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Setting up the program for the first time
Once the program has been installed the defaults need to be set in order to use the program.
Double click on the program icon on your desktop or select the program from the 'Start Menu'.
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For Help, press F1

The login screen will appear asking you to insert your name and password, as this is the first time you are using
the program type 'Administrator' as the user name and 'password' for the password.

Workstation Administration

Workstation Administration X

Wwork. Stations
Mame Prefix

Delete | Cloze | Update |

Here you can give each of your workstations a name and prefix, this is used in the Cashbook and General ledger,
you can also print sales reports by workstation, and each user in the Staff Administration can be captured with
the workstation they will use.

Staff Administration

These are the people employed by you who either sell for you or are office staff that will be using the program.
Select 'Staff Administration' from the 'Administration' menu item.

Each person can have different access rights to the program. The rights are divided into the different menu
items, when a item is checked for a person he has access to that item and can administer the task.

Staff Administration X

A

ADMINISTRATOR Heme
Password
Confitm Password

“whorkstation Station 1 =

[~ Add ta sales staff

Function Al - |
1 |admiristration O
2 |Admiristrator O
3 |Supervisor [m]
4 | Staff Adrmimistration |
5 |Sales Staff Administration |
6 |Bank Administration O
7 |uea Admimistiation ]
8 |Program Preference Administration |
9 |Pawn Preference Administiation O
10 | Printer Preference Administration -
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Setting user privileges

Administration

Administrator

This person can do everything in the program and is the main custodian of
the program.

You do not need to check any other item as the administrator is able to
access all of the program.

Supervisor

This person can override areas that would be blocked to normal uses such
as if a client is over their credit limit this person needs to enter his or her
password for invoicing to continue.

A supervisor can delete records as well.

Staff Administration

The operator can edit staff details except give a person Administrator or
Supervisor rights.

Sales staff Administration

This is where the sales staff targets and base salary are set.

Bank Administration

Enter or edit bank names.

Region Administration

The regions use in the program are edited.

Program Preferences

This person can change the program preferences.

Pawn Preference

This person can change the pawn preferences (Only shown if Pawn
Management is running)

Service Preference

This person can change the service preferences (Only shown if Service
Management is running)

Service Technician

This person can add and edit technical staff. (Only shown if Service
Management is running)

Manufacture Preference

This person can change the manufacture preferences
(Only shown if Service Management is running)

Workstation Admin

The workstation names and prefixes can be edited.

Printer Preferences

This allows the stationary printer preferences to be edited.

Backup Data

This person can back up the database.

Restore Data

This person can restore the database.

Live Update

The user can update the program from our website.

Import Eternal Data

The user can import from other sources.

Change System Date

This person can change the system date, this should be allowed with
caution as the books can be closed for date selected.

Debtors

Capture Invoices

This person is able to capture invoices.

Capture Credit Notes

This person is able to capture credit notes.

Load Payments

The Invoice payments are entered.

Journal Posting

This person can do journal posting.

Print List statements

Allows the person to print statements.

Print List the Age analysis

Allows the person to view and print the age analysis.

Sales Debtor Enquires

This person can do sales enquires.

Search Debtor History

The debtor’s history can be searched.

Search for Sales Item

All clients who have bought the stock item inserted will be shown.

Client Administration

The client details can be edited.

Client Notes Admin.

This person can enter and modify client notes.

Archive Inactive Clients

All clients that have not transacted with you from the date inserted will be
Archived.

Recursive charges

This person can administer recurring charges.

Post Recurring charges

Recurring charges can be posted by this person.

Salesman Consolidated report

Print this report.

Salesman Detailed Report

Print this report.

Salesman Grouped by Region

Print this report.

Debtor sales Journal

Print this report.

Sales for a period

Print this report.

Debtor Deposits Report

Shows all deposits for the selected period.

Outstanding Invoice Report

Print this report.

Client Items on Back Orders
Report

Print this report.

List Clients

Print this report.

Client Notes Report

Print this report.




Creditors

Goods Received Voucher

This person can enter goods into stock.

Goods Returned (Credit Note)

This person can enter goods that are to be returned.

Bulk GRV Capture

This person can enter bulk GRV’s.

Purchase Orders

This allows the operator to capture purchase orders.

Bulk Purchase Orders

This person can enter bulk purchase orders.

Purchases

Insert Items purchase for the Company.

Purchase Credit notes

The person can enter credit notes.

Load Creditor Payments

This person can enter creditor payments.

Bulk Journal Posting

The person can do bulk journal posting.

Journal Posting

This person can do journal posting.

Age analysis

This person run the age analysis for creditors.

Purchase Enquiries

This person can perform purchase enquires.

Creditor Administration

The creditor’s details can be edited.

Creditor Notes

Allows the person enter notes for the creditors.

Back Orders

Print this report.

Search Creditor History

This person can perform this function.

Creditor Notes Report

Print this report.

Goods Received / Purchased for

a Period

Print this report.

List Creditors

Print this report.

Supplier Price List Admin

The supplier’s price list can be edited.

Supplier Back Orders Report

Print this report.

Stock

Stock Administration

This person will be allowed to enter new stock item information.

Department Administration

Enter and edit department names.

Bin Administration

Enter and edit bin locations.

Breakup Stock Item

Breakup items that have more than one item.

Stock Enquires

Perform enquiries on stock items.

Stock Take Administration

Allow the person to do stock adjustments.

Stock editor

Allows editing of bulk stock items.

Lay-By Deposit Admin

Can enter lay-by’s.

Lay-By Deposit credit notes

Can enter lay-by credit notes.

List Stock report

Print this report.

Stock Reorder list

Print this report.

Stock Daily Analysis

Print this report.

Items with deposit Lay-by
Transaction

Print this report.

Client Lay-by history

Print this report.

Statement of Lay-by’s

Print a statement of items in lay-by.

Search Data

This person can perform stock searches

E-Mail Price List

Print Barcode Labels

This person can email stock price lists.

General Ledger

Cash Desk Here you do cash payments.
Petty Cash Expenses This person can administer the cash desk.
Cash Book Here the expenses incurred every day are captured.

Bank Reconciliation

Cash book entries can be done.

Journal Processing

Allows this person to reconcile the bank accounts.

GL Enquiries

Enter journal entries.

Cash Float opening balance

This person can do GL enquiries.

Daily cash Control

Enter the opening cash float for the day.

Month end Closure

Administer the daily cash up.

Year End Roll Over

This person can run the month end routine.

Budget administration

This person can do a year end roll over.

GL Preferences

This person can do the company budgets.

Chart of Accounts Admin.

This person can edit the GL preferences.

Debtor Journal Posting Setup

This person can enter new control accounts or edit existing ones.

Creditor Journal Posting Setup

This person can define or edit the journal entries for debtors.

Create a New Company

This person can define or edit the journal entries for creditors.
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Copy a Company

This person can create companies.

Enter Opening Balances

This person can copy companies.

View GL Accounts

This person can enter opening balances.

Financial Statements

Print this report.

Trial balance

Print this report.

Cash Flow

Print this report.

Assert Register Admin.

Print this report.

Assert Calculator

Run the assert calculator.

Post Assert Depreciation

Allows this person to administer the assert register.

Vat Report

Post the assert depreciation to the GL.

Pawn

Only available in Pawn Management.

Pawn Capture

Able to capture pawn dockets.

Pawn Credit Notes

Able to capture pawn credit notes.

Pawn Redeem

Able to capture redeems.

Reverse Redeems

Able to reverse a redeem

Pawn Extensions

Able to capture extensions

Batch Capture Extensions

Able to do batch capture of extensions.

Allocate Expired Pawn items to
Stock

Can allocate expired pawn items to stock.

Pawn credit note Reason Admin

Can add credit not reasons to the list of reasons.

Breakup Pawn items for stock.

Can breakup pawned items moved to stock to multiple stock items.

Pawn enquires

Can do pawn ledger enquires.

Client pawn history

Print this report.

Client Transaction History

Print this report.

Pawn Search

Print this report.

Pawn Item interest breakdown

Print this report.

Pawn Goods report

Print this report.

Pawn Interest report

Print this report.

Pawn Redeem report

Print this report.

Pawn Items moved to stock.

Print this report.

List pawn credits

Print this report.

List all items in pawn

Print this report.

Second Hand Register

Print this report.

Monthly pawn Control

Print this report.

Service

Only available with Service Management.

Quotation

The person can capture quotations.

Client Equipment Admin

The person can capture and edit client equipment.

Build Equipment

The person can build the clients equipment from stock items.

Resource Admin

The resource items can be added and edited.

Service Contract Administration

Add or edit the clients service contracts.

Invoice Service Contracts

Send Invoices to clients with service contracts.

Log Calls

The person can log client calls.

Call Item Administration

The person can edit calls logged.

Search Service History

Print this report.

Technician Schedule

Print the technician schedules.

Equipment Built Manufactured
Report

Print client equipment built or manufactured report.

Search Equipment

Search for client equipment.

Gold

Only available in Gold Management.

Pledge Calculator

Can use the Pledge Calculator.

Redeem Calculator

Can use the Pledge Redeem Calculator.

Loan / Purchase Calculator

Can add loan / purchase quotes.

Pledge Capture

Can capture Pledges.

Pledge Credit Note

Can capture Pledge Credit Notes.

Pledge Credit Note Reason
Admin

Can add credit not reasons to the list of reasons.

Pledge Redeem & Renew

Can capture Redeem renewals.

Pledge Redeem

Can capture Redeems.

Reverse Redeems

Can capture Redeem reversals.

Allocate Expired Pledges to Sales

Can allocate expired Pledges to Sales.
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Pledge Enquiries

Can do pledge ledger enquires.

Client Pledge History

Can view the Pledge History Report

Pledge Search

Can search for Pledges

Age Distribution

Can view the age distribution of Pledges.

Daily Stock Movement

Can view the Daily Stock Movement.

Pledges Report

Print this report.

Pledge Redeems Report

Print this report.

List Pledge Credits

Print this report.

List All Items in Pledge

Print this report.

List Overdue Pledges

Print this report.

List Expired Pledges

Print this report.

List Pledge Interest

Print this report.

Second Hand Register

Print this report.

Print Second Hand Register

Print this report.




Sales Staff Administration

Sales Staff X
Staf List W —
DD dsdsd
Sumams r
Staff Number
Comission Method Sales =
Comission Caleulation [0 Payment -
o —
Basic Salary ’7
Set Commission
Mew |  Delte | Cose | Update |

Select the salesperson to be edited, the items are:

Workstation Select the workstation the sales person belongs to.

Commission Method  This is what figure will be used to calculate the member’s commission. These options
are Sales where the total sales value is used or Profit where only the profit is used for
the calculation.

Commission CalculationThis is how the commission will be calculated, on all the invoice amounts or only on
paid invoices.

Target This is the target that the salesperson must meet every month.

Basic salary This is the salary he will receive before commission.

Set Commission

Commision Setup X

Sales Person A

Clignt Account Murnber | Commision
%

Close Updats

The % commission for each client that the salesperson receives is inserted here.
Select the client from the client selection dialog and enter the Commission % and enter.



Select 'Preferences' from the 'Administration' menu item to enter the program defaults. A list of items are

Program Preferences

Preferences x

Preference Yalue - |

General

Company Mame

Company Address

Company Post Code

Company Telephone Ma.

wloof=d|m || afra) —

Company Fax Mo.
Compary Bank Mame ﬂ

Cloge | Update |

—_
=

displayed and the current values are shown.
The items in the preferences are as follows :

General

Use System Date

If this is set to yes the user's clock is not used to set the dates, but the date is
read from the server. This is good as all machines will have the same date.

Company Name

The name of your company.

Company Address

Your company address.

Company Post Code

Your postal code.

Company Telephone No.

The company telephone number.

Company Fax No.

The company fax number.

Company Bank Name

The name of your bank.

Company Bank Branch

Your bank’s branch.

Company Bank Branch Code

The bank’s branch code.

Company Bank Account No.

Your bank account number.

Company Registration No.

The company’s registration number.

Company Vat No.

The company’s vat registration number.

Company Contact Person

The companies contact person.

Company E-Mail Address

This is the e-mail address of your company.

Company E-mail Server

This is your ISP mail SMTP server address, you need this if you want to email
your price list.

Client List Format

This is the how the Select Client list will be displayed.

Automatic Client Account
No

If you want the system to insert the clients account number when inserting a
new client, select Yes for this item.

Current Client Account
Number

This is the next number that will be used when a new client is added.

Text for Area

You can replace the word Region with a word of your choice.

