category or inventory

Discount Matrix
category.

This report lists inventory groups along with their control

Groups
accounts.

If you are in the European Union (EU), and you purchase
Intrastat products from, or sell products to, other EU countries, you may
need to produce an Intrastat report.

Inventory History Item This shows transactions that affect an item's cost and quantity
Sequence on hand.

This report creates an export table of items and their quantities,

Inventory / Store Cross-tab and exports it into Microsoft Excel or into an ASCII file.

This report shows an inventory valuation. You can base the

Inventory Valuation valuation on the moving average cost, which is the norm, or the
last cost.

Item Based Prices This shows the standard item based prices.

ltems This report shows inventory item details.

This shows the quantity on hand and other statistics for a range

Quantities of items.

This report lists suppliers you link to inventory items. You can
Preferred Supplier Listing = 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.
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Print Transfer Documents

Reorder

Slow Moving Date Method

Slow Moving Fixed
Quantity Method

Transfer Report

Graphs

When you transfer items between stores, you can print a
document.

This report shows you inventory items for which the current
available quantity has fallen below the reorder level set for
them.

This lets you analyse slow moving inventory items based on an
activity date. This helps you determine which inventory items
are overstocked.

This lets you analyse slow moving inventory items based on
sales quantities. This helps you determine which inventory
items are overstocked.

This lists transfers between stores.

You can create graphs of your activity.
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In this chapter, we look at the Sage 50cloud 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
Point of Sale Processing

bl

Point of Sale Reports

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help.




172 e Point of Sale Overview Chapter 8 — Sage 50cloud Pastel POS

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:

e 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

e Monitoring of sales on a real time basis
e 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 Sage 50cloud 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 Sage 50cloud 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:

Fie Procze  Veew Setup  Help

=)

— — l PR R— | wefecew
prsiving T otal Due Tendered Change
: 4 ' 0.00 0.00 0.00
~ CASH .
Code J Quac:%ism_“besaib_ﬁon [Unit l;ajr :;g'ew Exclusive m? Discgu&:
’ Tokel Tow | Eco'
<F2> <F3> <F4> <F7> | <F8> - <F9>
Cash Cheque Card EFT_ || Voucher On Account

‘ ' ! I 13 May 2013 - 13:41

«Fl10> lennWI «Fll» Cash o <Fi2> «SPACE> Net ‘ st dete Link Llese

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.
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If operators can process suppliers, they can process supplier processing via this POS module
instead of, or as well as, in the main Sage 50cloud Pastel product.

There are various other processing options, mostly for supervisors.
In the View menu, you can print a full range of POS reports.

Offline Processing Module

Sage 50cloud 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:

» Inthe main Sage 50cloud 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.
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e Once the remote workstation completes, the operator processes the cash up.

e Atthe 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.
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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 Sage 50cloud Pastel modules.

Starting Sage 50cloud 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 Sage 50cloud Pastel Offline Point of Sale icon.

e From the Windows Start menu, locate the point of sale option via the Sage 50cloud / Sage
50cloud Pastel program group.

e From the main Sage 50cloud Pastel product, click the Point of Sale toolbar button.
Once you start Point of Sale, the Open Sage 50cloud Pastel Data window displays:

E Open Pastel Data >

__Open Paste| Data |

= E Dpen
|

Cancel

&= PasteN9
[ _Dema

(L7 ClickaTell lib
[Z21 Custom

([ LoyalyB ox
LA MIKEEM

| Compact D atabase
Pastel Pazzword I

[~ Open Last Used Company on Startup

This is similar to the main Sage 50cloud Pastel login screen.

This guide contains overview information only. If you want detailed
information on any topic, consult the on-line help. Note that the Sage
50cloud Pastel POS online help is separate from the accounting
application's help file.
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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 Item Search - Done

@ Cods O Description  ( Barcods (" GLCode  ( PackSize ( Kitltem Seect | Cancel |
Press <F3> to sort by Description ™ Activate Find

chivate Fin
Load Records From | I Fird |

Double click on the line you wish to select or click the Select button.

Sales Order Gty Purchase Order Oty Gty On hand| »

Accounting Software 0 0 i}
Conzulting - On Site

Oty In Stare

C/0m

CA002 Group Training 0 0 0
COROM/POR 50 Speed CO-ROM Crive a a a 40 40
COMAPCA Communication 5 oftware 3 1] 1] 1] 20 20

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.

Setup Options @
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Usst |00 -User 0 ﬂ Users [~ Enable Touchscreen Interface

Caszh Sales 0On Account DOther Update Port Fizcal Printing
Screen Enabled Settings Slip Printer Settings

[~ Print Till Slip for Quotations
[~ Print Till Ship for Sales Orders
[~ Frint Till Slip for Cazh Sales
[~ Print Till Slip for Retumns

[ anc s s P i O e L [w Aszk Before Printing Till Shp

S alesman Settings Tranzaction Reference Settings

[ Enter Salezman Before Each Transaction Complete Reference Mumber for the fallowing

[ Usze Passward Characters for Salesman |7 CreditCard [ Cheque [ “Woucher [ EFT
Split Payment Settings Paole Dizplay Settings

Iv Split Payment % alue [~ Use Pole Display

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:

Gmoboomﬂpcﬁg &w"o“oml [ Reques super d when g lnvoces Savw | Chosw I

e | oW e —
Poowiom —— A 7 Du Tendered)| Change
0.00 0.0 0.00
CASH -
Store Code | Quantity Description Unit  Tax Type = Exd/Ind Discount
m = (==l 1.00 @0 &0 G = 0.00 #1) 0.00

| | gxeé\
= | xoP -

F’2> < 3> [g<F4> |l <F7> [l <F8> ory. SF9>
e || Card EFT eucher On Account

. | l l I | |

Nt Enstiend (] Ensbled Only B]  Enebled & Nead Supenmsc Pasamord £3589

-

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 tab:

Setup Options [=2]

o Sat Special Barcode Enable Oiffine v Use Pagstel L.a_l,lout for Slip Printing [Recommended) Tleaa
Rounding Sethings Setfings Processing [ Allocate Projects on Customer Documents
Uszer Settings
Copy To &l [ Enable Quick Scanning for Barcodes
User [0 UserD =l Users [~ Enable Touchscreen Interface
LCash Sales On Account Other Update Fort Fizcal Printing

Cash Custarner CASH _. | CASH SALES ACCOUNT

Default Cash In/Out Account | 2300,/000 _. | Sundy Income

Store JHE .. | Johannesburg Branch

POS Ertry Type [19-POS Joumal =l

POS Mext Reference POODAO0S
Till Cash Float Amount 0.00 [T Reallocate after cashup
Customer ¥AT Trigger Amaunt o.oo

Default POS Screen To Sales -

. Supervisor
Default Transaction To Cash A Sgttings

[” Update POS Payments in Detail v Can Receive Money [ Print Receipt for Cash in - v POS Supervizor

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:

Cloze

PQS Supervisor Settings

Can Approve Retumns

Can Approve Seling Price Changes

Can Approve b asimum Dizcount Overrides
Can Access Setup Options

Can Approve Megative Quantities

Can Approve Cagh Out

Can Approve Minimum GP % Ovemides
Can Wiew Dashboard

B U B B B B

Select the settings required for the supervisor.
Remember that at least one supervisor will require all settings.
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In the Port tab, you specify interfaces with cash drawers and pole displays:

Setup Options @
Aounding Seti Special Barcode Enable Offine v Use Pastel Ifayout for Ship Printing [(Fecommendead] Close
Lrf el o] e e Settings Processing [~ Allocate Projects on Custorner Documents

User Settings
Copy To Al [ Enable Quick Scanning for B arcodes
Uk |DD “User0 j Users ™ Enable Touchscreen Interface
Lash Sales On Account Other Update Fizcal Printing
Cash Drawer Pole Dizplay
Parallel - USE . Parallel - 1USB .
Serial v Serial v
Port Mumber |1 Port Humber |1
Charto Send [027 Charto Send |
Baud Rate  |3500 Baud Riate  |3600
Data Bits 8 Data Bits a
Stop Bits 1 Stop Bits 1
) Test Cazh . Test Pale
Parity N Dirawer Parity M Display
Cazh Drawer Settings ‘

Touchscreen Options

To enable the Touchscreen interface, check the option “Enable Touchscreen Interface”:

Cash Drawer Settings ‘

[ Setup Options @
Hounding Sett S Beads Enable Offine v Use Pastel Ifayout far Slip Printing [(Fecommended] Close
Lounding aetlings Settings Processing [~ Alocate Projects on Customer Documents

Uszer Settings
Copy To Al [~ Enable Quick Scanning for B arcodes
User |DD “User j Users |I¥_Enable Touchscreen Interface|

LCash Sales On Account Other Update Port Fizcal Printing
Cash Drawer Pole Dizplay

Parallel o USE @ Parallel . 1ISE .

Serial v Serial i*

Port Mumnber |1 Port Murnber |1

Charto Send [027 Charto Send |

Baud Rate  |3500 Baud Rate  |9600

Data Bits a Data Bits g

Stop Bits 1 Stop Bits 1

) Test Cash . Test Pale

Parity M Drawer Parity M Display
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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.