Creditors

Automatic Creditor Account
No

If you want the system to insert the creditors account number when inserting a
new creditor, select Yes for this item.

Current Creditor Account
Number

This is the next number that will be used when a new creditor is added.

Automatic Order No

If you want the system to insert your order numbers when ordering supplies,
select Yes for this item.

Current Order No

This is the next number that will be used the next time an order is placed.

Automatic GRV numbers

The system will insert the GRV numbers.

Current GRV Number

This is the next number that will be selected the next time a GRV is entered.

Current GRV Credit Note No

This is the next number that will be used the next time an Credit Note is placed

Show selling price in GRV

This will show the selling price when GRV's are captured.

Treat GRV as Cash Purchase

A point of sale screen will be used to GRV items. This will insert all GRV values to
the cash purchase Control Account.




Debtors

Default Accounting Type

Debtors accounting system can be set to Brought forward or Open item, each
client can be different, this is the default type that is selected when new clients
are created.

Current Invoice No

This is the next invoice number that will be used when a client is invoiced. Care
should be taken when changing this number as the numbers will not be
sequential.

Current Credit Note No

This is the next credit note number that will be used when a client is credited.
Care should be taken when changing this number as the numbers will not be
sequential.

Show S/N in invoice

If your stock uses serial numbers for most item select Yes here and serial
numbers will be displayed for each item selected when invoiced.

Pad Workstation Prefix to
Inv. No

When an invoice number is generated the Workstation Prefix is padded to the
start of the invoice number.

Selling price includes VAT

The selling price of all items include VAT.

Allow editing of selling price

The operator is allowed to edit the selling price.

Post Recurring Charges

This allows the recurring charges to be invoiced with the month end closure.

Treat invoices as cash sales

All invoices generated will be automatically marked as paid and a payment will
be allocated to the client.

Treat login person as the
sales person

The staff member sales account will be credited by all invoices captured by the
member.

Skip Invoice Printing.

In POS invoicing no invoice is printed unless the 'Print' button is pressed.

Insert Serial No. When
invoicing.

If more than one item is sold per invoice line and you want to record the serial
numbers select Yes for this option and no for the 'Always use Serial Numbers'
option under the 'Stock' heading.

Use Cash Tendered Dialog

All cash paid for sales and purchases must be done by the cashier using the Cash
Desk.

Stock

Retail Calculation

This is the default type of mark-up calculation for the stock item when new
items are inserted.

Always use Serial Numbers

Select Yes if most of your stock uses serial numbers else you can select No and
insert serial numbers only in the items that use them.

Default Retail Price Mark-up
%

If you select a % mark-up for the stock selling price calculation, this will be the
default value set when new items are captured.

Default Wholesale Mark-up
%

If you select a % mark-up for the stock selling price calculation, this will be the
default value set when new items are captured.

Default Alt Price Mark-up %

If you select a % mark-up for the stock selling price calculation, this will be the
default value set when new items are captured.

Remove Stock when 0

If you select Yes then when a stock item is sold it is removed form stock and will
have to be entered again if needed, by selecting No the item will remain in stock
with a quantity of 0.
This will not affect items moved to stock from Pawn, these will always be
removed when sold.

Fixed Description 1to 3

This is the main heading that is shown for all capture screens.

User Description 1-5

If you need another field for item Data there are 8 fields that can be used, this is
the heading names for each field.

Text for Bin.

This is the display text for stock bins, you can use your own name.

Text for Department.

This is the display text for departments, you can use your own name.

Default Department.

This is the default department that will be loaded when capturing stock.

Lay-by

Current Lay-by No.

This is the next number that will be used for a Lay-by.

Lay-by mark-up in Rand's

This is what is added to every lay-by each month that the lay-by exists.

Lay-by Periods

How long an Item will be kept for Lay-by.

Use Lay-by mark-ups

Use the lay-by mark-up.

Lay-by Mark-ups Text

This is the text that prints on the receipt for the mark-up.

Lay-by insert stock if not
found

If no stock is found for the item selected for lay-by a stock item will be inserted.

Bar Code Scanner

Auto scan ID Numbers.

ID Numbers will automatically be inserted if a bar code scanner is used.

General




Daily Cash up Show Sales
Person

Insert the sales person in the daily cash up reports.

Use Cash Desk

Use the cash desk under the General Ledger Menu to capture payments and
receipts.

Camera

Use a Camera

Use a twain camera or web cam to capture photos.

Show Client Photo

Show the clients photo on the screen when doing interactions with them.
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Pawn Preferences

Pawn Preferences X
Freference Yalue
1 |Pawn |
2 |Pawn Markup 2500
3 |Service Charge 10.00
4 |lnterest Fized Yes
5 |Pawn Default Departrment
£ |Current Pawn Docket Mo 4
7 |Current Pawn Credit Hote Nao. 1
8 |&utomatic Docket Numbering Teg with [tem Mo's,
3 |Manual dates No
10| Days Befare Pawn Expires 7
Cloze | Update |

This is only available in Pawn Management.
Select 'Pawn Preferences' from the 'Administration' menu item to enter the pawn defaults. A list of items are
displayed and the current values are shown.
The items in the preferences are as follows :

Pawn

Pawn Mark up

This is the rate that interest will be calculated

Service Charge

This is the amount that will be added as the service charge

Pawn Default Department

This is the default department that will be loaded when
capturing pawn goods.

Current Pawn Docket No

This is the next number that will be used the next time an
pawn docket is captured.

Current Pawn Credit Note No

This is the next number that will be used the next time an
pawn Credit note is captured.

Automatic Docket Numbering

There are 5 different ways to get docket numbers.

No with Item No's.

The docket number will be entered manually but the item
no’s will be automatic.

1. No without Item No's

The docket and item no’s need to be entered.

N

Yes with Item No's

Both docket and item no’s will be assigned automatically.

3. Yes without Item No's

Docket numbers will be generated but item no’s will have to
be entered.

4, Yes use Date as Item No's

Use the date as the docket and item no. IE 240619/01

5. Manual Dates

Dates need to be entered manually

Days Before Pawn Expires

How many days before a pawned item expires.

Pawn MFRC Number

The shop’s MFRC number.

Use POS Screens

Use point of sale screens to capture pawn dockets.

Short Client Address

The clients address will be a single line.

Print new docket with extensions

When an item is extended a new docket is printed.

Pawn Interest Calculated Daily

Interest will be calculated daily.

Pawn Retain Due Date

When redeeming an item the due date will not change to
the date the item is redeemed.

Calculate the Redeem rate for the current year only

The redeem rate can be changed once a year.

Pawn Goods Due Date inserted Manually

The due date of a pawned item can only be inserted
manually.

Update Interest if changed.

Update the interest rate for items pawned previously to the
interest been changed.
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Service Preferences

Service Preferences

Preference

W alue |

Service

Service Mark-up

10.00

Service Hour Rate

0.00

Service Default Department

Current Service Docket No.

Service ltern Prefis

== RN =0 IS, N R N

anual d

Automatic Docket Mumbering

Service preferences are only available in Service Management.
Select 'Service Preferences' from the 'Administration' menu item to enter the service defaults.
A list of items are displayed and the current values are shown.
The items in the preferences are as follows:

Service

Service Mark-up

This is the Mark-up used to calculate the cost of equipment
and labour.

Service Hour rate

This is the hourly rate charged for technicians.

Service Default Department

This is the default service department.

Current Service Docket Number

This is the next number that will be used the next time a
service invoice is captured.

Service Item Prefix

This is the prefix used to pad all docket numbers.

Automatic Docket Numbering.

The docket number will be will be automatic.

Manual Dates

Dates will have to be inserted manually.

Gold Preferences

Gold Pledge Preferences X
Preference Walue - |
1 |Gold
2 |Gold Markup 5.00
3 |Gold 2nd Markup 5.00
4 |Use 2nd Markup ‘e
5 |Service Charge E3.00
E | % Service Charge when less than 550.00
7 |Service Charge % 045
2 |Interest Fixed es
9 | Gold Defaul Departrment
10 {Cunent Gold Docket Na. 5
11 |&utomatic Docket Numbering “tez with [tem Mo's,
12 |Manual dates Mo
13| Days Before Pawn Expires 3 Months
14| Use Twain Camera Mo
15 | Shaw Client Phata Mo
16| Use POS Screens Yes
17 UC lhnrt Clinnk Addrana M j
Cancel | Update |

Gold preferences are only available in Gold Management.
Select 'Gold Preferences' from the 'Administration' menu item to enter the Gold defaults.
A list of items are displayed and the current values are shown.

The items in the preferences are as follows:

Gold

Gold Mark up

This is the rate that interest will be calculated

Gold 2nd Mark up

Thisis a 2™ rate that interest will be calculated

Use 2nd Mark up

Use the 2™ Mark up if a person has more than one pledge.

Service Charge

This is the service charge.

% Service Charge when less than

If the pledge is less than this amount use this percentage to
calculate the service charge.
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Service Charge %

This is the percentage used when less than the above value.

Interest Fixed

Interest is at a fixed rate.

Gold Default Department

This is the default gold department.

Current Gold Docket No.

This is the current pledge number.

Automatic Docket Numbering

Docket numbering is done by the system.

Manual dates

Insert the dates manually.

Days Before Pledge Expires

This can be 7 Days - 1 Month - 2 Months - 3 Months

Use Twain Camera

Use a camera to take photos of the person or items.

Show Client Photo

Show the clients photo when a pledge is created.

Short Client Address

The clients address is shortened to one line.

Print new docket with extensions

Print a new docket when Redeems and renewals are done.

Pledge Interest Calculated Daily

Interest is calculated daily.

Pledge Retain Due Date

Due dates are not changed if the person redeems there
items earlier.

Calculate the Redeem rate for the current year only.

The interest will not be calculated when the period goes
over into a new year.

Gold Due Date inserted manually.

Due dates are inserted manually.

Initiation Fee

Initiation Fee

Initiation %

Initiation Fee percentage then the item is above the value
below.

Initiation % Above

Initiation Fee percentage used above this value.

Max Initiation Fee

The maximum the Initiation Fee can be.

Interest per Day

Interest calculated daily.

Fixed Description 1

Description to be used for item information.

Fixed Description 2

Description to be used for item information.

Fixed Description 3

Description to be used for item information.

Fixed Description 4

Description to be used for item information.

Fixed Description 5

Description to be used for item information.

Fixed Description 6

Description to be used for item information.

Printer Preferences

Printer Preferences

Stationary

Preferance Value |

Purchase Order

Stationary Printer

Goods Recieved Voucher

Select Printer

Invoice

Type of Printer

Pos Invoice

[Automatic Line Feed

Credit Note

Automatic Paper Cutter

Pos Credit Note:

Number of copies to Print

Statement

Label Printer

Purchase

Print Labels

Layby

wlofwlo|un]e|wfn|e

Select Label Printer

(Cash Desk Receipt

51

Number of labels to print

Stock

Label Information

Gold Pledge Docket

=1

Include selling price on Labels

(Gold Pledge Credit Note

v

Bar Code

Pledge Quote

iy

Label Height in MM

=]

Stationary

3

Stationary File Mame

Close Update

I~ Save as default

Select 'Printer Preferences' from the 'Administration' menu item to enter the Stationary printer’s settings. A list

of the Stationary is displayed, select each one to set the values of the stationary.

The items in the preferences are as follows :

Stationary Printer

Select Printer

Select the printer you wish to print to.

Type of Printer

Dot Matrix or Thermal, used for receipt printers.

Automatic Line Feed

Does the printer have automatic line feed, Thermal, used for receipt printers?

Automatic Paper Cutter

Does the printer have an automatic paper cutter, Thermal, used for receipt printers.

Number of copies to Print

How many copies to print.

Label Printer

Print Labels

Do you want to print labels Yes or No.

Select Label Printer

Select the printer you want to use for labels.

Number of labels to print

Number of labels to print.
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Label Information

What to print onto the label.

e  Show Barcode only on Label

Only print a barcode.

e Show Client Name on Label

Print a barcode and the clients name.

e  Show Description on Label

print a barcode and the items description.

e  Show Client Name and
Description on Label

Print a barcode the clients name and the items description.

Include selling price on Labels

Print the selling price with the label information.

Label Width in MM

Width of label in millimetres.

Label Height in MM

Height of label in millimetres.

Stationary

Stationary File Name

The file name of the stationary created with the Stationary Administrator.

Stationary Administration

Please refer to the Stationary Administration manual on how to create the stationary.
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Bank Administration

Bank Mames >

Bank Mame |

Delete Cloze | |pdate |

These are the bank names used throughout the program, they can be edited and entered here. There cannot be
duplicate bank names.

Select 'Bank Administration' from the 'Administration' menu item.

Click on the position in the list where you want to enter or edit a name. Click 'Update' to save the names or
select the name you want to delete and click the 'Delete' button.
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Region Administration

Regicn Administration X

Prefix Mame

Delete Cloze ‘ Update |

Sales staff, Debtors and Creditors can be grouped into different regions, the names are entered here.

Select 'Region Administration' from the 'Administration' menu item.

Entered the regions that your company requires, the prefixes are used in the Chart of Accounts. Once you have
entered all the names press 'Update’ to save and 'Close' to exit the screen

Stock Bin Administration

Stock Bin Administration o

Bin Mamne |

Ein 1

o [

Delete | Close | Update |

The names of the areas where the stock are located in the warehouse are inserted here.

Select 'Bin Administration' from the 'Stock' menu item.

The first name entered as a bin cannot be deleted, change the name to a name that suits you. Once you have
entered all the names press 'Update’ to save and 'Close' to exit the screen.

Stock Department Administration

Departmant Administration >
Department Mame Code |
1 |StockDept Qoo
2 |SerDept 0003
7 |

Delete Close | Update |

The names of the departments for the stock items where they are located in the warehouse are inserted here.
Select 'Department Administration' from the 'Stock' menu item.
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The first name entered as a department cannot be deleted, change the name to a name that suits you. Once
you have entered all the names press 'Update’ to save and 'Close' to exit the screen.

System Messages

Systern Messages

Message 1

Message 2

Message 3

The program has 3 messages that can be included in the printing of stationary, this can be used if you wish to
advertise specials etc.

Enter the message and press Update to save it, if you want to remove it delete the message from the box and
press Update.
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Debtors

Invoice X
Invaice Number Departmert S Date Tuesday ,03 January 2024 +
Clent Del Addhess [ B
Ouder Mo | Sales Perzan | -]
Stock code Description Qty Serial Number Back Price Total
Order
Sub Total
Referencs | T
Message
VAT Index |1 x| VAT
Deposit
Irvaics
GL Pasting ol [
New | oose | [Pt Method of Papment | ACCOUNT =

There are 3 ways to start Invoicing, select 'Invoice' from the 'Debtors' menu, or press the 'F3' Key (Function Key

3) or click on the 'Invoice Icon' in the tool bar.

To select the client to be invoiced you can press 'F2', (Function Key 2) and select the client from the list. You can

also select the client from the drop down list box in the invoice screen, another way is to click on the 'Client'

button and select the client from the list, this way you can add or edit the client details by selecting the client to

edit and clicking on the 'New/Edit' Key.

Once the client has been selected pressing the 'F2', key will list all the stock items that you can select for the

item been sold. Press the 'Tab' key or 'Enter' Key to move across the grid to the Quantity column where you can

enter the quantity sold, press 'Enter'.

If 'Insert Serial Number when invoicing' is set to 'Yes' in the preferences under the 'Debtor' Heading a box opens

up under the Serial Number column heading where you can insert the serial numbers for the quantity inserted.
Press enter and add each serial number. When you have inserted all the serial numbers the box will close and

you will be moved to the next column.

If you enter less than the quantity you will have to click on the 'OK' button or press the escape 'Esc' key, you can

also press enter until the box closes.

If 'Insert Serial Number when invoicing' is set to 'No' and you have 'Always Use Serial Numbers' set to 'Yes' in the

preferences you will be asked to select the serial number from the selection list.

Select the serial number in the list and press the 'OK' button or double click on the serial number you want this

will close the stock grid. You can do a Zero Vat invoice by selecting the Vat selection from the 'Vat' drop down

list. If you want to assign the invoice to a salesperson select the salesperson from the 'Sales' drop down list. You

will need this if you want the system to calculate the sales commission. You must click on the 'Print' button to

save and print the invoice or you can type 'Alt P'.

GL Posting

If you have defined more than 1 type of invoice to post the GL to you can select the type by clicking the Invoice
button and select the type. You can also select Cash sales if you want to treat the invoice as a cash sale, the
payment will be added automatically.

Method of Payment

This is how the customer pays for the sale, it can be Cash, Credit Card / Debit Card, Cheque, EFT or Account,
Account is the default for this type of invoice.

Reprinting Invoices

Should you have to reprint an invoice you can type the number of the invoice in the invoice number box and the
invoice will be displayed for printing, click on the 'Re-Print' button and select your print and a copy of the
invoice will be printed.
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POS Invoice

Point of Sale X

One Stop Water

I Code I Descriphiors [ Pice Jaow] Toad | ]

Invaize No. GLPotting  CashSaks ‘

Gent | | [ Load Puachase |

Method of Payment  [Cash =] SelesPeuon -
h

Spil Payment

Stack Code

Update |

Point of sale invoicing can be used if 'Treat Invoices as Cash Sales (POS)' is set to 'Yes' in the Preferences under
the 'Debtor' heading.

Iltems can be entered by typing the Stock Code box, using a bar code scanner or pressing 'F2' and selecting the
item form the stock list. If 'Allow editing of Selling Price' is set to 'Yes' in the preferences under the 'Debtors'
heading you will be able to edit the selling price. The quantity is changed by pressing 'F3' and editing the
amount, if the client has a deposit / Lay-by on the item pressing 'F4' will retrieve it., 'F8' removes the item from
the sale.

All POS sales go to the Cash control account by default, if you want it to go to a client’s sales account select a
client by pressing the 'Client' button or type in the client's account number.

GL Posting

If you have defined more than 1 type of invoice to post the GL to you can select the type by clicking the Invoice
button and select the type. You can also select Cash sales if you want to treat the invoice as a cash sale, the
payment will be added automatically.

Method of Payment

This is how the customer pays for the sale, it can be Cash, Credit Card / Debit Card, Cheque or EFT, Cash is the
default for this type of invoice.

Reprinting Invoices

Should you have to reprint an invoice you can type the number of the invoice in the invoice number box and the
invoice will be displayed for printing, click on the 'Re-Print' button and select your print and a copy of the
invoice will be printed.

Credit Note

Credit Note x
CiNoleumber | Daie [ Sundw 07y 015 <]
Client I =1 saesPeson [ ~]
‘ Slock code ‘ Description Serial Number Oty | Price ‘ Total | ‘

sbTolal [

GLPosting  CieditNote v ] W1 [

New | Cess | i | Tel [

To select the client to be credited you can press 'F2', (Function Key 2) and select the client from the list. You can
also select the client from the drop down list box in the invoice screen, another way is to click on the 'Client'
button and select the client from the list, this way you can add or edit the client details by selecting the client to
edit and clicking on the 'New/Edit' Key.

Once the client has been selected pressing the 'F2', key will list all the stock items sold to the client, where you
can select the item been to be credited. Press the 'Tab' key or 'Enter' Key to move across the grid to Quantity
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column where you can enter the quantity, press 'Enter' again and you will be moved to a new line where the
next item can be inserted.

Once all items have been captured press the 'Esc' key to leave the stock grid and click on the 'Print' button to
save and print the credit note or you can type 'Alt P'.

Credits can be captured for any items sold to the selected client, the entire sales price is credited. If you want to
do a partial credit note you will have to do it in the 'Journal Posting screen'.

Reprinting Credit Notes

Should you have to reprint a credit note you can type the number of the credit note in the credit number box
and the credit note will be displayed for printing, click on the 'Re-Print' button and select your print and a copy
of the credit note will be printed.

Load Payments

Load Payments X

Client [ =]

Invoice No Dale Amnaunt Amount Paid | Methad of Payment
Outstanding

GL Posting Fexmen ‘ Close Update | eedlbeaais

When a client pays an invoice or invoices the payment must be loader here.

Select the client from the dropdown list and all the outstanding invoices will be loaded, insert the amount for
each invoice paid and select the method of payment from the dropdown list. Press Update when complete to
update the system.

Journal Posting

Journal Pesting *

Date |Sunday ,07  July 2019 j

Client | =]
Refernce No. | Order Mo.
Journal |JDUI'I'IEI| Credit j Amount

Cancel | Update |

Journal posting is where journal entries for a client’s account are done.

Select 'Journal Posting' form the 'Debtors' menu to enter transactions.

Select the client you want to enter journal entries for. Select the date for each transaction and enter the
reference, order no and select the Journal to post to from the drop-down list 'Journal'. If the Age Period is need
it will be shown, select the period to enter to. Enter the and click 'Update' to insert.
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Statements

| Statements X

Month | IET ~ | ‘vear [2013 = StaementDate [Wedesdsy. 26 June 2019~

Clents

Account No. | Chert Name 1
1 CASH SALES |
2 |4 assa

3]s bbbt

™ Select All

I~ Audt Stetement [~ Pint Using the Deparment  Prrt Statements | Close | Espor|  Lix | Pint

Clent [ Inv/CiMo | Dale | Descrption

Statements can be listed or printed for any period selected. If the client is using the open item method all
outstanding transactions are displayed on the statement and the payments for the selected period. The clients
using the brought forward method will only have the selected periods transactions displayed.

Select the client or clients from the clients list, select the month to list, this will only show transactions done
ending on the selected month end. If the month is before the current month transactions after the selected
month end will not be shown. If you want a different date from the current date to be printed on the statement
select the date from the 'Statement Date' drop down date.

'Audit Statements' if checked show all transactions done on the account including paid up invoices.

'Print using Department' lists the transaction by department, if the statement is printed a separate page is
printed for each department. Press 'List' to display the statements, you can print this report by pressing 'Print'.
The report can also be exported to a CSV file format that can be opened in excel.

To print the statements on you own stationary press 'Print Statements'.

Age Analysis X
Clients

Aceount Nurber Name

1 CASH SALES

4 2233

5 bbb

Month  [May | vear 2019 | Report [ghont List |

™ Select Al Clase Expart | Print ‘ List ‘
‘Accourt I Mo, Client |TE\EpthEND Credit Limit ‘Tuta\Ea\ance

[ 2l

An age analysis can be printed for the month selected, all outstanding amounts will be shown ending on the end
of the selected month.

There are 3 reports that can be done:

Short List

Only clients outstanding balance and aging are shown.
Detailed List

This shows all outstanding balancer as well as all transactions done until the end of the month selected, and all
ageing are shown.

Sales to Date

This report shows each clients month to date sales, months profit, year to date sales, year to date profit and the
current balance and total balance for the selected month.
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Enquires

Debtor Enquiries X
Clert [aaaa AccountNa |4
Last Payment Date. | mourt | Balance Brought Farward 0.00
[ Date | PRefeence | OidertNo |  Debt |  Cedt  |B| Balance | |
Curert | 153600 30Days | 000 g0Days | 000 aopays | 000 120pgys | 000
Statement | Invaice | GLAudt | FlagNoPint | oK

Select the client you are going to do the enquiry for, a list of all the transactions for the current period are
displayed. By double clicking on the item in the list the details for that transaction are shown. Clicking the 'GL
Audit' button displays a list of all the GL transactions for the selected item.

Pressing the 'Statement' button the client’s statement is shown, pressing the 'Invoice' button show the invoice
for the selected item in the list.

By double clicking on an item in the list you will see the details for the item.

If an item needs to be omitted from the statement, select the item and press 'Flag no Print' and the item will be
omitted. If you want to remove a flag the press the 'Flag No Print' button again.

Search Debtor History

Serach Debtor History X
Client ‘bbhh AccourtHo |5
Openning Balance

| Date ‘ Type | Reference | Order No ‘ Drehit ‘ Credit ‘ Balance | ‘

Totals | ‘ |

| | Search I Dncumant| Close | Print |

Select the client and a list of all the transactions are displayed. To view the actual transaction, select the item
and press 'Document’. If there are a lot of items in the list you can insert the reference text in the 'Search' box
and press the 'Search' button this will list the item.

Search for sales item

If you need to find an invoice for an item that was sold you can search for the invoice by inserting the code,
description or serial number for the item. You do not have to enter the full code etc., as all items containing the
search criteria will be listed.

Double clicking on any item in the list displays the invoice for that item.

You can Print or Export the list to a CSV file.
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Client Administration

Client Administration *
Client List Acoount b [ Name [
3 TASH SALES
e Tite [ 10 Hurber |
5 bbbb
Postsl Address | Delivery |
| RS |
Telephone | Fa cel |
EMail Addiess | Contact |
Redgistration Mo, | WAT Mo, |
Acc. Type [BroughtForwerd =] SellPice [Retal =] Tems [Cash B
Credi Limt | Discaunt | Interst Fiate
Bark Hame =] Bank fecount No
Fiegion Region 1 =] Bank Branch Cade
Status I On Hold Sowce | View | TakePioure |
I List drchived Cliants Now | Dekls | Gow | upssw |

Client details can be edited here or new clients captured.