Plaazns salact the paths where the back up ez will be creabed
Fatr

Dizbaze Lives Camal | 0 |
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 Options menu option:

Close

Offline Setup
—Setup Terminal

Terminal Mame Terminal Path Guote Mumber Order Mumber Inwoice Number Credit Number Save |

Sue kM SQuoooo 5500000 SIMO0001 SCRO00M |

Delete
Terminal

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 Sage 50cloud 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.

v 4
m

& Emal © Madum T Lage

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.

03122000 1257 PM
Page t

Sobwae Sars
Dally Sslws Rupcet for Date Range 01272008 - 081272008

bzl ONIIENES T CANM . CADS SALEY ACTOONY bl e 3% " ox om TR e o
MAINY WIS T 3D CASH -CASS SALES ACCOUNT mioe L m ™ o L] e s m
naresn BATIGRES UM Ca . Cake JAEN ACCouNT oo imn L am ox o= Tamy TR e
nAtesd CANIONEN M CAIN - CASH SAES ACCOUNT nTe s e am o® o e Lg 1 ae
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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.

Yo [@ivam e
Refrmtate [ 1 M4
Graghs: ! om
Salka by Oparih = S

Sous by Paymont Typo Chem ALY coum!
Sabes by Solecasan 4 M Lot Ol 1 D D Oy L8 T0h W INE D
bop [ e »
B [F Customers @ 2 Srwrrme W Tep Mo -
Dot ke Crmck Motee
| o B
Users Logged 1
Pasted Uvers [ W,
O e ST W | b e
1000 =0
Suparviser Cash -4 -
s o - ) a4
Price Lackig | Narw PUVOR DOST AT MOIVZRIINIM LA

LM+ Lot O bz ok Do O+ Lob Uh 1 Bl D
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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:

——f— _

Tendered
0.00|

;‘w’——{ | Total Duq[

15 Octoler 2817 - st1d

APEe Comhining’  wbii« Cash g Sl hgved VEIRCE s Mot b Yrdve L Qe l

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

Sage 50cloud Pastel POS gives you access to the full range of supplier documents you have in
the main Sage 50cloud Pastel product. You can process the following supplier documents:
e Purchase Orders

Goods Received Note
Supplier Invoices
Return and Debit Note
Credit to Supplier

Sage 50cloud Pastel POS uses the same parameters as your main Sage 50cloud Pastel

product. You set these up in the main product via the Supplier Control function, Supplier
Documents function, and other functions.

In Sage 50cloud Pastel POS itself, you process supplier documents via the Process...Supplier
Documents menu option:

~
 Decumat Peocming - Supplet brvoice
Docurment Typs EM w | Docurment Nurvbet PN100005 Account 1 3 l
Address Boaluwies
Petiod TiAsandng Belence
00« [May - 2003001 - 20530530 Chedit Livet
Docurent O ae 201 vusn | $M|d Person
Faywart Dun Diude | TR ;j r'd'l
VAT Nurbst [ Sho
Suppet invace No Dacourt % Excharge flate Progect * 7
~o0 T : Supplier Invoice
Type Shoee |Code | Darcagpbon Uit Tac Typm | Dusridy! ckave Pocel  Dicount Percent
2 GI, Code | 0-TaxTapn 0 160/ 000! 000
. »
I Total Dscount om
Tols Eschsne am
Tokod Tix oo
E""‘ [00 - Hom j Total Inclusive 000
¥ Sgew 1 Prind I Delnte ] HNgte I Heow fde Update l |k l Closn J

Processing supplier documents in Sage 50cloud Pastel POS is similar to processing supplier
documents in the main Sage 50cloud 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, Sage 50cloud Pastel POS does not delete

the purchase orders.

e In Sage 50cloud 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 Sage 50cloud Pastel product.
» You can reprint all supplier documents via the main Sage 50cloud Pastel product or via

Sage 50cloud 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:
CTEREVIINT | [Deme Softiesee Saves] Ober - Urer U1 - [Feste PEtvh 0 S¥e]

et

~! I.- !JP.AE !.-E

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 14 items is included in the shortcut menu.

You include items in the shortcut menu via Setup...Touchscreen Shortcuts menu option:

0 Spdaks SFEARRAS
n{nmmp Perdion A Procerio 32 GHs | PEN/CHP
EFL 17inch SVEA Moo MOPNAGT
58780 ok V3 o870
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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 Sage 50cloud Pastel.

To access this function, select the Process...Supervisor Cash Up menu option:
Cash up for User0

0 0 Cash
Dienominations

Select User to Cash up

Date ta reflect Cash up on |201 B/09/19 - l

Cornputer Amaunt Uszer Amount Wariance

Cash 50.00 0.00 50.00

Cheque 5520.00 0.00 5520.00

Credit Card 0.00 0.00 0.00

Woucher 0.00 0.00 0.00
EFT 0.00 0.00 0.00 Finalise Cash Up |

ITotaIs | 5970.00 | 0.00 | 5970.00 |
|D h Azcount | 0.00 | Clase |
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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

— Select Terminal

Termninal Name Status Fetch Fetch...

Sue Deployed [m]

Dreplay...

bl

Cloge

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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Point of Sale Reports

Printing point of sale of reports is almost identical to printing reports from the main Sage
50cloud Pastel product.

The differences are:

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 Sage
50cloud 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.

Report

Outstanding
Documents

Batch Listing

Daily Sales
Report

Cash up
Variance

Reprint
Document

Customer
Age Analysis

Customer
Statements

Supervisor
Audit Trall

What it Does

These reports let you see which quotations, sales orders, purchase orders, or
CODs are still in the system. You can view documents in document number,
customer code, inventory item, or salesman sequence. You can range by
date, and you can run a detailed or summarised report.

In the main Sage 50cloud 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 and a range of dates. You can also range on the payment type (cash,
credit card, cash in/out, etc.).

This report shows a summary of Cash, Cheque, Card and Voucher details for
each operator and workstation, as well as variance details. All documents,
sales 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.
Select a document type (quote, invoice, and so on) and an output device
(printer, screen or email). You can range on customers and dates.

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 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 statements. You can range by customer category and/or customer
code. You can print in customer code or name sequence.

The report shows all documents where a Supervisor password was
requested 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 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
customer on consignment. You can also create a store for your sales
representatives, if they take samples or actual stock on the road. This
makes it easy to track and control these items.

Consignment/Sales
Representative
Tracking

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 Allfields 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:

Setup Inventory - Sole Access Mode X

Configuration Integration / Groups User Defined Fields Bills of Materials
Defaults for New Inventory [tems / Stores Encrypted Cost Price c |
ance
Inventory Group 002 - Inventery Goods ~
EEEEEEEE
Discount Type Both -
Fixed Description / Cost " Show Quantity and Unit I
Change While Invoicing I
Type Multi-5tore
Inventory / Physical ltem o
[™ Serial ltem ¥ Use Multiple Stores
Service ltem (o

Once you create inventory items, you cannot change this field.
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Stores

You use this function to maintain stores. If you use multi-store processing, each inventory item
must be in at least one store. To access this function, select the Edit...Inventory...Stores menu

option:

Edit Inventory Stores

© I @8

Code

Description

Add Edit Delete

Default Inventory Group

= X
= Q | [ 4 <4 »
Save Rejet Search Code Name First Prev Next Last
;CT ‘ Blocked [~
Cape Town Branch

002 - Inventory Goods

e

Link Inventory

Postal Address Contac Name
|P.O Box 1234 [Richard
‘Table View '

‘Cape‘ To;vn Telephone
[7441

| Fax

Physical Address

P.O Box 1234

Table View Mobile Phone
Cape Town
44 Email Address

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 same inventory item. This includes all selling, future and
special prices.

If the selected store is not linked to the inventery item, ne selling prices will be copied.

If you want to copy selling prices, select the Copy Selling Price check box and specify the
store to copy the selling prices from.

¥ Copy Selling Prices

From Store Johannesburg Branch
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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:

[+] g P QA I B 4 <« » >l

|
azg fm Dwiets e Reyect C ey Legrih Code Mame et MNew Peert Lt

Code A Bocked [
Descrgtion Accounting Scftmare
Categores 0 - invertory Goods v
Sore CT - Cape Town Branch v | Jelectitores
Deteds Prces Pecrde Uses Fradd Actwey Notes Prcture < a be
ventary Group 22 - wweertony Goods v Procesving Options
* Fasd Descrption / Cont

Descount Type 2oem v

Change 'Whie invescing
Bartode

ﬁvr "-"“" _
= &=
2 T Cape Town Branch B

Commodiey Cod L S
o—— . ! loen Dwrtsn Branch v >
weE Sohsnneburg Dranch - Zirane
Leie T AL
N Alow Tm
Purtheses 15 Vat - w Daselect AN

Select the stove(s) 1o bl 1o thes eertse, term

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:

o g P a ) B 4« <« »
Ada o Deinte Sher Rpgect Copy Seanh Code Hame Fuwt e Heet i
Code ACCAON Blocked [
Descngtion Accounting Software

Categonies 002 - Inventory Goods v

Store CT - Cape Town Branch ~ Select stores

Details Prices Reorder Us

Retwl ~
Denler | ¢ Kopy from CT| Copy to CY
Dnbub;o: What to Copy Cancel
Price Lt 5 W Selling Prices
Price List 6 ‘ | W Future Prces
Forepoce 1 bonee
Retai | Select the store(s) to copy prices 1o
Deales 4 Y
Dustributos Select ANl
Wholessle | | D8N | Durban Beanch
| | 8 | doh burg Branch
:m = :': : ‘ : | sohannestiurg Rranc Deselect All
e Ly

Special Prces |
Exchnive 0.00 |
nClushve Q.00

Lopy Prices I

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.