To edit a client, select the client from the list and change the details. A new client can be entered by clicking the
'New, button and entering the details, the clients name and account number must be entered.

Region

Each client can be assigned a region for reporting.

Hold

If the client is to be put on hold the 'Hold' check box is checked and a supervisor will have to authorise any
transaction done on the clients account.

Acc. Type

The way invoices are selected to do receipts / journal entries for the client is selected here, there are two ways
receipts / journal entries is done.

Brought Forward here the earliest to the latest invoice is marked paid up.

Open ltem where you have to select each invoice to receipt or a journal entry to be done against it.

Terms

This is the period the client has to pay an invoice.

Status

This is an indicator used in reporting to show the status of the client, you can type anything in here.

List Archived Clients

Any client that was archived can be brought back by clicking this check box.

Select the client from the list and click 'Restore’'.

Client Notes

Notes can be inserted for any client and printed on their statement or used as an alert when invoicing the client.
Select the client and enter the date and review date if you want to check the action at a later date. If you want
an alert click on the 'Alert Note' check box. To print the note on the clients statement click the 'Inc. statement'
check box.

If more than one note is selected for the alert or statement printing, the last note entered will be displayed.
Notes can be multi-line notes but can only have 255 characters.

Archive Inactive Clients

Archive Inactive Clients *

Archive clients whao last tranzaction was befare | Saturday .07 July 2018 j

Cloze | Archive |

When an clients account becomes dormant you are able to move the client to the inactive client section.
When you enter this function the date is set to one year before the current year. Selected the date you want to
use as the last date a transaction was done on the account, if there is a balance outstanding for the account it

23



will not be made inactive. You can reinstate the account again or if you enter the account no in any dialog and
the account is inactive you will be prompted to restore the account.

Recurring Charge Administration

Debtors Recurring Charges X

Accno Name Description Amount | Caleulation | Transaction
Type

Deete | Cose | Update Fint |

Clients that need to be charged on a monthly basis can be setup here. Select the client from the 'Account No'
drop down list and enter a description and the amount to be used for the calculation. If the calculation is a fixed
amount enter the complete amount and select 'Fixed' from the drop down list. If you want to charge a percent
of the outstanding amount of the client select 'Percent' from the drop down list. When a client’s outstanding
balance is zero and 'Percent’ is selected the transaction will be ignored. Select the transaction type to perform
from the transaction list. If you need to remove a transaction select the transaction and press the 'Delete’ key.
Note only Administrators and Supervisors can delete items.

Post Recurring Charges

Debtors Recurring Charges X

Paost

Acc no ‘ Mame Drescription ‘ Amount

Cloze | Paost |

Recurring charges can be posted automatically when the month end routine is run or done manually. If the
automatic method is selected in the preferences this menu item is disabled and no manual posting can take
place.

Check each item you want to do.

Note if manual posting is done and you post the items more than once in a period the transactions will be
duplicated.

Sales Reports

Consolidated Report

Sales Representative Consolidated Report X

Month  [May | vear [am3 |

Sales Rep. Target Total Sales Total Cost Profit Value | Profit % Commision
Payable

Close | e | Pint

This report shows each sales persons target value, commission %, sales value, profit value, profit % and
commission payable to the member for the month selected.
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Detailed Report

Sales Representative Detailed Repert X
Fepresentative | Month [May | vew [zms <]
Mame Surname Nurmber ||
Expart Prirt
I~ Select Al Close
Account No. | Reference | Order Mo Debit ‘ Credit ‘ Profit ‘tht2| |

‘ Date

This report shows a list of each transaction for the selected sales person and month of client invoices. The profit
and profit % is also shown. You can select all the sales personal by clicking the 'Select All' check box.

Group by Region

Sales By Representative By Region X

Region Pegion 1 Marth  [May | vea [ams  +]

Export ‘ Close ‘ Print ‘ List

I Select &l

Sales Yalue

Region Cost ‘ Profit | GP % |anTntaI

Sales

Here we show the sales value, cost, profit, GP% and % of total sales for each region and month selected.
Reports

Debtors Sales Journal

Detors s Jous
eiotfien [ Sy 7 Ty B 7] T [Sewy @ o %0 ]

Clisnt ‘M.L =] Depotment ‘ALL =] Fegon L

Debion S s doumal I
Client [ ZAccourthlo | InvoiceMo |  Dale | GSublolal | at | Tolal

N [ U )

The Sales for the selected period is listed here showing each invoice captured for the period selected. You can
select the Department, Area and clients you want to list.
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Sales for a Period

[Dettor Ssles fora Period
UstFiom [ Sunday 07 Juy 2019 v To [ Sundey 07 Juy 2013 <] Repat [invace =] Region
Client |ALL =] Depatmen IALL -] E:Z;n [Au_ ~]

l Item No. ‘ Client Descriplion ‘ Serial Number ‘ Date |uxyl Tolal | Cost ‘ Profit I\.

. |

oee | Ewer | P | [ ue |

This report shows the transactions for items for the criteria selected. You can list this report for a selected
period or if the 'List by Date' check box is checked you can list the report between selected dates.

Select the type of report, 'Invoices', 'Credit Notes', 'Payments / Journal Credits' or 'lournal debits'. Select the
client if you want to display just this client, or leave as 'All' to show all clients. After you have made your
selection press 'List' to generate the report, this report can be printed or exported in a 'CSV' format.

Debtor Outstanding Invoice Report

This report shows the outstanding invoices for the selected period, i.e. '‘Cash’' for all cash sales, 'Current’, '60

Days' 90 Days' etc.

List Items on Back Order

Client Goods on Backorder X

Client Mame | dccaunt [ Invaice Date Code Description O Price
K .

You can view all clients with outstanding item that they have purchased and not received.

List Clients

List Clients

List  [CIESNNE -

Account No. Hame [ Telephone Contact [staws [ ]

|CASH SALES
CASH PURCHASES

5

aama
5 bbbh

EEEEE

Close Print

There is three different views that can be selected to list the Creditors

Short List
Here the Account Number, Name, Telephone Number, Contact Person and Status are displayed.

Full Listing
With this list the Account Number, Name, Address, Telephone Number and Contact Person are displayed.

Active Clients by Sales
This list is the same as the Short List but only shows clients that have active transactions.
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List Archived Clients

All clients that have been archived are listed here.
Select the report you want from the dropdown list and press list.

Client Notes Report

Client Notes Repart %

Clents Motes By ReviewDate. Sundy 07 Juy 2013 =]

2m
kbbb [ |

P e [

Clients that have a note inserted can be viewed here, you can select all or a few of the clients to list. If you want
to view the clients who's review date is before the date selected, check the 'Notes by Review Date' check box
and select the desired date. The client names are shown to view the notes click on the + symbol next to each
client. You can print the notes by pressing the 'Print' button, this will open any clients notes that are not open.
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Creditors

Goods Received

Goods Received Voucher X

GRY Number Date | Tuesday 09 Janusy 2024 v|

Suppler Bay Sweet Zone. =] Owderbio e Ne

Press the Escape Key 'Esc” 10 end item captuse SubTotal |

zoseanmt [ [

var [

GLPostng  Cach Puchace LoadP0 | MNem Chen P Toal |

Before Items can be sold you have to enter them into stock. This is done here.
There are two ways to load the stock, manual loading each item or by loading a purchase order.

Load P/O

Select Purchase Order X

Number Date Tatal Arnount Acc Ho, Name

Cangel

Click on the 'Load P/O' button and select the purchase order you want to load, if you have selected a different
client to the one the purchase order was sent to, the client will be changed to the purchase order client. Once
the purchase order is loaded you can change the quantity for each item should they have supplied less items
than you ordered, the quantity not supplied will be reflected as a back order.

If 'Show selling price' is selected in the preferences you will see the selling price for each item, if 'Allow editing
of selling prices' is selected in the preferences you will be able to change the selling price.

If more the one item is purchased and 'User Serial number' is selected for the stock item in the stock capture
screen the serial number dialog opens for you to add the serial number for each item.

Press enter to begin entering the serial numbers, when all the numbers are inserted the box will close. If you
want to close the box sooner press the 'Esc' key.

Manual Entry

Select the supplier by pressing 'F2' or from the drop down is or by clicking the 'Supplier' Button.

You can enter stock by entering the stock code in the box or by pressing 'F2' and selecting the item.

The operation is then the same as for Load P/O.

If the Grv is set to manual numbers in the preferences, you will have to enter the GRV number and press the
'Print' key twice. Be careful if the number you have entered exists it will lose the GRV captured and load the GRV
with the number.

If you have loaded a purchase order you will not be able to adjust the discount or vat.
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POS Goods Received

(POS) Goods Received Voucher X
Client
AccourtNa. || 1D Number GivNo |
Mame [ Date 0370172024
Address [
[
[
Souce | View | TakePicue
Items:
Stock No Description Serial Numbes Purchass Amt  Selling Amt
[ [ [ [ [
I [ [ [ I
[ [ [ [ [
[ [ [ [ [
I [ [ [ I
Sub Total
Vat
GLPosting  CashPurchase | Ouse | Cew | P | Tomam

If 'Treat GRV as Cash Purchase (POS)' is set to 'Yes' in the Creditor preferences you will capture GRV's as
purchases from clients as well as suppliers.

Enter the clients account no or ID number in the appropriate field and the client's information will be displayed.
You can also press 'F2' and select the client from the client selection list. If the client does not exist enter all the
client’s details and it will automatically be inserted into the client database.

In POS capture you will only be allowed to capture 5 items per GRV, if more than one item of the same type is
purchased you will have to enter each one on a different line. If the item does not exist it will be added to the
stock.

Press 'Print' to save the GRV.

Purchase
Purchas: x
Chert
Account N 1D Number | DocketNo [
Name

o —

Person

[
[ Date Toewday 03 Jara =]
[
I

Mehod of Payment  [EFT =

_Sewce | _ Vem | TokePium|

Purchases are when you buy items from a person or if you are buying supplies for the office.
Select the creditor by pressing ‘F2’ or add the persons detail if they are not in the system, this will add them to

the system. Enter a items and press Print.

Goods Returned

GRV / Purchase Credit Note x
G Cr Murber Date | Tuesday .09 Januay 2024 =
Clent [ =1
OrderNo | Purchaze No. |

Stock code Description # Disc Tatal Wat
Exc

Qty| Price ‘v

Sub Total 0.00
% Discount 0.00

GL Posting EredllNute| Mew ‘ Clase ‘ Print ‘ T ey

Select the client you want to credit by pressing 'F2' or from the drop down list or by pressing the 'Client' button.
Press 'F2' for a list of all the items you have bought from the client or supplier, select the item you want to

credit.
When you press 'Print' the stock is decreased by the amounts inserted and all GL transaction will be done.
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Purchase Orders

Purchase Order Form X

Order Number Date Thusday .27 June 2018 «

| swokcode [ Supply Code | Description [ ay T pice | Total ]

Sub Total
VAT Index [T x| VAT
Delete New Close Fin otal

If you use manual order numbers you will have to enter the order number and select the supplier by pressing
'F2' or from the drop down list or by clicking the 'Supplier' button, you are going to purchase goods from.

To enter items to be purchased type the Stock Code in the 'Stock Code' column, or you can press 'F2' for the list
of stock items. If you type a code in and it does not exist the stock capture screen is displayed and you can enter
the details for the item. If your cursor is in the 'Sellers Code' column pressing 'F2' lists the price list for the
supplier.

Select the item from there and enter the quantity required. If you don't have a price list for the Supplied items,
enter the supplier stock code manually if you know it.

The item will be added to the supplier price list.

If the purchase is non vatable select the non-VAT index from the drop down list.

Once all the items have been entered press 'Print' to print the order form and save it.

Bulk Purchase Orders

Bulk Purchase Order x

Ordes o Date [ Thusdsy .27 Jure 2018 ~|

Code Descriplion OnHand | Re-Order [ Sales [GoodsOn| Nelo
Level Back Oider Order

Close. _ Updae J _ P ‘

Purchase orders can be captured in bulk, the limitation with this method is that suppliers cannot be selected, a
list is printed whereby you can order from each supplier. Enter the amount to order for each item, if you are
using 'manual purchase order numbers' you will have to insert the order number in the 'Order No' box, press
'Update’ to save the form and 'Print' to print it.

Bulk Journal Posting

Bulk Journal Posting is used to update the General Ledger for your Creditors you pay monthly, Water and Lights
for example.

To add the accounts you used 'Journal Posting (Creditors)' under the 'General Ledger' menu. You must set each
item as an Invoice 'IN' short code.

The list of all the GL items marked as 'IN' will be displayed, where you can enter the amount for each one. Press
'Update’ to save the GL transactions.
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Journal Posting

Journal Posting 4

Date Wednesday, 26 June Zﬂlj

Client | ~|

Refernce No. | Order Mo.
Journal |Brought Forward j Amount
Age Period |C'-"""3“t ﬂ

Cancel | Update |

Select 'Journal Posting' form the 'Creditors' menu to enter transactions.

Select the creditor you want to enter journal entries for. Select the date for each transaction and enter the
reference, order no and select the Journal to post to from the drop-down list 'Journal'. If the Age Period is need
it will be shown, select the period to enter to. Enter the amount and click 'Update’ to insert.

Age Analysis x
Client ]

Aeoount Number Name

1 CAEH SALES

4 aasa

5 bbbh

Honth  [May x| vea [ama | Repott [Shor List |

™ Selsct&l Close Export ‘ Piint | List |
Account No Chent ‘Te\aphuneNu Credt Limit | Total Balance

K I

Select the suppliers you want to view and press 'List' or press the 'Select All' check box to select all the suppliers.
An age analysis can be printed for the month selected, all outstanding amounts will be shown ending on the end
of the selected month.

There are 3 reports that can be done:

Short List

Only creditor outstanding balance and aging are shown.

Detailed List

This shows all outstanding balancer as well as all transactions done until the end of the month selected, and all
ageing are shown.

Purchase to Date

This report shows each creditor month to date purchases, month’s profit, and year to date purchases, year to
date profit and the current balance and total balance for the selected month.

You can print this report or export the report by selecting the appropriate button.
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Creditor Enquiries

Creditor Enquiries b

Client |EA5H PURCHASES Account No ‘2

Conument |

Last Payment Date

Amount | Balance Brought Forward 0.00

[ Date [ Reference | OrdetNo | Debit Credit | Balance | |

Cunent | 000 30Days | 000 60Days| 000 s0Days| 000 120Days| 000

BRv | GLAudt | i3

Select the client you are going to do the enquiry for, a list of all the transactions for the current period are
displayed. By double clicking on the item in the list the details for that transaction are shown. Clicking the 'GL
Audit' button displays a list of all the GL transactions for the selected item.

If 'GRV' is pressed the Grv or Grv credit note for the item is displayed.

By double clicking on the item in the list the details are shown.

Search Creditor History

Serach Creditor History X
Ciert [CASH PURCHASES Aocontho 2
Openning Balance ’7
| Date ‘ Typs ‘ Fiefarence | Order Mo | Debit | Credit ‘ Balance | |
Totals | ‘ |
’7 Search | Document ‘ Close | ’T‘

Select the Creditor and a list of all the transactions are displayed. To view the actual transaction select the item
and press 'Document’. If there are a lot of items in the list you can insert the reference text in the 'Search' box
and press the 'Search' button this will list the item.

Creditor Administration

Creditor Administration x
Cliert List ] accountho | Name [
é ES:S:;L'HEHASES Title [ 10 Humber [
Postal Address | Delivery |
‘ s |
[ [
[ r——
Telaphone [ Fax cel |
EMaladdess | Contact |
Registigion No. | VAT No. |
Acc. Type [Biought Forvard =] SelPrice [Fetai  v| Tems  [Cash =l
Cieditlimt | Discourt | Interst Rate. |
BarkMame | v| BarkAccountNe |
Fegion [Region 1 | BarkBranch Code |
Status [ OnHod
™ List Archived Cients Now || Dee | Coss || Upads

Creditor details can be edited here or new creditors captured.

To edit a creditor select the creditor from the list and change the details. A new creditor can be entered by
clicking the 'New, button and entering the details, the creditor name and account number must be entered.
Region

Each creditor can be assigned a region for reporting.
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Hold

If the creditor is to be put on hold the 'Hold' check box is checked and a supervisor will have to authorise any
transaction done on the creditors account.

Acc. Type

The way invoices are selected to do receipts / journal entries for the creditor is selected here, there are two
ways receipts / journal entries is done.

‘Brought Forward’ here the earliest to the latest invoice is marked paid up.

Open Item where you have to select each invoice to receipt or a journal entry to be done against it.

Terms

This is the period you have to pay the creditor.

Status

This is an indicator used in reporting to show the status of the creditor, you can type anything in here.

Creditor Notes

Creditor Motes *

Creditor | j Account No

Date | Thusday .27 Jue 201 |  Time | &37435-]

Review Date | Thursday 27 Jure 201 =

Motes

Description

¥ Alert Note

Delete ‘ T | Update |

Notes can be inserted for any creditor used as an alert when doing creditor transactions.

Select the creditor and enter the date and review date if you want to check the action at a later date. If you
want an alert click on the 'Alert Note' check box. To print the note on the client’s statement click the 'Inc.
statement' check box.

If more than one note is selected for the alert or statement printing, the last note entered will be displayed.
Notes can be multi-line notes but can only have 255 characters.

Supplier Price list Administration

Supplier Price List Administration X

Supplier | adassas =l

Supply Code: Stack Code D escription Guarantes Price:

The supplier price list is used when purchase orders are captured. Select the supplier from the drop down list
and enter the details for each item or edit the existing items. Press 'Update' to save the supplier's price list.
Reports
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List Goods in Back Order

Goods Receved  Purchases Reportfor 2 Period x

Liton [Thidy 7 dwe @15 3] To [Ty 7 aee ans 3]

| I s R T ) I e e |

Fer [al = Core | Eqm | P | [ e |

When Purchase Orders are brought into stock through the GRYV, the supplier might have supplied less items that
ordered. These items are added as back order goods. The items on back order can be viewed here.
You can view all goods ordered from suppliers and not received.

Goods Received for a Period

Goods Received / Purchases Report for a Period X

Latfiom [ Thustwy 27 June 2013 =] To [Trusdw 27 dwe 2013 <]

‘ e Ha I Ciert I Desciplion | Date ‘ Time. ‘ Dty‘ Free |Dimml| Toul {Purv.ﬁiw ‘ smmen‘ ‘
o

Fiter [aLl < Coso | Ewpor | T |

All items bought between the selected periods are shown with this report.
Select the date from and date to list the items.
You can print or export the report in 'CSV' format.

List Creditors

List Clients x
Lst [ -
Account No, Name. Tel=phone [ Contact Staus | |
1 C4SH SALES [
2 |2 CASH PURCHASES
34 asaa
4 |5 bbbl
5
Close Pt

There is three different views that can be selected to list the Creditors
Short List
Here the Account Number, Name, Telephone Number, Contact Person and Status are displayed.

Full Listing

With this list the Account Number, Name, Address, Telephone Number and Contact Person are displayed.
Select the report you want from the drop down list and press list.

Active Creditors by Purchase

This list is the same as the Short List but only shows creditors that have active transactions.
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Creditor Notes Report

Client Notes *
|| j Account Mo ’7
Date |Wednesday. 26 June 200 ~|  Time | B21:33A-
Review Date |Wednesda}l, 26 June 2El'|j ™ Inc. Statement W Alert Mote
Item Ma. | j
Motes Description
Delete | Cloze | Update |

Creditors that have a note inserted can be viewed here, you can select all or a few of the creditors to list. If you
want to view the creditors who's review date is before the date selected, check the 'Notes by Review Date'
check box and select the desired date. The creditor names are shown to view the notes click on the + symbol
next to each creditor. You can print the notes by pressing the 'Print' button, this will open any creditor notes
that are not open.
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Stock

Stock Administration

Stock Description Capture *
Stock Code |
D ezcription |
Seial |
Departrment | j
Retail Calculation | Manual Charge ﬂ
Bin [in1 =]
Unit Cogt ,7 Packet Size ,7
Fietail Markup ,7000 Fietail Price ,7
Wholezale Markup ,7000 Whalezale Price ,7
Al Markup [ 000 Ak Pice [
Re - Order Level ,7 Re - Order Gty ,7
wieight [w Store Serial Ma.
[ Mo Barcode Printing
Delate | Edit 5/Mo. | Mew | Close | Update |

Before stock can be inserted into the system the stock item details need to be inserted.

Select 'Stock Administration' from the 'Stock' menu to enter the capture screen.

There are three descriptions in the 'Stock' Preferences that can be used to record stock details, the second
description is used for the item serial no, the other two can be any name you give it.

When entering the stock code the code is checked to see if the item exists, if so the item details can be edited.
There are 3 selling prices for each item, Retail Price, Wholesale Price and Alt Price, you select the method of
calculation from the 'Retail Calculation' drop down box.

These prices if calculated is based on the cost price of the items, the cost price is stored in a table when an item
is purchased, the table can hold 5 cost prices and the prices are inserted in a first in first out principle that is the
6th time an item is bought the 1st time that was purchased, it's price is dropped.

There are 4 different calculations for the stock items retail price, these are :

Manual Charge The items price will have to be inserted for each price category.

% Mark-up on Average Cost There the average of the 5 cost price structure is used when the selling price is
calculated.

% Mark-up on latest Cost The selling price is changed to the calculation of the cost price when new stock
is inserted.
% Mark-up on Highest Cost The highest cost from the cost price structure is used for the calculation.

If the 'Store Serial No.'is selected when capturing the stock description the serial numbers for the item will have
to be inserted when new stock is captured. If you are editing an existing item that has been purchased you can
edit these serial numbers by pressing the 'Edit S/N' Button.

Enter the serial number for each item, the Date Inserted column is the date that the item was captured into
stock, you can also edit the date.

When finished press the 'Update’ button to save the changes and exit.
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Stock Enquires

Stock Enquires X

Code Opening Stock

Description Puichases

W

Serial Mumber Sales

Current Stock

il

On purchase Order On Sales Order

!— r
Average Cost Latest Cost
!— r

Last Sales Date

Department

Retail Price

Date Cade Discount | Profit ‘ oty | Amount

Reference ‘ Sales Rep

History | Costs ‘ Cloge | Frint I

Select 'Stock Enquires' from the 'Stock' menu to view the dialog.

Type in the stock code you want to view or press 'F2', (Function key 2), to access the stock list and select the
item from the list.

The items details will be displayed. If you click on the 'History' key or type 'Alt H' the movement of the item for
the current year will be displayed. If the 'Cost' button is pressed or 'Alt C' keys selected the cost structure is
displayed for the item. This structure is updated every time more items are inserted into sock.

The structure works on a first in first out principle, the selling price is calculated from this structure.

Stock Take Administration

Stack Take Administration x

Sot  |Code - Department  |_ALL_ |

‘ Adi ‘ Code

Description Serial Mumber Size Cost Difference|  Misc

Physical
Stock

Det. On
Code Hand

Export Adjust Stack Close ‘ Fiint

When stock needs to be counted a list of items and there location and current amount in stock can be printed.
The list can be sorted by the selecting the sort column from the drop down list.

After the stock has been counted the stock can be adjusted by entering the new amount into the 'Physical Stock’
column and clicking on the 'Adj' check box to tell the system to adjust the selected item.

After all the items have been entered click 'Adjust Stock' to update the system.
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Bulk Stock Editor

Stock Editor x

Description Serial Mumber

If you select 'Stock Editor' from the 'Stock' menu item you can edit the current cost, selling price and description
of stock items.
Enter the data for each item to be edited and press 'Update' to save the data.

Lay-By / Deposit Administration

Layby Administartion %

Chent | [ =] Lavby o [ ~|

SalesPerson | =l vate | Tuesday ,09 Jewary 2024 |

Ttem Code | Desaripton Seral Number | Status CostPrice  [Sakesprice | Amount
Deposited

Method of Payment | Cash - subTotal |

6L Pasting Cash Purchase PaymentPeriods [ 1 Adnin, Charge [ 0.00

| New | close | Update | Amount Deposited Total

When a client wants to pay for an item in instalments before they purchase the item, it is captured here.

Enter the account number and the client’s information will be displayed. If it is a new client enter the
information for the client and the client will be entered into the system.

You can use the clients account number or Id number to select the client or you can press 'F2' and select the
client from the list.

After you have selected a client a list of all lay-by's for the client is displayed for you to select the on you want to
add another payment to. If it is a new lay-by press 'Cancel' to close the screen.