200 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 Usens / Pasawords - Sobe Accoms Mode

g Q 4 4 »

Delate fvr  Agedt  Searn Pam Me teen Lt

Useny Optrormy
£ Cegy from Group Supervrior .
ry fram User User 0 v
M_ Intefhgence Repoting for User |
T Cape Town Branch — e e :

DN Durban Branch

i Cancel Manu Access for User 1
IHB Johannestiurg Branch W

.\ "
Select Al Process Options for User 1

User Preferences for User |
Deselect ANl

|
|
|
|
|
|
|
|

ing Stores

Store IME

Store Access for User |

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.
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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 must select the store:

Process Customer

Document Type Tax Inveice ~
Link / Create

[ Inclusive

[ Quick Mode

[ Customer User Defined Fields

[~ OnHold

Period Date Customer Ref

6  [01/08ME -

Type Store (Code

4 ltem Code JHE 4]

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:

lnventory Journah

Perod 04+ D1/DA/16 - 30/06718 June Curvent Yese v Interztnes Tiamber Bateh Clase

From Steee I Yo Rore ¥ Date

/1 Selerence 000002

Sersal " : Lark-u
Out ey urremt Unit Cost New | Mark-up
| Numbens | Aversge .

00 24000 2240001 224000 2100/000
2000) 2240.00 2H0/X0

FN0E/15 Q00002
Accountng | DEN 306/16 0000022

Erint PedateBateh | | Baun Settings..

6L Accoumt = 2120/000 Accounting Scitware

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

Lol

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

Ti98trbfhe 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 Item 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 so 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
guantities 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 ltem Codes speed up invoicing, as you can create multiple invoice lines by
entering one code only. Some uses of this facility are:

Iltem 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

Kitting item code for a filling procedure that will invoice out the fee for the filling,
gloves, materials, and so on.
Inventory items have descriptions of up to 40 characters. If this is

Long Item 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.

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

Replace item. This is useful for the previous feature of long item descriptions, but it
Unavailable also has another use.
ltems 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.

You access Kit Item 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:

Setup Inventory - Sole Access Mode X

Configuration  Integration / Groups User Defined Fields Other oK

Additional Costs

Description Account Description

Labour 2400/010 Labour Cost Manufac Variance
Direct 2400/020 Direct Cost Manufac Variance
Other 2400/030 Other Cost Manufac Variance

Manufacturing

Mext Reference Mumber |BILLDDD'I
Entry Type 18- Manufacture Journal
Picking Slip
i Paper Style | Plain,
No of C 1 P
o or-opes Assistant... Single Sheet

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:

fdet Bl of Materiah & x

+] g Q & ] 14 4 »
A2 Lo Dewte Save Tegert PYeTT Lot Mame Fost Frey Yeeut pet
BOM Code SO ) Blocked [
bocsrer R TRT
Manutacture Components Selhng Prices Notes Picture

Manufsctured Rem

nvertory Code SOMO XX SOHO Computer
Sore »E johannesturg Branch
Unsg Each

Lock BOM to thes Rem
Update Sefling Price B

Print detads on wrvosce -

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:
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Manufacture Components Selling Prices Notes Picture
Inventory Code Quantity it | Description Average Coy
WIN/O5 IHE 1.00| Each | Windows XP 3 999.
WP/LOC JHE 1.00| Each | Word Processor 20.
SPR/LOC JHEB 1.00 | Each | Spreadsheet Software 200
SPEAK/EAS JHB 1.00| Set | 50W Speakers 2004
MOD/234 JHEB 1.00| Each | 96K Modem 120,
MOPN/O0M IHE 1.00| Each | EPL 17inch SWVGA 1200,
MOUSE/STD JHB 1.00 | Each | Super Mouse with 50.
PEN/CHP IHB 1.00Each | Pentium 4 Processor - 3 000. «
< >

Components 13 399.99 13 399.99
Labour 0.00 0.00
Direct 0.00 0.00
Other 0.00 0.00
Total 13 399.99 13 399.99

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.

In the Selling Prices tab, you can review possible strategies for creating selling prices. As we
saw earlier, you can update the selling prices when you manufacture:

Manufacture Components Notes Picture

Calculation Method

Mark-up Percentages

{% Percentage Mark-up on Cost

" Components / Additional Selling Prices

Retail 0.00
Dealer 0.00
Distributor 0.00 w

* Use Average Cost 7 Use Last Cost

Total Components at Cost 13 399.99 13 399.99 13 399.99

Plus Additicnal Costs 0.00 0.00 0.00

Sub-Total 13 399.99 13 399.99 13 399.99

Plus Gross Profit 0.00 0.00 0.00

Selling Price 13 399.99 13 399.99 13 399.99

< >

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.
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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 Item 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:

Edit Kit Item Codes = X
O @ ®§ = Q @ @ 14« <4« » »l
Adgd Ednt Delete  Save Reject Sesrtn  Coge  Name First Prey Next Last
Kit tem Code COMP/OFF/SOL Blocked I
Description ]

Components Notes Picture

nventory Code Descnption
[ACC/LOC | IHB 1.00 Accounting Scftware | 3,000,
|WP/LOC {JHB 1.00 | Each | Word Processor Software Y9 \
{SPR/LOC JHB 1.00 | Each | Spreadsheet Software V9 |
{08/9/0 | JHB 100 Each | Database Softwere VS |
{COM/PCA JHB 100 Each | Communication Software V9
MOD/234 |HEB 1.00| Each | 36K Modem |
{ | v
< >
Totals

410000 4,100.00| 3,000.00
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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 ltem Code menu option:

Copy BOM / Kit Item Code X

Work On

% Bills of Materials " Kit ltem Codes

BOM to Copy From

Code Description
S0OHO/200 SOHO Computer with Software
Manufactured ltem SOHQ/200 - SOHO Computer

BOM to Create

Code Description

[soHO/400 | [SOHO 400 Computer with Software
Manufactured ltem Code Manufactured Item Description
[s0HO/400 | SOHO 400 Computer

Store Code Store Description

|CT | Cape Town Branch

V¥ Copy Motes ¥ Copy Picture
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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 Companents x

Replace in
¢ BOM and Kit item Cade BOM Only Kit =em Code Only

From

To

Cemponents
Ensting Component Wo/L0C Word Processor Software V§

Ewvsting Store

New Component ESiif:i“ Q| Word Processor Software V11

New Stoee

( IO“
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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:

Process Manufacture / Unmanufacture X

Function to Perform
{* Manufacture Period Selection for This Year Date
" Unmanufacture 04 - 01/06/16 - 30/06/16 June ~ 30408418 -

Eill of Materials
Code |SOHO_-"ZDCI | S0HO Computer with Software

Close

Print Picking Slip

Item te Manufacture

Inventary Code [soHo/200 | [s0HO Computer

Store |JHB | Johannesburg Branch

Cuuantity 3.00 Cty on Hand 0.00

Description |SOHO Computer Reference BILLODO1
Component  |Description On Hand |Required Selected Balance |Purch Order | Max ltem 4Py
WP/LOC Word Processor Software V8 [JHB 52.00 3.00 45,00 0.00 52.00
SPR/LOC Spreadsheet Software V9 JHE 10.00 3.00 7.00 0.00 10.00
SPEAK/EAS  |50W Speakers JHB 55.00 3.00 52.00 0.00 55.00
MODy/234 96K Modem JHB 20.00 3.00 17.00 0.00 20.00
MOPN/001 EPL 17inch SVGA Manitar JHB 20.00 3.00 17.00 0.00 20.00
MOUSE/STD | Super Mouse with Pad JHE 5.00 3.00 2.00 0.00 5.00
PEN/CHP Pentium 4 Processor - 3.2 GHz |JHB 10.00 3.00 7.00 0.00 10.00
RAM/CHP 250 MB RAM Chips JHE 20.00 3.00 17.00 0.00 20.00
HD/250 250 Gig Hard Drive JHE 18.00 3.00 213 4 15.00 0.00 18.00
COM/PCA Communication Software V9 | JHB 20.00 3.00 17.00 0.00 20.00
CDROM/PCR. |50 Speed CD-ROM Drive JHB 40.00 3.00 37.00 0.00 40.00
ACC/LOC Accounting Software JHB 170.00 3.00 167.00 0.00 170.00 v

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.
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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
Item Code, and select the item:

Process Customer

Link / Create

Period Date Customer Ref

VEC/200

In the Type field, choose the kit item line. Then enter the code and the quantity.

When you complete the line, the system includes all the items in the kit item code in the invoice:

Super Mouse and Pad
300 MHz Pertium Processer

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.
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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:

Insufficient Quantity on Hand X

WEC/400 - Vector Computer

There is insufficient quantity on hand in period 4 to process the above item.

Quantity Available 3.00
Plus On Purchase Order 0.00
Total 3.00
Line Quantity 10.00

The additienal quantity required is 7.00.

Manufacture Return to Lines

You can click the Manufacture button to invoke the Manufacture function. You need sufficient
quantities of your components to be on hand to manufacture.



Chapter 10 - Bill of Materials Bill of Materials Reports ¢ 215

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
Audit Trail manufactured item’s details. You can also select to see component
details.

This report 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
manufacturing. You can search through bills of materials, Kit ltem
Codes, or both. You must specify the inventory code of the
component you are looking for.

Components Used in
BOMs / Kit Item
Codes

This prints out all the Kit Item Code information, including the

Kit Item Codes
components. You can select a range of codes.

This report helps you to determine whether you have sufficient bill
of materials components on hand to manufacture a specified
number of manufactured items.

Material
Requirements - MRP






Chapter 11 — Serial Number Tracking

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:

¢ # W O L]
ano fon Detetr et et C ordy e Code Hame funt My Teent 1A
Code 0o Blocked |
Description Senalged Nem
Categones 000 - None
CT - Cope Town Buanch Select stores
Detain Prices Peorder User Freld Activty Nates Picture Serial No
Inventory Group D2 - Ivventory Goods v Processing Optioms
Fued Description / Cost
Discount Type Both
* Change While invoucing
Bercode W Show Quantity and Unit
Bin Numbes M Sales Commusmion tem
Unat Fach Type
Commedity Code Net Mags o0 * Physical tem
W Senal e
Service tem
NV Atow Tas ost Prices
Purchates 15 < Vit - Seandard rated (15.00%) Aversge 0.00
Sales 19 - Vot - Standard rated (15.00%) v Last Unit e00

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 items 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.
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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 must 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:

[uantity[ Senal Numbers
100.00 0/100

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
<F5>:

Create Serial Numbers X

ltermn
HDDAT 1TE Hard Drive

IHE Johannesburg Branch

Serial Numbers
Required 50 Selected |0

MNewi/Start Serial Number HDD1T-0125-000001

Create Create All 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.
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The serial numbers display in a table:

Create Serial Numbers X

ltem
HDD/AT 1TB Hard Drive
JHE Johannesburg Branch

Serial Numbers

Required 50 Selected |50

New,/Start Serial Number HDD1T-0125-000051

Import Remove Remove All

HDD1T-0125-000039 A
HDDIT-0125-000040
HDD1T-0125-000041
HOD1T-0125-000042
HDD1T-0125-000043
HDD1T-0125-000044
HDDIT-0125-000045
HDD1T-0125-000046
HDD1T-0125-000047
HDD1T-0125-000048
HDD1T-0125-00004%

HDDIT-0125-000050 v

Print Barcode (6] 4 Cancel

Use the buttons to remove incorrect serial numbers and add new ones.

When you select serial numbers, for example when you sell the items, the system displays a

similar window:
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Select Sorial Numbers x

Mem

HDONT 178 MHard Drive

JH8 Johannesburg Branch
Serisl Numbers

Requeed r Selected 3

Find Serial Nusnber

Availsble Serisf Numbers

W HOD1T-0125-000006 -~

W HOD1T-0125-000007

W HDO3T-0125-0000C8

¥ HDD1T-0125-000009

Moo oz
HOOT-0125-000011
HOD1T-0125-000012
HDD1T-0125-000013
HODIT-0123-000014
HOD1T-0125-000015
HDD1T-0125-000016 v

Print Sarcode

| Sefect from Fle

Senal Numbers Selected

HDD1T-2125-000004
HOD1T-0125-000005

_ $nce

the tables.

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

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 Mode X

Quotation Sales Order Invoice Credit Note
Original Name |Tax Invoice | User 00 - User 0
Copy Name |C0pyTaxInvoice | " Update on Completion of Document

Supporting Name |Deli\.rery Mote

| * Update in Batch Mode

Entry Type 10- Sales

[~ Force Projects
[ Force Sales Codes
[V Print Serial Numbers

- ¥ Allow On Hold
Murmber of Copies
Mext Number

Invoice Lines Default

Debit Mote Receipts oK

Cancel

1]

INA10001 |

ltem Code ~
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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

Serial Number

) This lets you view movement history for serial number items.
History

Serial Number This report lets you see serial numbers per inventory item, along with
Listing their status.






Chapter 12 — Multi-Currency

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:

Setup Company Parameters - Sole Access Mode X
Company  Settings Formats Multhurrenqr Time and Billing Faxing

¥ Use Multi-Currency

Cancel

Revaluation Entry Type 20 - Currency Variance ~

1000  |Decimal
Separator | Digits
Dollar 4210/000 §1,000.00
Pound 4210/000 £1,000.00
4210/000 99.99 . 2 FRF FRF1,000.00

Description Sample

French Francs

a2 =

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:

Edit Exchange Rates - Sole Access Mode X

01 - Dollar e 0K
Dollar te Home Currency Exchange Rate Cancel
In this and processing screens, enter the Per This Year Rates Last Year Rates
foreign currency value equivalent to 1.00 in 1 2.570000 2.570000
YOUr CUTENCY. 2 2.570000 2.570000
In this and processing screens, enter your§ 3 2.570000 2,570000
& ‘currency value equivalent to 1.00 in the | 4 2.570000 2.570000
foreign currency. 5 2.570000 2.570000
6 2.570000 2.570000
7 2.570000 2.570000
8 2.570000 2.570000
9 2.570000 2.570000
10 2.570000 2.570000
1 2.570000 2.570000
12 2.570000 2.570000
13 2.570000 1.000000
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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.

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”.

Process Customer !

Please ensure that the exchange rate recorded on the document is the
correct spot rate on 01/068/16. The rate cannot be amended after the
document is updated.

Proces Customer

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:

Batch Type | Nommal batch entry

“shamp

There are rules about which values are stronger. The on-line help explains these in detail.
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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:

Trial Balance X

Print To Screen hd
Use Sub Accounts [v Cancel
Print Zero ltems v Help

This Year v

Period Start 01 - 01/03/16 - 31/03/16 March

Period End 12 - 01/02/17 - 28/02/17 February W

Show which Comparative Last year i

Include Opening Balances [v

Which Currency 00 - Home currency i

Print Balance Sheet Accounts First [v

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.
Currency Variance | It shows what adjustments the system will make when you run the
currency revaluation.

List Exchange This report lists the exchange rates for each currency in the selected
Rates 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

VoLl

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:

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.

You create records for each employee. For each activity code, you set a default rate per
employee.

You then enter timesheets for each employee. You select a customer and an activity, and
you can override the employee rates.

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.

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.

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:

Setup Company Parameters - Sole Access Mode X
Company = Settings Formats ~ Multi-Currency  Time and Billing ~ Faxing

Activity Defaults
Cancel
Unit Decimal Digits
GL Rate | R150.00
Employees

When Copying Employee Activities to Another Employee
® <
" Copy the Activity Default Rate

Timesheets

" Separate Set of Numbers for Each User User
* One Set of Numbers for This Company

Mext Numb TS100001
[T Enter Your Own Timesheet Numbers HmBer

[™ Force Projects on Timesheets

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:
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In the Rate field, enter the default charge-out rate for this activity.

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:

it Eimpioyees

) B 0 Q Il aE 4« <« » »
] tan e ¢ Paie assh CBlN Neme ~r " a4
Code (X0 Blocked |
Cencrption
Actowities Mictes Puture
B
COoMOY Conuting Hour R R145.00
05001 Onhre Suppen Hour Ras00 #5000
5 Totepherms Sagport [ LS Ye AN
Cooy frum

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 X

Timesheet Mumber | 75100001
Employee Code EMPDO1 Adrian Smith

Customer Broicet Activity Code Units Units

Code Description Exclusive Rate Excluy
_ode

Worked Charged

20/08/17  |ACKOO1  |GOVD1  [CONODI |Censulting [Hour | .00 3.00| R145.00 |
20/09/17  ~| | | I | | | | |
I — | S — — |
! ! ! I l l ! ! l
< >
Timesheet Delete/Insert Print Timesheet Close
R435.00

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

Units Units
Worked Charged
12.00 ‘ 12.00 ‘

Timesheet . Project  |Activity Code

T5100001 ‘EMPON ‘ABBO?_Q ‘

Account/ltem Tax Exclusive Rate Invoice

‘umfcm afor | R145.00] O
| |

Exclusive Amount

‘ CONDOT
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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:

Process Customer

Document Type Tax Invoice ~

Quotation

Sales Order

™ Inclusive Tax Invoice

[ Quick Mode Recurring Tax Invoice
[~ Customer User Dy Credit MNote

Debit Note
On Hold
_[On Time and Billing

Customer Kef

4 01/06ME  +

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.
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Time and Billing Reports

You access time and billing reports via the View...Time and Billing menu option. You have the
following reports available:

Report
Activity Listing
Activity Log
Employee Listing

Productivity

Rate Exceptions

Timesheet Listing

Timesheets

Description

This lists all the activities.
This report shows timesheet entries in activity code sequence.
This lists the employees.

This report performs an analysis of chargeable and non-chargeable
hours per 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 actual rate that employees charged.

This report shows your timesheet data. You can use this report to check
your data input.

These reports let you analyse timesheet charges in detail or summary,
and in various sequences.