For a new lay-by enter the stock code for the item and press 'Enter’, the items details are shown, enter the
amount to hold against the item and the selling price if needed, the selling price is changed for the stock item.
Press 'Print' to save. If Lay-By mark-up is used and setup in the Lay-by preferences its value will be displayed on
the screen, this amount is calculated for each month until the person purchases the item.

Lay-By / Deposit Credit Note

Lay-By Credit Note X
Client || j Layby No ‘ ﬂ
SalesPersan | =] Dawe [ sawrday ,30 December 1899 |

[1tem Code Description [sales price Credt | |

Sub Total

Amount To Credited Admin Charges
GL Posting Lay Buy Amount Deposited
New Close Update Total

The lay-by credit note is captured the same way the lay-By was captured.
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Reports

Stock Lists
Stock Reports X
List T -] sot | El
Cost Price | j Retail Price | ﬂ
Date Last Movement | Thursday .27 June 2019 j | j I Include 0 Stock
Supplier | j
Close | List |

There are 4 different lists that can be displayed.

Retail Price List

This list displays the stock code, description and retail prices.

Full Listing

The full details for each item is displayed.

Item Code & Description

This list displays the stock code, description, department and packet size.

Total Stock Value

This displays the total cost of all the stock items.

Select the type of list from the 'List' drop down box.

Select the 'Cost Price' from the drop down box if you want to display a specific cost price.
Select the 'Retail Price' from the drop down box if you want to display a specific retail price.
You can select a date to be searched for or all items before or after a date by selecting the method of calculation
from the drop down box next to the date selector. You can also select a specific supplier.
Press 'List' to list the report and 'Print' to print the report after you have listed it.

You can also export the report as a CSV file to be opened in Excel.

Stock Re-Order List

Stock Re-Order Report X
FirstItem =] Lastiem | |
Department | & s || |

| Code ‘ Description ‘ Bin ‘S\ze‘ﬂn Hand[ Re-Ord | Back |On Drder‘ Mo. To ‘
Level | Order rder
™ List il eme Erot | toss | Pin | Lit

You can print a list of all item that need to be reordered when there levels have fallen below the reorder level
captured in the Stock Administration screen.

The options for this report are :

You can select a code from and code to which displays all the items between the codes and the codes
themselves.

You can select a certain department or supplier to list.

Pressing 'List' to generate the report.

Press 'Print' to print the report after you have listed it.

You can also export the report as a CSV file to be opened in Excel.
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Daily Analysis

Daily Analysis

From \rh.may .21 Jue 2019 j To |Thuuday,27 June 2019 ;]
Stock Code Descrition Sales Units Cost | Avermge|  Profit MTD 52
Markup
(KT I— 2

Oose | Eport | Pt | List

Select the period to view and press 'List'. The report shows the profit for the items as well as Mount to Date
information.

Press 'Print' to print the report after you have listed it.
You can also export the report as a CSV file to be opened in Excel.

Items with Deposits / Lay-By Transactions

ftems with Deposits / Lay-Bys Transactions

X

from [ Swday .07 iy 218 v| To [ sudw 07 iy 215 |

[ femCade | Descripfion [ Dale. | Amounl_| Clierd Account Ho | Clienl Name. =

[
Bkl e | e | T |

This report shows all the items that have a deposit / lay-by against them for the period selected.

Search Stock

Stock Search

tem Code: Desciption Seia Numbel Seiia Numbel

Name [ 1B Nernber [

Stock can be searched by entering any of the search fields. The fields do not have to be the full name etc. Search
will find any item with the data inserted.
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E - Mail Price Lists

Email Price lists. X

Price lists can be e-mailed to any client that has a valid email address inserted when you captured the client.
You can list all stock items by leaving the 3 description boxes blank and pressing 'Search’, or you can enter a
word or part of a word in any of the 3 boxes and when you press 'Search' only those items containing the word
will be displayed. You can remove item from the list before sending by selecting the item and pressing 'Remove
Iltem'. To send the list to all your listed clients press 'Select All' or select each client you want the list to go to in
the client list box.

Press 'Send' to email the items.

Note : You must have a valid mail server address in your preferences as well as a email address for your
company. You will also need a internet connection.

Print Barcode Labels

Print Barcode Labels x

Code Selling Price
Number of labels |1

Cloze | Print |

Barcode labels can be printed manually by entering the code for the item, the selling price if you have 'Show
Selling Price on Label' in the preferences set to 'Yes'. Enter the number of labels you want to print and press
'Print’.
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General Ledger

Cash Desk
Cash Desk *
Transaction Docket Mo
Wwork Station  [Cobi -]
Account No ID Number |
Mame |
Credit Advance Method of Payment | Cash -
Split Payrnent Method of Payment | Cash hd
Cancel | Frint |

A cash desk can be used if you want a single person to give out cash and receive cash. Select the transaction
from the dropdown list and insert the docket number, this will show how much needs to be given or paid
depending on the transaction. If the transaction is a Pawn Redeem, Extension or a sale the Split payment box
will display where you can split the payment between 2 different payment options. Press Print to print a receipt.

Petty Cash Expenses

Petty Cash Expenses x

Date  |Wednesdap, 03 Juy 2019 ~

| Description

Delets J Cose | Export ‘ Print Update

This is the expenses incurred by the company every day.
Enter the description, amount and select a salesperson if needed.
You can print the list or export it into Excel.

Cash Book

Cash Book x

] <] Bank Accoun: [E000 | [Bank Account

Month  |May =] vew [wg =]

[ Date [ Accountho | Refersnce | Descripion |  Depost | Cheques | Vat| |

PirtBaich |  DeleteBatch | Pioces: | Cancel | Save Baton |

Select the bank account no you are going to post deposits or cheques to from the dropdown list. Enter the batch
number and press 'Enter' or 'Tab'.

Select the period you want to work in, batches can be captured for any period in the current year.

Select the date for each transaction, select the account you are going to debit or credit, enter a reference and
the amount in the appropriate column, select the VAT amount if vat is applicable. If the 'Debtors Receipts
Clearing' or 'Accounts Payable' accounts are selected you are prompted to select the Receipt or payment from
the list displayed.
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Press 'Save' to save the batch, if this is done you will be able to edit the batch before allocating it. To allocate
the batch to the cash book press the 'Allocate’ button or hold down the 'Alt' key and press the 'A' key.

To edit a batch enter the batch number in the edit box and press 'Enter' the batch will then be loaded and you
will be able to edit the transactions. If you list a batch that has been posted you will not be able to edit it.

Bank Reconciliation

Bank Reconciliation x

Bank Account  [B000 =] [Bank Account

Month  [June EAREE | Brought Forwerd 0.00

+ Dutstanding Cheques
- Dutstanding Deposits
= Statement Balance

Date Reference Description | Deposit | Cheques |A\Incale| ‘

Allocate Al | Femove All | Frint | Reconcile Close |

Select the bank account no you want to reconcile from the dropdown list, select the month, year and enter the
batch number. The balance brought forward and outstanding debits and credits will be shown, a list of all the
transactions will be shown. You can allocate all the un-allocated transaction by pressing the 'Allocate All' key or
select each one individually by clicking on the check box in the allocate column. To un-allocated transactions
click the check box again or if you intend to un-allocate all the transactions press the 'Un-allocate All' button.
Save the batch by pressing 'Reconcile'. You can print a report by pressing 'Print'.

Journal Processing

leurnal Processing X

Batch || j

Date Account Mo | Diescription | Debit | Credit | |

Differance ‘ | |

Cloze | Allocate | New | Save |

Journal processing can be done in batches then saved, you can then edit these batches and when you are
satisfied allocate them. Only the current months batches are loaded if you want to view a previous month
change the system date under the 'Administration' menu.

Enter a batch number or press 'New', if no Batch number is inserted the system will allocate a number for you. If
the batch exists the items will be displayed and you will be able to edit them if they have not been allocated.
You can select the date, account no, description, debit or credit amount for the transaction. You will need to do
a contra transaction or transactions that returns a balance of zero before the system will save or allocate the
batch. To allocate the batch press the 'Allocate’.
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Ledger Enquires

General Ledger Enquiries *
Account No = Balance B/F
Description | Manth
[ Dpate | Feference Debit | Credt |  Balance | |
Total
Balances ‘ Close | Print

Select the ledger account from the dropdown list box and all entries done for the current month will be listed.
To see the balances for the current year click the 'Balance' button and the list will be displayed. Clicking the 'GL
Audit' button displays a list of all the GL transactions for the selected item.

Cash Float Administration

Cash Float Administration *

2019 j

Amount | |

Opening B alance For |Wednesda}l, 03 July

| Station |
1 |station 1 | |

Cloze | Update |

You can enter the cash float each workstation needs at the start of the day, when you run the daily cash up the
new amount will automatically be inserted for the next day.

Daily Cash Control

Wokstsion  [FERN -

P

Do [wednmdep 3 by 2019 ]

CungBaanss [ CosngCanros [

t [ Pawn | Amaut ‘ ======= l Amaurt ‘ Sales | Dascrpron ‘ Aemesint ‘L-me‘ Amaurt. ‘ Fedeem ‘ ameunt i[ﬂmmn‘

Erpat Frint Che S L

Use this report to do the cash up for each workstation every day to make sure the cash balances to all the

transactions done for that day.

It shows how much cash is left in the till as well as the balance of all transactions. When you are happy with the
result press ‘Save’ to save the cash float to the next day.
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Month End Closure

Month End Closure X

Current Manth is May 2019

Trangactions

¥ Al Transactions Posted

Al Tasks [ ]
Current Task [ ]

Cancel | Do Closure

At the end of your accounting months you will have to run the month end closure to setup the accounts for the
next month. You can continue working but all transactions will be inserted in the previous month figures.

Year End Rollover

Year End Rollover *

Al Tasks [ |

Current Task [ |

Cancel | Do Closure |

At the end of your accounting year a 'Year End Rollover' must be done, this sets the books for the next year.

Budget Administration

Budget Administration b4

AccountNo 4003 _vJ

|S tock Adjugtment

Budget Frevious rear

Close | Update |

Budgets can be setup for each control account. Select the account from the drop down list and enter the
amounts for each month. Press 'Update' to save the data.

When the year end rollover is done the current figures will be brought forward to the next year, these will have
to be edited if they are to change.
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Reports

View GL Accounts

View GL Accounts X
Manth  [May | vear [aome |
Account No. Deserigtion Emount YTD Amount:
1 [30005T1 Accounts Payable 1,866.00 0.00
2 |43005T1 Pawn Amount Given 1683.00 00
3 |s0035T1 Pann Intersst Aeceived 150.00 000
4

This report shows the Month to date and Year to date balances of all the control accounts for the selected
month and year.

Financial Statement

Financial Statement x
Marith May w| Year |[2013 =] ¥ Income Statement ¥ Balance Sheet ™ YTD Statement
I I ||
Expenses Income ]
[Pawn Amount Given 1,683.00 | Pawn Interest Received 150,00
et Profi 1.438.00 Siales Account Seice 300
18500 18500
Liabilives ‘Asas ‘
Capitol Employed Fined Assels
Add Net Profit | 1,498, 00
. 143800
Cunert Lisbilties Cusrent Assets
iccounts Payable 1.,868.00

Pt | Cose | List

Select the month and year from the drop down boxes to print the financial statement for that period. You can
show the report for the income statement or balance sheet by unchecking the appropriate check box. The year
to date statement can be listed by checking the 'YTD Statement' check box. Click 'List' to show the report.

Trail Balance
Trail Balance =
From Month |May x| vear  [amns +]
ToMonth  [May | vear [amis |
Account D escription | Erpenses Income | Assets ‘ Liabilitie:s |
Mo

Pint | Cose | List

Select the month and year from the drop down boxes to print the Trail Balance for that period. Click 'List' to
show the report.
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Vat Report

Vat Report X

x| [ns =l x| [2ma =

" Summary

Fom  [May To [May

* Detailed

‘ Date ‘Acc.No Description | Item Amount [Fiate] — Vat [ Amount Incl

Rurning
Total

Cose | Print

| List

Export |

A Vat report can be printed for the selected month by selecting the same Start and End month, if more than one
month is to be shown select the first month to show and the last month to show. A detailed report can be listed
or just the summary of vet payable.