Chapter 14 — Receipting

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 Inthe Receipts Control function, you set up control accounts, analysis codes, and other
items.

e Inthe Receipts Configuration function, you set up payment’s methods and rules.

e Inthe 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 If 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:

Setup Recelpts / Point of Sale Control - Sole Access Mode x
Receipts / Deposits Receipts Anaysis Code “

Receipt Control Account F450/000 Recept Control Account Cancel

Receiptz

Current Session Number

Deposits
Cash Expense Entry Type 22~ Deposits Journal e
Document Path Ci\Pastel 18\ Custom\Forms\ depositsiip.eng

Number of Copies to Pont

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 optional analysis codes:

Setup Receipts / Point of Sale Control - Sole Access Mode

Receipts / Deposits Receipts Analysis Codes

Receipt analysis codes allow you to realise income at time of receipt rather than at time of invoice,

When you invoice a customer, you use the receipt analysis codes set up here on the invoice. Each analysis STmEE

code references the control account, the sales account and the tax type to be used.

When you process a receipt, if you specify a receipt analysis code, the system creates an additional
transaction to move the value from the control account to the income account.

Code |Description Control Account  [Income Account
01 | School Fees | 8200/000 | 1200/000 |01

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:

e 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.

e When you invoice a customer, you create analysis code lines, as opposed to lines such as
inventory or financial lines.
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e 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.

In the Setup...Receipts / Point of Sale...Configuration menu option, you set up hardware devices
and payment methods and rules:

Setup Receipts / Point of Sale Configuration - Sole Access Mode X

Payment/Receipts Screens Cash Drawer oK
Addresses Cheques Credit Cards
Address Details Address Fields to Enter Cancel
* Always MName Can Enter b
7 Never Address 1 Can Enter w
" Only if More Than Address 2 Can Enter w
Address 3 Can Enter i
Address 4 Can Enter i
Address 3 Can Enter b
Telephone Can Enter -
Message Can Enter w

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.
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In the Cash Drawer tab, you configure physical cash drawers:

Payment/Receipts Screens Cash Drawer

User |00 - UserQ ~ [¥ Use Cash Drawer

Interface Serial Parameters

Parallel Port C Baud Rate
Serial Port & Data Bits
Port Mumber Stop Bits
Characters to Send Parity
Open Cash Drawer For

W Cheques ¥ Credit Cards ¥ Vouchers

Test Drawer Copy to All 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.




244 o Working with Receipting

Chapter 14 — Receipting

Processing Receipts

You use the Process...Receipts...Receipting menu option to process receipts:

Receipt

Seszion Number 1

Recept Number “Gleal®
Paried 04« 010818 - 30506715 June v
e (010616 - Outstanding Balance
Amount to Pey Discount 1~ Cash 1 - Chegue 1 -Cord Ao || &- CordManual 5-67
RO.OG 200 ROOO RO R0 ROLO RO.00

Recegt Afccations and Analysis

Project fackane
R1IO.O
R10040

RO.0O

|€ Payment Theek You
29500/000 Payment Thark Yoo

i€ e}
i

Total Discount B0

Total Armwount

Tetal Amount 12 Pay
Tetsl Amount Paid

Change

Print Recest

Shew Detals

Clote

process.

places the full amount owing into the value field.

In the GCS field in the table, choose a customer, supplier, or general ledger account to

If the customer pays using one method, click the payment method button. The system

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:

Dacount

Amourt 10 Pay 1-Cash 2 - Chegoe 3 - Card Aunto 4 - Card Manus! 5-EFT
R113.00 RAD0 RO20 ro.00 | TR | ROLO

Acceunt Detais Credt Card Detmly

Name Card Numbes

Addirens
Account Holder
Cortd Type Expiry Date
Authorsation code

Telephene

Mobksle

ROD0

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:

Operation to Perform

The Deposit Assistant guides in creating a deposit slip that can be used
when depositing meney. A bank deposit transaction will be created
automatically in the cash book.

A session number will be allocated to every receipt. Session numbers
will make it possible to deposit a batch of receipts.

Please ensure that you have a backup of your current data before you
use this assistant. To make a backup now, click on the Backup button.

You can perform the following operations. Please choose one and then
click the Next button to continue with the assistant.

* Maintain Session Numbers

" 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 X

Cash Deposit Transactions

be deposited or used for cash expenses,
01 - 8400/000 Mational Bank

Session Mumbers Include Up To

Select from this list all cash receipts that must be included for this deposit slip. Cash receipts can either

Help Back

Receipt Receipt S e PheToe
Number [ —— Deposit Amount |Reference Number
27/05/16 ABB029 RC100003 R300.00 R300.00 | 12564
Total Cash Receipts R300.00 Cash Deposited R300.00

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

Hi This report shows where you used each analysis code.
istory

This report shows customer receipts. You can range on customer

Customer Receipts .
codes or 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.
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Reporting

In this chapter, we look at the Sage 50cloud Intelligence
Reporting add-on module.

— Sage 50cloud Intelligence Reporting Overview
— Working with the Sage 50cloud Intelligence Reporting

— 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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Sage 50cloud Intelligence Reporting

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 Sage 50cloud 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 Sage 50cloud Intelligence Reporting 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.

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 Sage 50cloud Intelligence
Reporting

The Sage 50cloud Intelligence Reporting 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.

Sage 50cloud Intelligence Reporting does two main things for you:

e It 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, Sage 50cloud Intelligence Reporting lets you work with
the data outside of the accounting system, where you can manipulate it at your leisure. To do
this, Sage 50cloud Intelligence Reporting 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

Sage 50cloud Intelligence Reporting 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.

Sage 50cloud Intelligence Reporting 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 Sage 50cloud Intelligence Reporting via the View...Intelligence Reporting 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...Intelligence
Reporting... Launch...Connector menu option. Here you create the data connections and data
containers for your reports:
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u Sage Pastel Intelligence Reporting 14 - [Connector]
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In the Report Manager function, you create reports using the data sources. You access this
function via the View...Intelligence Reporting... Launch...Report Manager menu:

E 5age Pastel Intelligence Reporting 14 - [Report Manager]
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than 10,000.

In the report's Filters tab, we limit the report to include invoices with a total value greater

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 clicking on the Run button from the menu:

l.‘] o9 i ude fepon 20 (Derncil « Mucrosoft £xcel = B 8
- Mome | Insert Pepe Lapout Formutss Dsta Remew View Add-ro E{ Tooly a@=a2
- =3 - i) ' - - - -
$ g T AN =aBe S ﬁ‘ Condrtional Pormatting = 5 Insert z %7 ﬂ
- M. % o FromoteTadle~ 3% petete - 31~
Past - « B - 3 TR o 3 Sot& Finad
' J B 77U — n- A E ¥ irEiE o b B | ) Celt Stydes ~ Elromats 27 pier- Selea~
Chptosrad Fatt Algrment o | Numbes Myles Ceils Eating
. (s & -
“ B < o £ 4 e B | J K L -
1 Bl
:» Sales Cube Report
] A # 30052094
4
S Store )
L] Salesman 41
25
'] o 2002 2003 0 2004
10 [Fotakost] Qty] [TatalCost] [Quy] [TotaiCost] [Qty]
1 #ALCONOL 13817640 322 I631.40 3
12 = Captain Vilsl Jigne Cane 8
13 « CPATVO1-Captam Vitat Signa Canse [
1z CPTYO! 8
3 # Captain Vita| Signs Rum "
1% » CPTVOR-Captan Wal Signs Rum 172
14 CPTYO2 12
18 =Mex Cactus Drope 24
18 » MEX101-Meal Cactus Drops 24 .
M4 % Sheet] “Sheotd Shestd . %9 i g | G
flaagy | Wi 1oe the quary to De exected | GBI 8s% (- L) {+)




Chapter 15 — Sage 50cloud Intelligence Reporting

Working with the Sage 50cloud Intelligence Reporting ¢ 253

Standard Reports and Templates

The system ships with a powerful set of standard reports and templates. Here is a dashboard

analysis example:
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The Financial Report Designer has pre-populated spread sheets that can easily be accessed

from a menu.
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Here is an example of a sales analysis. Sage 50cloud Intelligence Reporting turns raw data that

looks like this:
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Into organised tables like this:
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You can range within this table on just about any of the fields. Here, we can choose a
salesperson:
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You can turn these values into graphs:
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Finally, here is an example of a dashboard interface that summarises key values graphically:
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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:

After the first bank statement download, you assign recurring account coding to transactions
that recur from month to month.

You attach a unique statement transaction identifier to a Sage 50cloud Pastel account.

The result, in the following months, is that the system automatically codes recurring
transactions exactly as they should be for the cash book batch.

In the following months, you only have to code new transactions.

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.

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

Bank feeds

Bank feeds are a convenient way to download your bank statement on a daily basis without
having to log into your bank account each time to do the download.

You will need to create an account with the service provider and once you have registered your
account, you will link your bank account to the automatic bank feeds.

Setup Bank Feeds - Sole Access Mode X

Choose the Operation to Perform

Pastel Partner
Accounting You can set up Bank Feeds which allow you to import bank statements into your Bank Manager from banks and
other financial institutions. This saves you having to manually import your bank statements yourself.

Pastel Accounting uses Yodlee, a third-party online banking solution provider. Yodlee connects to thousands of
banking websites worldwide to retrieve bank statement information and make this available for use.

For more information on Bank Feeds click here

¢ Create Bank Feeds (Yodlee) Account
(" Enter Online Banking Login Details

" Link / Delink Cash Books

" Deregister Yodlee Account
" Change Online Banking Login Details

" Remove Bank from Yodlee Account

Help Backup Cancel

On a daily basis, access the Request bank feeds option by selecting Process...Cash Book from
the main menu.

Once the statement has been downloaded, process Bank Manager as normal.
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Manual bank statement downloads

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:

Process Cash Books = X
Ch Book 07 - B320/000 Nabonal 820k Batch Type  Mormal batch entry - Salancw R3 02136 Choze
Poyments Becmyte
Fe  Date GCS | Account R Reference Desenption Bank Amecunt "’"’i‘: Discount Eth: Proect PS
1 J04-0 300816 a N | OH00:
P g Db
mpant
Lspont
e Batey .-
: < Restore Colyrmng >
Numbercf Lines0 Remittance Assitant ==ome
Delere <Ctrt-D> Insert <Ctrt-{> Reconcile <F7» Pasted Bank Masayer R0.00 Pastel flank Manager
Tranes G To Line « Cirl-Ls
I i I -
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Importing the Bank Statement

You need to choose the banking system of the file you are loading:

Select Statement File X

Banks have different layout formats. Please consult the Bank Manager
Walkthrough te see the download procedures,

Statement Provider:

Statement File:

Last Import:

To view the Bank Manager Walkthrough, click here,

ABSA Cashfocus

(Bank Feeds)

ABSA Cashfocus
ABSA Intermet Banking
Bank of Athens
Capitec (OFX)

CSV (Bank Manager)
FME Business Banking [OFX)
FME Perscnal Banking
Investec

Mercantile Bank
Medbank

Medinform

Rand Merchant Bank
Standard Bank - Cats
Standard Bank (CSV)
Standard Bank [OFX)

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.

Bank Feeds

Bank feeds are a convenient way to download your bank statement on a daily basis without
having to log into your bank account each time to do the download. To make use of the
automatic bank feeds, you will need to create an account with the service provider.

To create your Bank Feeds account, access the Setup Bank Feeds by selecting Setup... Bank
Feeds from the main menu.

Once you have created your account you will link your cash book to your bank account and
download your bank statement.

Only one bank statement per bank account can be downloaded per day
when using the Bank Feed.

Itis important to plan the Bank Feed to ensure that maximum advantage is
gained from the download.
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Manual Bank Feeds

You then select the bank file that you downloaded from the Internet. The transactions display in
the main Bank Manager window:

©EHOS ® 5 © @B H O
lm;an Save Revert  Creste 2dd Configure Sunv;ur_v Eport © dmport ©  Abow
File Changes Changes Batches Mepping  Magpings
yments Zecepe A
-<: v mod  Aatemert Descrption GC e < Feferer T T
1201806/ 0 - (ALBOO! 1BANK PAYMNENTF.. G | ALEOOT 1BANK PAYMEN.. 30000001 00 - Zero | S0 oo -
2 2016706730 d BSHOTY IRANK PAYMENTF. G BEHOTT BANK PAYMEN.,. 30060002 00 - Zero 5750.00 0
3 ER6D - DANIZTIBANK PAYMENT .. G | DANGDY IBANK PAYME.. | 30050003 00 Zere Inaad 000
4 2016060030 o PAYMENT TO AREVTDEBL. G PAYMENT TO AREWT D - 30060008 (0 - Zero 425504 000
FAGTWH M PAYMENT TG BIOMR DEBL. G PAYMENT TC BONR D, 300X0%5 (0 - Zero 1 1502 o
& 180030 - PAYMENT TOHAPOTS DEE.. G PAYMENT TO HAPOTS . 30060006 00 - Zere 4050 000
TaNeNe30 [PAYMENT TO MUNKCPALL. G PAYMEMT TO MUMNICP,.. 050007 06 - Zero 62825 000
£ NI&aR0 { PAYMENT TC TRLCO DEE.. G PAYMENT TC TELCO D.,. 30050008 (0 - Zers AT 000
3 20180670 4 PAYMENT TO MEDIOT DEB.. G PAYMENT TO MEDOT .. 30080006 (0 - Zere wnes oo
10301606730 DEPOSIT FROM GLOS .. G DEPOSIT FROM GLO1SY,.. 306050 (0 - Zero 3 750,00 000
1120160630 4 DEPOSIT FROMGRNOTIC.. 6 DEPOSIT FROM GRNDIL.. 30050071 (0 - Zers 1 200.00 000
12 201806730 R CASH DEPOSIT - CASHSAL.. G CASH DEPOSIT - CASH .. 30080072 00« Zeso 1 Nem 000
1} 21806730 d CASH DEPOST - CASH SAL. G CASH DEPOSIT - CASH .. 30060013 00 - Zero w508 000
M 2DIENE0 04 SETTLEMENT ABSAFEE 183 G SETTLEMENT ABSA FEE . 30080034 00 - Zero 13588 000
15 201806/30 4 RENT PAYMENT TO PROPE. G [ ZENT PAYMENT TO PR., 30080015 (0 - Zeso 324528 000
¥ 201806730 4 SETTLEMENT CREDST NTE. G SETTLEMENT CRED(T M. 30050056 00 - Tero Eprd ] 000
72060030 o4 CASH DEPOSIT - CASHSAL. G CASH DEPOSIT « CASH . 30000017 00 « Zere fa2em 200
18201606/ (4 CASH DEPOSIT - CASH SAL. G CASH DEPOSIT - CASH . 30060018 (0 - Zero 151000 000
WANMENES M CASH DEPOSIT - CASHSAL. G CASH DESOSIT - CASH . 300630%9 10 - Zero 105800 000
20 20160032 B SETTLEMENT WALTONSS. G SETTLEMENT WALTON.,. 300800020 00 - Zero 35000 .00
21 01600 o DEPOSIT FROM MARIN 8. § DEPOSIT FROM MAR0Y.., 30060021 10 - Zero 125400 0.00
Account Project 47 29361 200
Search
21 teconds Cashbook: | 3400000 - Natiorw] Bask

These transactions are in the Bank Manager module, not in Sage 50cloud 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.

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 Sage 50cloud Pastel data entry screen.




Chapter 16 — Bank Manager Working with Bank Manager o 265

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. Rightclick 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, rlght cI|ck on one of the selected line.

Latéenent Description

mumnw 050001 00 - Zero ] ¥ 5040!

'mwﬂo £ ALBOOT IBANK PAYMENTF...| G
20160530 | ESHOTI BANK PAYMENT F.. G | SSHOTT SANK PAYMEN...- KO0 | 05- Zero $ 75000
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520760830 |24 PAYMENT TO HAPOTSD€B.. 6 | PAYMENT TO HAPOTS .. 30080006 |00 - Zero ‘ 3050
12160830 |51 PAYMENT TOMUNICPALL. |G | PAYMENT TO MUNICE... 30080007 00 - Zero | £2028]
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RGO (64 CASHOWOST-CASHIAL. G | | CASH DENOSILALA. 2.0 ‘m: | 17080,
1320760030 |2 CASH DEPOSIT - CASHSAL.. G cuunv‘ Agd Magping I ‘ 0338/
18 2160630 |04 SETTLEMENT ASSA FEE 183... G [SETTUEME(  Delete Corvent Row  Carle Del 13536
152016106430 |4 RENT PAYMENT TOPROPE. G [FENTPAYL 5ol Traesaction. j 324528
16, 201600/30 |4 SETTLEMENT CREDITINTE.. (G | [SETTLEMEL g o L edges Description 124
1720760870 | CASH DEPOSIT - CasH SaL.. G | CASH BEAUavw=—cmor oo 152801
18‘ J0V60E/30 < CASHOEPOST - CASHSAL. G .CASH DEPOSI - CASH . 3 0050018 00 - Zwo |0|5,oo'
19/20160030 |3 (CASHOEPOST -CASHSALL G | | CASH DEPOSIT - CASH /30080019 00 - Zero | [ 20580
20| 0760830 | 04 SETTLEMENT WALTONSS., G | SETTLEMENT WALTON... - 305020 | 00 - Zeso 15000/
21 amaes0 o DEPOSIT FROM HAR20! 6. | G | DEPOSIT FROM HARZON,. 3000031 00~ Zwo 125400|
Acceoont Project 729361 |

00
0.00
0.00

0.0
0

4. Select the option Delete Selected Rows and all selected rows will be deleted.
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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 afield 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 Ctri+Del
Split Transaction...

Fill Down Ledger Description

3. Choose the Fill Down Ledger Description. A mesSage 50cloud 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.

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 monthly. 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.

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 assignh accounts, tax types, and descriptions to phrases

1.
2.

In the line that contains the phrase, select the Account and the Tax type fields.

In the Description column, select the phrase you wish to use and click on the Add Mappings

button.