Cash Flow
Cash Flow Report X
Fiom |May | Jams | To [May x| Jams +]
Bark account |EUEIEI Bank Account j
| Acc. Mo, | Description ‘ bdap 2019 | ‘
Export | Close ‘ Frint | Ligt

The cash flow report can be printed for the selected bank account and selected periods, showing the flow of

cash in the selected month.
General Ledger Setup

GL Preferences

GL Setup Preferences *
Books Close Each Month On Diay (1 - 31) 31 = Last
The Financial Year Closes On | Sunday .07 March 2020 j
Current Accounting Month |5— S ’W
Prefiz 1 Text ’W WS Prefis ’—
Prefis 2 Text CMP Prefis
Prefis 3 Text RGM Prefix

Wat Rates
1 {1400 [Vt
2 |ooo |Zem Vat
3 | |
4 |u.un |
™ Post Asset Depreciation at ear End
Cancel | ’W‘

These options are setup during the installation of the program, you can change your selection here or enter new
defaults for a company inserted from the program.

Enter the day you are going to close you books each month, 31 means the last day of every month.

Select the date your year closes on, this would normally be one year after installation.

There are four different vat calculations that can be used for the vat calculation, if zero vat is to be applied leave
one of the items as 0.
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If you are going to allow the system to post the asset's depreciation when you do a year end roll over click on

the check box.

The Accounting Month is the current month that you are working in, the Accounting Year is the current year.

Prefix 1 to 3 Text are what to display in the GL reports headings.

Chart of Accounts Setup

Chart Of Accounts

Account No.

Narne

Type

WS

Prefix

CHP

Prefix

RGN
Prefix

1000

Accounts Receivable

Current Assats

1100

Debtars Receipts Clearing

Current Assets

11

Sundry Drebitar Entriss

Current Assats

1200

Output ¥ at

Current Liabilities

Suzpence Account

Current Assats

12

Input Vat

Current Liabilities

1300

Stock On Hand

Current Assets

7
&
3
4
5 1200
E
7
g

2000

Retained Eamings

Capital Account

3 |3000

Accounts Payable

Current Liabilities

3100

Sundiy Creditor Entries

Current Liabilities

4000

Cost Of Sales

Erpenzes

400

Discount Allowed

Expenses

4003

Stock Adjustment

Erpenzes

BEEEEEEEEEEEE

D e A 11 e o e e 1 TG

i i e 1 i e e i e 1w T G

Print

Delete | | Update | Cancel |

The chart of account setup dialog is used to enter new control accounts. the accounts in red are reserved
accounts they cannot be deleted, you can change the name of the account for your reports. Click on a empty
line and insert the data, or edit an existing account. Accounts can only be deleted if they have a zero balance. To
delete a account select the account in the list and press the 'Delete’ button. To save the list press the 'Update’

button.

Journal Posting Setup (Debtors)

Posting Setup

Posting =

General Ledger

Invoice

‘ GL Account ‘

Desciption nsert Amount

Transaction
Deb/Crd

E
[

Cash Sales
Interes! Charge
LJounal Debi
Fefund

Brought Forward
Credit Note

Loy Buy Credit
Ley Buy
Payment
Jounal Credit

nENEEOEEE

3

Delete

Discount

Cash Book

Bad Debt
Stock.

‘ CB Account ‘ Description

Insent Amount

Transaction
Deb/Crd

|
[

Pawn
Pawn Credt

GEEEREE

Description

Trarsaction Type Short Code

Delete

Invoice =1

—

Cancel | New

Client Allocation

Oidsst Perod_~.
\ Update |

Delete

I Vat Transaction
I™ Pay Commision
I™ Defauit ccount
[ Ciedit Sades

Posting can be done against any clients account, the way the transactions are posted are setup here, the
description and a short code must be entered, if the control account is debited or credited must be selected, if
the transaction has vat check the vat check box. The sales commission can be debited or credited by the
transaction if the check box is checked. The control account to use must be selected. These posting types are
used when you do journal posting under the 'Debtors' menu.

Journal Posting Setup (Creditors)

This setup is the same as the Debtors setup above but is used when the journal posting is done under the
'Creditors' menu.
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Create a new Company

Create a new Company >

Company Mame |

Baoks Close Each Month On Day (1-31) 31 =Last |

The Financial Y'ear Starts On Tuesday .01 Jam =

Current Accounting Period

Maonth  [Jure | vem [a3 ~|
Server Name DESKTOP-L7OHGUDAS OLEXPFEY
Uzer Mame Paszmaord

Cancel | Create |

You can create new companies as needed, the defaults must be set for the company, if you want to use the
defaults from an existing company select the company from the 'Create using defaults from' drop down list.
Select the Database from the drop down list and enter the user name and password for the database. The
default database and user name password are displayed for you current setting.

Copy a Company

Company to Copy | j

MNew Company | j

Al Tasks [ |

Current Task, [ |

Cancel | Copy |

Your company can be copied to a new database here by selecting the database to copy and the name of the

new company. A new company must first be created with 'Create a new Company' under the General Ledger
Setup menu.

Enter Opening Balances

Change Enter Opening Balances x

Bt | P Concel | [ Update |

When you take on a company from a different system you will have to enter the current balances for the
corresponding GL accounts in the old system, the current totals can also be edited here.
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Assert Register

Asset Register Administration

Asset Register Administration X

Asset Code I = Depreciation Type Straight Line method A

Deescription Depreciation Rate

Branch Code Initial Depreciation
,—L‘ Accum. Depreciation ,—L‘

Account

Region * Depreciation Account b

Pirchare Date Thursday .27 June 2013 - Finance Bank =

‘wiite Off Date Thursday .27 June 2019« Reference

Purchase Price Est Trade in'alue

Insert the code for the asset you would like to enter or edit, if the asset exists the information for the item will
be displayed. Enter the details for the asset and select the method of depreciation, these can be:

Straight Line method

Reducing balance method

Sum of years digits method.
Select the accumulated depreciation control account and the depreciation control account where the
depreciation will be stored. If theses account have not be captured you will have to insert the in the 'Chart of
Accounts' editor.
Click 'Update' to save the information and 'Close’ to exit.

Asset Calculator

Asset Calculator x

Asset w| Puchase Date Purchass Price

Caleulation Type | ~]

Accunulated
Depreciation

‘ Date Met Book Walue

Cost Price Annual
Depreciation

Total Depreciation Curent Depreciation Current Walue

Select the asset from the drop down box and select the type of calculation to view the depreciation for each
year.
The current depreciation is also shown.

Post Depreciation

Asset Post Depreciation X

| Agset Code | Asset | Amount | Fost ‘ |

At the end of your fiscal year you can post the assets depreciation to the GL, select each asset by checking the
check box in the 'Post' column of the list.
Press 'Post' to insert the checked items in the GL.
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Pawn Management

Pawn capture

Pawn Goods x

| Tuesdey .09 Jawar 2024 -] [100955aM = Docket No

Client | || [
Opainert [fo3em =]
[ Tembo | Description | Sera Humber [ay] Amount [ Totl [Repamet]| 8n | |
N Inerest % (500 Senice Chage [000 wa [
- Duibie [ Towsd 16 Jaruw <] TouiDim
ostn

Inc. Service Charge

Now Source | Vew | TakePiots| Coss | Updae | Pint

You can press the button bar for pawn goods, or from the 'Pawn' menu select 'Pawn Capture', or press Function
Key 'F6'.

Press 'New' to start entering a new pawn docket. If you have selected manual dates in the program preferences
then you will have to select the date, the due date is automatically calculated from the date entered and is
calculated from the date pawned plus the amount of days inserted in the 'Days before pawn expires'
preferences. The pawn docket number can be inserted manually or by the program depending on how you set
the program preference. If you insert the Docket number manually the item numbers take the docket number
and append an '1...2..3.. ‘to the item number.

EG: 11112

Press the 'Client' button to select the client or add new clients to the database.

Entering Clients

To select the client you can press 'F2', (Function Key 2) and select the client from the list. You can also select the
client from the drop down list box in the pawn capture screen, another way is to click on the 'Client' button and
select the client from the list, and this way you can add or edit the client details by selecting the client to edit
and clicking on the 'New/Edit' Key. When you are in the client select dialog pressing 'F2' will allow you to enter a
new client.

Inserting the Items

Enter each item into the list of items inserting the description, serial no if applicable, quantity and amount. If
you keep entering on the same line the line moves to the left and you will be able to select the bin in the shop
for the item. A quicker way of selecting the bin is to type the letters for the bin and this will cause the first item
with the spelling to display, press 'Enter' and that area or place will be selected.

Once you have entered all the items you can select the department for the items if the shown department is not
correct. If the items in the list have different departments you will have to make a different pawn docket for
each department.

The default interest rate is shown but you can change this for this docket by inserting the amount you want.
Press the 'Update' key to save the data or type 'Alt U'.

Pawn Credit Notes

Pawn Credit Note X

\ Fiday .28 June 2019 j ‘SZESZAM+ Ciedit Mote No
Diert | | ] |

Reason | General Credit &

[ tembo. T Description [ Serialhumber | UseDescl | Amount | |

GLPosing  PawnCiedt | New | Cose | it | Total

Pawn credit notes are used to credit an item that has been incorrectly inserted.

To select the client to be credited you can press 'F2', (Function Key 2) and select the client from the list. You can
also select the client from the drop down list box in the invoice screen, another way is to click on the 'Client'
button and select the client from the list, and this way you can add or edit the client details by selecting the
client to edit and clicking on the 'New/Edit' Key.
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Once the client has been selected pressing the 'F2', key will list all the stock items where you can select the item
been sold. Press the 'Tab' key or 'Enter' Key to move across the grid to Amount column where you can enter the
amount to credit, press 'Enter' again and you will be moved to a new line where the next item can be inserted.
Select the reason for the credit note from the drop down box.

Once all items have been captured press the 'Esc' key to leave the stock grid and click on the 'Print' button to
save and print the credit note or you can type 'Alt P'.

Reprinting Credit Notes

Should you have to reprint a credit note you can type the number of the credit note in the credit number box
and the credit note will be displayed for printing, click on the 'Re-Print' button and select your print and a copy
of the credit note will be printed.

Pawn Credit Note Reason Administration

Pawn Credit Mote Reasons x

Reason ‘

General Credit
Stalen Item

s [ra

Delete Close ‘ Update

These are the reasons for pawn credit notes.

Select 'Pawn Credit Note Reason Admin.' from the 'Pawn' menu item.

Click on the position in the list where you want to enter or edit the reason . Click 'Update' to save the list or
select the reason you want to delete and click the 'Delete' button.

Pawn Redeems

Pawn Redeem

Tuewdy 08 Jeay 200+ +| [03Z2AN = DNo [ Pawm Docket No.

e I

e Mo | Desciction ‘ “Senial Numiber ]hmJM’l ‘ Ireevest l Totd ‘FGAHB'VI‘ |

G | Dus

Service Charge | Totel Due
e - L PRRTS

Select 'Pawn Redeem' from the 'Pawn' menu or click the 'Pawn Redeem' button bar to enter data or press
Function key F7.

Insert the pawn docket number in the Pawn Docket No. field or select the number by clicking on the down
arrow, the pawn items will be displayed showing the capitol given, how much interest is due and the total for
each item. Insert the amount for each of the items to redeem or you can redeem all the items by inserting the
amount in the 'Amount to Insert' box. If the client is only paying the interest insert this amount and the item will
be extended for a new period.

Press the 'Update’ button to save the data.

Point of sale (POS)
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POS Pawn Goods

Accountbo. || 10 Number [ Docketho [
Name ] Date |
Addess [ DueDate  [05/07/2018
[ Interest % L
| Service Charge |10.00
Source: | view | TakePioue ;:‘,f;,, I =
e
Ho Descripton Setial Humb At
‘ \ \ | =
\ [ \ [ B
[ [ [ [ =]
[ [ [ [ 1]
T T I I (=]
GL Posting Pawn ] LT —
Cose | Alocate | Cea | R | Toal Due Inc. Service Charge [~

When using POS screens to capture pawn goods, only 5 items can be captured for each docket.

Enter the clients account number if the client exists or press the 'Enter key' to move to the ID Number column,
enter the client details, if you have selected pictures in the preferences you can take the picture.

If you press 'Take Picture' a picture of the person or their ID book can be taken and saved.

Note

The program uses a twain device for your camera.

Next you will need to enter the due date if it is different to the calculated date, the due date is calculated using
the 'Days before pawn item expires' value from the preferences.

Select the sales person or 'Enter' to continue, you can now enter the description, serial number and amount
given for each item pawned. Only 5 items can be entered on a docket using the POS screens.

If you have selected 'Automatic docket numbering' in the preferences the docket number is inserted when you
press 'Print' to save and print the docket. With manual docket numbering you will have to insert the number.