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:

Ledger Descripticn:

Apply Mapping to:

Apply to Current Impeort on Save:

FRIDO1

 FRIODT|

[] Payments

Receipts

(® Current Cashbook (3400000 Maticnal Bank)

() All Cashbooks

Save Cancel

When you click Save, the system replaces the account, tax type, and description in each
line that contains the phrase:

Ledger Description Refer... Tax Project Receipt Payment *
ALBOO1 IBAMK PAYMENT ... | 30030... |00 - Zero 59,575.40 0.00
FRIDO1 30030... |00 - Zero 5,750.00 0.00
SPADOL IBANK PAYMENT... | 30030... |00 -Zero 3,712.80 0.00
PAYMEMT TO ELEDO1 DE... |30030... |00 -Zero 0.00 4,299.04
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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:

- =) =
GCS [ Accounmt Ledger Descrption Reference
60F G 500000 Telephone - Landline 30060008 01-Vat ., 2772 -
260630 G 4600000 Tebephone - Fax line 30060208 01 Vat.. 200.00
Transaction Totak 40772
Total Allccated: 0772
C |
Deence 000 E -

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.



Chapter 16 — Bank Manager Working with Bank Manager o 269

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 Sage 50cloud 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 Sage
50cloud Pastel, or you duplicated transactions. You can check this in the Reconciliation tab:

Summary
Reconcile Period: 2016/06/20 .
Pericd Closing Balance: 302338
Statement Receipts: 07 203.61
Statement Payments: 0.00
Projected Closing Balance: 100 316.97
Statement Balance:
Difference: 100 316.97
Last Import: 2017/09/21 233 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 Sage 50cloud
Pastel

Once you have completed the preparations of the transactions, you need 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 must 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.

ok wDd






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 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 Sage 50cloud 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 the above data into meaningful financial reports.

e Select from a menu of up-to-date and accurate cash flow reports.
e Drill 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 Vista

»  Windows Outlook (Office 2003) for emailing notices
¢ 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 Item basis. Debtors
Manager will not work with Balance Forward Processing. Within Sage 50cloud Pastel, it is easy
to convert from Balance Forward to Open Item.

Starting Debtors Manager

Debtors Manager runs separate from your Sage 50cloud Pastel Partner product. You start it via
the Windows Start menu, or by clicking its icon on the desktop:

Once you start the program, you need to select a company:

Open Pastel Company >

Select a Pastel Company
Folder  [C:\Pastel18\_Demo || Browse

Compary | |

The main menu then displays:

. File Q;, Setug  Radresh = Dabioe Age Anayws ODnhhncﬁ P, Ermail & SNVS » Reporty :5‘ Cash Flow Forscast  — Windaw W Help

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:

T Duttor Age Anatyes - a x
180 Days Age Analysis for "Albott Limited”

Pt BputTobou | | <P
el 4’—“" 'hnnu e T e I s e D 'n:- _hy-uw
A T oo rex'e oW sam SEe G g bae Dvgre
v i | svan | e o | s e
000 s ibaine f- gt =4 sy - - -y ey

-'] -m] _-II = | -—Iw

| vooe Tenterine

Dedete DT 5 Oudetn Al LI
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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:

W Pt Datmors Marwgwr S empmny: COPumel T, Dumea /2 COB.cx] V1S Setn (253) - Jage Avabyve| - 0 %
T e St L seea T awsssgeiemm (Dubtewt P ma 00 | tupens | T3 Cot Naatimnt | T Wit Uw - ax
Age Analysis [0 o ppseeere A— .
>
G | rem | <} (ezzfr’ 1 e ot Do nan | L Mo Poeec
i ol fow [ | T 22 21 ewdind P 0 (Y Servemised Contactin e
S— =y T s S e = : Proewne i Poy Pee Sottns Likated 40 soeoby imvean Tam St
ABER Amtime | | | 1 : 3 cateaneee s B
z i H i i
P S | i i i ] D) s Code by e e
bt s ~ o sty
——— Actom it T
ok Alassen | watim! | \ ~ ey [
L Ot o T B P
B e duie
Ay dasbin Merevent
ot Sevarwhebans | Poyvanrt it Fov bnvas
Cwdts Mot bed Ao ivewoe
Unvatihad Swad
Trset Vb P Tiwmacten hipe
Codt Lime Pagt
Sty

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 Sage 50cloud 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:

W Faotat Detmors Marwger femgny: COPame ™ Dumal/CCOR.cx] V1S Setn (250 - (bt Raport) - 0 X
e Sgiea Lot T dsdgeremen | (D0utbeat P I 0 o Sepens [ Cob Naatircat T Wit Y -8 x
A Lt P Py Foont | T Vo o Toamaanton Trne ok fiios To b Fusamd Frommms be P (Sl Pyt by o b (it Comitt. Cof B Pt (or¥0t ot il L g froshoms Mot P & Py e (1% 1%
] Contas Ot v 21 Dnne R 171 Canginy P ] S e g [ A Favge

[ T—T o | v hem [ P

T ) Duwster JON » [E= -] » = Te D W |

Aol | Comta s Dy § .Y 11 Scxmewe Dew Accrermy

e J

2R Bifyie 4o+ s 10 nmh. -
==

Contact Report

Pepes Do HOIMIAT

Dkor Bange Trow
Catrgmry P Toow
Sy CrdrRenge Frow

Auser
N

Totst Corww

erert Page fow. | Yot Foge W | Zorry bucmer (24,
Forty

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:

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 Sage 50cloud 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:

Account No : 9
Debtor Name : Virgin Atlantic

According to our records, the following invoices are bevond 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 I(:;:i: due Amount| Outstanding
INA10038 Tax Invoice 14/08/2007 1838 R 20.00 R 20.00
INA10012 Tax Invoice - IVAN IVAN 01/03/2007 1991 R 2.777.00 R 3.554.00
INA10052 Tax Invoice 05/04/2007 1960 R 1.000.00 R 1.000.00
Totals: R 3.797.00 R 4.574.00

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:

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.

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:

Credit Limit Report

This report compares the customer's aged balances to the credit limit set in Sage 50cloud
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)

E‘::_’; Cash Flow Forecast = Window
| Debtor Forecast b | _ Cash Flow Forecast Reports
[ ﬁ: Promise to Pay (Fresh)
[ show Summary iy

| 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.
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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:

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:

- i File %Se’cup ‘. Refresh !’-_'Debtorhgehnalysis

Credits Matched Debtors Reason Codes

[] T Date Ra Debtors Action Codes

From o Ernail Templates

Te & Email (default) | SMS | Dashboard | UD Field
Run Report Percentage Collection Table

User Management

Cash Flow Forecast Reports
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.



Chapter 19 — Connected Apps

In this chapter, we look at the Connected Apps.

— Connected Apps Overview

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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Connected Apps Overview

Connected Apps is the gateway to the cloud and an opportunity to utilise online applications and
cloud services.

Scfvwese Sebu DEVK
W OCMANGE T UTRITY  meNDOW  FaeOuMTE

wBROERNA Yy /ORI B A ENS07%00

r4 - dcvme Log

From the Connected Apps icon, you can access the following services:

e My Customer’s Zone - The My Customers’ Zone is a convenient cloud service where a
business can post statements and customers can through a secure connection view
their statements electronically. Customers will be able to drill down into the statements
to view their invoices and can instantly, by a click of a button pay invoices using the
Sage 50cloud Pay secure payment gateway. (Payments are only available in South
Africa)

e Sage 50cloud Pay - A Sage 50cloud Pay account offers your business all the payment
and risk management solutions you may possibly want or need, from one online
account.

e Sage 50cloud Online Tools - Sage 50cloud Online Tools are useful business tools that
assist you in easily creating & managing your own website, social media & marketing
campaigns all from one platform.
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In this chapter, we look at the Sage 50cloud Pay add on
module.

— Sage 50cloud Pay Overview

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.




Chapter 19 — Sage 50cloud Pay Sage 50cloud Pay Overview o 283

Sage 50cloud Pay Overview

If you have multiple suppliers you pay electronically, and would prefer to consolidate the
payment process, you can set up Sage 50cloud Pay.
Sage 50cloud Pay can automate payments based on the age analysis of your suppliers and can

verify and validated bank account numbers and ID numbers to ensure that the information you
have is correct.

Sage 50cloud Pay is a subscription service and validations and verifications can only be
completed if the service is activated.

Edit Customer Accounts - & X
QO @ @ E Q [ 4« 4 »
Add Edit Delete Save Reject  Search Code Name First Prev Next
Account Code ABBO29 ‘ Cash Sale Account [~ Blocked [~
Description Albott Limited

Customer Category |00 - None

Additional Delivery / Contact Details...

Details Processing Terms User Defined Balances Notes
Addresses Entity / Banking
\ Pay
Postal Address Contact }
P 0 Box 30492586 Gerald ] 4
WHEN PAYING
2340 |+2711 856 4895 ‘
;rSouth Africa Fax S S S
, 1 IS THIS EASY,
2 - YOU DON'T HAVE TO ASK TWICE
Delivery Address Mobile Phone =
[2 Kudu Rd 1 | With Sage gTy Now,
5 Emidil you'll spend less time
|Germisten chasing payments.
(2340 ‘
:South Africa ;Salesﬂ; TRYTHE DEMO

Sage Pay Connect

With Sage 50cloud Pay, you will create a dedicated Sage 50cloud Pay cash book and create
cash book batches with all the required payments that are calculated from the supplier age
analysis. These batches are sent to Sage 50cloud Pay and Sage 50cloud Pay will distribute the
respective amounts to the suppliers using the banking information from the supplier masterfile.
You will in turn only transfer the total of all the supplier accounts to Sage 50cloud Pay.
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Chapter 12 — Scheduled Invoicing

In this chapter, we look at Scheduled Invoicing.

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.

Scheduled Invoices are similar to recurring invoices with the difference that you can schedule
your invoices to be created weekly, monthly or annually. You are also able to select which
invoices must not be created and there is an option to select the number of times the customer
must be invoiced.

There are 4 steps in the process for Scheduled Invoices:

e Step 1: Create a Recurring Invoice

e Step 2: Create a Schedule

e Step 3: Link the schedule to customers
e Step 4: Create Invoices
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Step 1: Creating a Recurring Invoice

The first step in creating your Scheduled Invoice is to create the invoice template. The invoice
template will be a recurring invoice that will be converted to a scheduled invoice.

1. Once you have selected all the items that will be on the invoice, click on the Next
Document button to process the invoice.

Consulting - On Sae

Delete / insert.. | £dit Documene | Mest Document _m
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Step 2: Creating a Schedule

Once the recurring invoice has been created, it is necessary to create the schedule.

1. From the menu bar, select Edit...Scheduled Invoicing...Schedules. On the screen that
displays, click on the New button to create a new schedule and enter a description to
identify the schedule you are about to create.

B Edit Schedule >

®@ @ ©

Save & Undo Changes Close
Close

Functions

Invoice Details

Description Manthly On Site Consulting
Recurring Invoice ﬂ
Schedule
Weekly Recurs Every 1 : Months
®* Nonthly On Day 1 v
Annually Max Invoices 12 Unlimited
2. Click on the Zoom button in the Recurring Invoice field to search for the recurring

invoice that will be linked to the schedule. Select the recurring invoice you created and
then click on the OK button.

M Recurring Invoice Zoom — O X

%0

Cancel

Invoice

Invoice Total Code Description Quantity Amount
El Invoice: 10000001

| R 114.00/ C/001 Consulting - On Site | 1.00] R 114.00
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3. On the Edit Schedule screen, select the frequency of the scheduled invoice, Weekly,
Monthly or Annually and select the day on which the schedule is due and select the

maximum number of invoices in the schedule.

B Edit Schedule

®@ Q@ O

Save & Undo Changes Close
Close

Functions

Invoice Details

Description Monthly On Site Consulting
Recurring Invoice 10000001 ﬂ
Schedule
Y
Weekly Recurs Every 1
#® Monthly On Day 1
Annually Max Invoices 12

Months

Unlimited

Once you have completed all your selections, click on the Save & Close button. To edit

a schedule, select the schedule and click on the Edit button. Adjust the schedule as
required and then continue.
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Step 3: Linking Customers

Now that the schedules have been created, the next step is to link the customers to the specific
schedule.

1. From the menu bar, select Edit...Scheduled Invoicing...Link Customers.
Link Scheduled Invoices to Customers - a
8 &8 B B &
Unk Schedules  Sefect  Desefect  Seiect AllRows  Deselet  Group by  Canced
to Customeris) m Active Fiter an Category Groupeng
Punctions Selection Grouping
Schedute informetion
Scneculed irwoice | . Recurs Evesy
First iewoice Date mnany b On Day
S for » Masitmum of o3 Unlimited
SalesCoge Use Customer s Sales Code # any -
Setect Customers (Only Home Currency Cuttomers can be selected)

Diwg cotumn hamdong hars 1o groujt by 1het cosurmn,

Luste 3 Lateg.. Date Cre JOF
| Albett Lims [ /07706 |
Ackerman Mr R

User Define... Uses Define... User Defme... User Define... | User Define...

End-Ul... D7/06/06
Becker & Avsociates | Dealer  O7/0800  User Define— Uses Define_. User Define... | User Define... |User Define... |
| Bond Mr James |End-Ul... O7/D6/06  Uses Define.. Uses Define_. User Define.. Uzer Define... | User Define... |
| Boulding Mr © End-U.. O7/06/06  User Define.. User Define.. User Define.. User Define... | User Defire... |

Cable Toes Linuted Dealer | O7/0806 |Use Define. User Defing... User Defire... | User Dufinse... | Usar Definse.. |
Citi Computer Special.. Dealer  07/06/06  User Define_. User Define_.. User Define.., | User Define.. | User Define... |
‘(cfnpw'e Software Distri.. 07/06/06 | User Define.. User Defime... User Define..  User Defime.., | User Define.., |
Comnputer Resale and., Dealer  07/06/00  User Define. User Define.. User Defire..,  Usar Define... | Usar Define... ‘
Computer Traning In... End-U... 07/06/06 | User Define  User Define.. User Define... | User Define... | User Define...
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2. From the Scheduled Invoice drop down list, select the schedule you created.

-

Link Scheduled Invoices to Customers

H 88 B 8 & &

Link Schedules Select Deselect Select All Rows Deselect  Group by Cancel
to Customer(s) in Active Filter All Category Grouping

Functions Selection Grouping

Schedule Information

Scheduled Invoice hd Recurs Every
First Invaice Date . Description Invoice Every  Interval On onDa
» i Consulting 10000001 1 Months 1 :
Reference . - -
fora Maximum of 05 Unlimited
Sales Code

Select Customers [Only

Drag column heading

Blocked Selected

[
O
O
O
O
O
O
O
O
O

stomer(C...

ser Define... | User Define... | User Define... | User Define...
ser Define... | User Define... | User Define... | User Define...
ser Define... | User Define... | User Define... | User Define...
ser Define.. | User Define.., | User Define.., | User Define..,
ser Define.. |User Define... | User Define.., | User Define..,
ser Define... | User Define... | User Define... | User Define...
Com . User Define... | User Define... | User Define... | User Define...
COMOD4 Computer Resale and... [Dealer [07/06/06 User Define... | User Define... |User Define... | User Define... | User Define..
COMOD3 Computer Training In... | End-U... |07/06/06 | User Define... | User Define... |User Define... | User Define... | User Define...

110O|O0O0|ooo|ooi

3. In the drop down field next to First Invoice Date, select the date the first scheduled
invoice must be created on.
4, Enter a reference number in the Reference field.
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5. Once all the fields have been completed, select the customers who must receive the
scheduled invoice.

-

Link Scheduled Invoices to Customers

H 828 B 8 & &

Link Schedules Select Deselect Select All Rows Deselect  Group by Cancel
to Customer(s) in Active Filter All Category Grouping

Functions Selection Grouping

Schedule Information

Scheduled Invoice Consulting i Recurs Every 1 Monthi(s)

First Invoice Date oo1ne - On Day 1

Reference -
fora Maximum of 12 3 Unlimited

Sales Code Use Customer's Sales Code if any -

Select Customers [Only Home Currency Customers can be selected)

Drag column heading here to group by that column.

g

CustomerC... Customer Details Categ... Date Cre... UDF5 Blocked
ABBO2% Albott Limited 13/07/06 O
ACKOM Ackerman MrR End-U... |07/06/06 | User Define... | User Define... | User Define... | User Define... | User Define... O
BECO01 Becker & Associates  |Dealer |07/06/06 | User Define.. | User Define.. |User Define.., | User Define.. | User Define.., O
BOMOD Bond Mr James End-U... | 07/06/06 | User Define.. | User Define.. | User Define.., | User Define.. | User Define.. O
BOUDD1 Boulding Mr D End-U... | 07/06/06 |User Define... | User Define... | User Define... | User Define... | User Define... O
CABDDT Cable Ties Limited Dealer |07/06/06 |User Define... | User Define... | User Define... | User Define... | User Define... O
CITonm Citi Computer Special...| Dealer |07/06/06 | User Define... | User Define... | User Define... | User Define... | User Define... O
ComMoo2 Compsure Software Distrib... | 07/06/06 | User Define... | User Define... | User Define... | User Define... | User Define... O
COMOD4 Computer Resale and... | Dealer |07/06/06 | User Define... | User Define... |User Define... | User Define... | User Define... O
COMOD5 Computer Training In... End-U... 07/06/06  User Define.. User Define... User Define... User Define... | User Define... [ ]

R O &l & O O s O
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Step 4: Creating Invoices

The last step in the Scheduled Invoices process is to create the invoices.

1. From the main menu, select Process...Scheduled Invoices.
2. By default, the next invoice date will be selected. If for some reason you want to process
a different schedule, select the customers in the schedule.

Process Schedules lnvolces

@ B 8 88F d 48

Owate  Orange Reference for Selest Ak in Selert  Daselert Dwvelart Detaunt Cananl
Weiies  Hgrigheet Roms Poent itwoece Dale “t Greuping  nmkg

Telectizn Grawging

ABBOXY Aot Umitad ~| 10000001 u 20005 v
BECT Becker & Aspocives 000091 2 note v
BOGOO! | Boulding MsD — | 00000 2 d00e v
COMIE Compsue Scftware 000351 2 seac? v

3. Once you have selected the invoices, click on the Create Invoices button.

4, The Copy Recurring Assistant will open. Follow all the options and click on the Finish
button to close the assistant.

5. When you select a Tax Invoice in the Process Customer screen, click on the Number
field and all the scheduled Invoices created will display.

6. Process these invoices as normal.
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