If you are inserting a new client the clients name must take the format of "First Name Surname".

POS Pawn Extensions

0
)
x

Docket No.

[
Name [ Extension No
‘ Date 0970172024

— Due Date [pa7202¢
Pawn Date [
Cusert Due Date:
Interest
ltemns
Mo Desciigor Seril Nunib Amourt Given  Inissest D
[ [ I
[ [ I
[ [ [
[ [ [
F3 = ltem Interest Breakdown Total Amourd Given ‘
Interest Due
Method of Payment ~ [Cash i At Due Inc. Sevice Charg

Splt Payment [Cash -] Amourt Paid |

6L Posing Pawn Extension | Close ‘ Clear ‘ Pirn ‘

To enter a pawn extension insert the docket number and press 'Enter’, the data for the items in pawn for this
docket number will be displayed, you cannot extend a single item on the docket using this method, to enter a
single item enter the clients account number in the 'Account number box' and press 'Enter’, a list of all the items
this client has in pawn will be displayed, select the item you want to extended and press enter, the details for
this item will be displayed.

The 'Due Date' is shown as the date the item was due to be redeemed or extended, the date the item was
pawned and the 'Current Due Date' is shown, this is the same date as the due date before you change the due
date. The 'Current Interest due' is calculated for each period that the item has not been extended. The 'Interest
Due' is the amount plus the service charge if used.

Enter the next due date that the client wants to extend the item to in the 'Due Date' box, the value in the
'Interest Due' box is calculated using this date.

Insert the amount the person is paying and press 'Print’, if you have selected 'Print extension docket' in the
preferences a new pawn docket is printed.
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POS Pawn Redeems

Pawn Redeems x

Client

Account No. [ 1D Humber | Date [0570172024 Redeem Docket No

Hame [

Addres [

Items

Dockst PawnDate  DueDate  AmtDue  Amourt

C [ [ [ [

| [ [ [ [

T [ [ [ [

8| [ [ [ [

]| [ [ [ [
Method of Payment  [Cash | ToulDuelhe SedceDhage [ | e |
Splt Payment [Cash BN GLPosting  Pawn Heduml Close \

Enter the clients account number and press 'Enter' the first 5 items the client has in pawn is displayed, enter the
amount paid for each item in the 'Amount box', this amount must exclude the service charge, the amount to be
paid to you is shown in the 'Total Due with Service Charge' box.

If an item is not to be redeemed leave that item blank.

Allocate Expired Pawn Items

Aecats Expres Faan e 2 Stk

osce] Tena | G Tessigsn S | ae Tobe [ | | |

Select 'Allocate Expired pawn Item' from the 'Pawn' menu .

When an item has been in pawn longer than the due date it needs to be moved to the unsold items in the stock
so that it can be sold or redeemed should the client return.

If you want to insert all the items the click on the 'Load' button with nothing in the 'Search description’ field, If
you want to insert a certain item enter the first few letters from the item description and press 'Load'.

For every item you want to allocate insert a check in the select column for the item and insert the selling price.
When you click on 'Update’ all the items that have been selected will be allocated.

You can print a list of all the items by clicking on the 'Print List' button.

Client Pawn History

Pawn History x

Clent | AccountNo. | 10 Number | DocketMo |

Redeem Rate

I rem No I Date lDareDue] Description | Gerial Mumber I Pawin |Amwr&‘ Status l |
Amount

ces | Core | pint | ™ Shaw ol cent arsactions

A list of all pawned item for any client selected can be displayed.

To select the client you can press the 'Client' button and select the client or press 'F2' and select the client from
the list.

You can also enter the clients name or id number in the text boxes and when you press the 'Enter' key the list
will be displayed. The clients redeem rate is also displayed as a percentage that you can use to rate the client.
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Reports

Pawn Goods / Pawn Interest / Pawn Redeem

Pawn Goods Received *

Litfiom | Fridey .28 June 2019w To | Fidey .28 June 2013 v]

Diocket Na| Item N, Chent Desciipion | Seial Number | _Date Tive | DafeDue | Amout | Amou
Pawred | Panned Given

| =

I Skip Traneaction and Noles Column When Frining oo | Expait P ‘ Lt

These reports show the items captured for the selected period.
These reports can be printed or exported in a coma delimited format (CSV) which can be opened in excel.

ltem Moved to Stock Report

lf | i

O e Fis n

This report shown all items inserted into stock for the selected period.

Pawn credits Report

Pawn Goods Credit Notes x

LtFion | Fidy 28 Jue 2008 v] To | Fidy 28 e 2013 v|

D Tt Deserpron | Genal T Decrpion Do Temon | At
Ho Hunber Ciedi=d

i

e | e | A | [ ]

This report shows all pawn credit notes for the selected period. You can also show the report for a selected
reason.
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Service Management

Client Equipment Administration

[Hame [Model [SerialNo [ Inslalation Date_|PuchaseFrice | Salespice | |

Delete | Fini | Clse | Update |

A record of all the equipment a client has is stored here. Select the client from the drop down box, or enter the
clients account number and press the 'Enter' key. Enter each piece of equipment the client has entering the
date purchased if the client purchased the equipment from you and the purchase and selling price.

Press update to save the information.

Build Equipment

Build Equipment EJ
ltemMo | =l Dae [12 October 2011 x| stock Code
Description \ Serial

Total

Seling Price

“wholesale Price

1]

Alt Price

Stock\r\serll Delste | Mew \ Close \ Updale‘

Equipment can be built from stock purchased to form a new stock item. The details are made up from Material
and Resources, Resources can be the time a technician spends building the item.

Enter a new Stock Code and description for the item to be built and give it a serial number if desired. Add each
stock item in the materials grid by pressing 'F2' or entering the stock code. Enter the quantity to use. The cost
price is shown for the stock item, this can be edited.

Press the 'Resource’ tab to enter the resources needed to build the item.

Enter the task description the hours needed and select the resource from the drop down list. the cost is then
calculated by the hours times the cost.

You have to enter a Selling Price before you can save the item. There are two other prices Wholesale price and
Alt price which can be used when selling the equipment. To save the item press 'Update' this stores the details
but does not add the item to stock. When you are ready to sell the item press the 'Stock Insert' button, this add
a single item to stock and removes the items selected from stock to build the item. If you build more that one
item you can call this item up by selecting the item no form the 'ltem No' drop down box.
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Resource Administration

Resource (Labour f Equipment) Admin §|

[ Description Resource Cost

Delete | Frint | Cancel | Update |

Resources can be Labour costs, Equipment hire etc. There are two categories Labour and equipment that can be
selected, enter the description for the resource and select the category from the drop down box and the cost. If
the resource is labour the cost will be per hour. Press 'Update' to save the resource.

Service Contract

Service Contract Administration

Service Contract Administration @
AccourtNo | Clent | B
| Equipment [ Amoumt [ PspmentFrequency |  StanDate | TeminstionDate | |
Delete oS B | pine | Update |

Service contracts that clients have with you are captured here. Select the client by pressing 'F2' or enter the
clients account number or select from the drop down box.

Select the client’s equipment from the Equipment drop down box or type in the description of the equipment.
To select the equipment you must have built the equipment, if the equipment was a piece that the client had
before entering the description. Enter the amount to charge for the period selected. The period can be
'Monthly', 'Quarterly’, 'Bi-Annually' or 'Annually’, this is selected from the drop down box. Enter the stating date
and ending date of the contract.

Press update to save the contract.

Invoice Service Contracts

Service contracts are invoiced for the different periods selected.

When you enter the dialog a list of service contracts are shown with the last date they were invoiced, when you
press the 'Invoice' button all the contracts that need to be invoiced are printed and then marked as invoiced for
the period.
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Call Management

Call Item Administration

Call [tems g|
Call lterns
Description Rate
1 |Stock Item n.an
| ||
Delete | Close | Frint | Update|

Call Items can be a stock item that is needed or the technician’s time etc.

When you enter the screen you will see that 'Stock Item' is already inserted for you, there is no rate as this will
be taken from the stock item selected.

You can enter any description and rate for the item, if no rate is inserted it is treated as a stock item. Press
'Update’ to save the items.

Log Calls
fccountMo | Clent | =] cient | Refeencens [
Cal History | Teshnician | - M
| B Leserption Equipment | =] Equipment
CalDate  [12 October 2011 ~| Time [05:48:274M =

Call Description

Date Compleled |12 October 2011 v | Tine |06:43:27 4M ==
Work Done

Call iterns
] Items ] Description JQlyJ Fate ] J

Delete | Cloze | Update | Invaice ‘

Calls are logged by selecting the client from the drop down box or entering the clients account number and
pressing the 'Enter' key.

A list of all the calls done for the client are shown in the Call History list, you can double click on any of the calls
to edit or view the call details.

For a new call select the technician from the drop down list or by pressing the 'Technician' button. Select the
client’s equipment that needs a service from the drop down button or by pressing the 'Equipment’ button.

The client’s equipment is derived from the equipment you inserted under the 'Client' 'Equipment
Administration'. If the piece of equipment is not there you can type the name in the box provided.

Enter the description of the call and press 'Update' to save and print a work docket.

Once the call is completed you can then select the call in the call history list and enter the work done and any
item used by selecting the item from the drop down list in the all Items list. If you select a stock item a list of
stock is shown from where you can select the item. You can then enter the quantity. If a item is inserted that
has a rate the rate is inserted in the rate column and you can insert the quantity. You can press 'Update' to save
the information or press 'Invoice' which will save the information and print an invoice to forward to the client.
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Reports

Service History

Service History g|
Chent Aocount Mo, | | =
] Pericd From |12 October 2011 ~| To [12 Dotober 20m1 B
Service History |
Cal Desaription | DsteEntered otk Dione Dats Completed | Technician |
I |

This report shows all the work performed for the selected client. You can list the history for a period by selecting
the Period From and To dates and pressing 'List'

If you want to view all the work performed for the client check the 'Full History' check box and press 'List'.

Technician Schedule

Technician Schedule @
Techrican »] DateFom [12 October 2011 v| To [12 October 2011 ~
l Hu!ﬁeﬂcu I Dale Ertered I Clent [ Cal Description IDe!uDﬂmp\u!eJ Work Dene J I
o.

Close \ Export ] P | List

A schedule of all the work performed for a select technician or all the technicians can be viewed with this
report. Select the technician from the drop down list or leave 'All' as the entry if you want to view all the
technicians, then select the date from and to and press 'List' to view the information.

Equipment Built / Manufactured

Equipment Built and Manufactured for a period

Peiiod From 12 ODctober 2011 - Peiiod To 12 October 2011 -
ltemMNo. | Desciiplion [ SeiaNe | Date | SellPrice Cost Price. Oty Total In Stock

Ooe | Ewot | | Lt |

A list of all the Equipment builds for the period selected is shown here. Select the 'Period From' and 'To' dates
and press 'List'.

This displays the equipment build, by clicking on the '+' sign you can see the material and resources used.
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Search Equipment
Search Equipment X
Cient [ -]
Madel | Name | Seisite |

Equipment Found
Cient Name [ AccourtNo Model [ Nanne [ SerialMo | Datelnstaled | P

| |

Cosz | Expart | pint | List

If you need to find information on any equipment sold you can do it here.
Enter the information you have for the item, this can be the Model or Name or Serial number of the item. You

do not have to have the complete information; if you only have part of the serial number enter this and a list of
all the items with the number in there serial number will be shown when you press 'Enter'.
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Gold Management

Pledge Calculator

Pledge Calculator >

Account Mo, |

Amount Given ‘

Start Date ] 18/03/2024

Due Date | 17/06/2024

Interest @ | |

Service Charge

!
Initiation fee 1
|

Amount Dueg

The pledge calculator is used to give the person pledging there gold with what they would have to pay to
redeem their item.

Redeem Calculator

Redeem Calculator X
Fledge Mo. ‘
|Redeem ‘j
Amount Given ‘
Start Date | 18/03/2024
Due Date | 17/06/2024
Interest @ ‘ |

Service Charge

I
Initiation fee |
Amount Dug ‘

Close

The redeem calculator is used to show what a person needs to pay to redeem their pledge. Insert the pledge
number and the system will display the amount. Select Redeem or Renew to display what the amount will be for
the function selected.

Loan / Purchase Calculator

Lean / Purchase Calculator X

AccountMo. | ID Number Docketne [
Name | Date \Wednesday, 20 March -

Address Sales |—41
Person
Level % 60

Lend / Purchase

Telephone No.

Kmuger | Diamond

Rand

= | |

14K 18K 22K,
Gold Gold Gold

| Description ‘ 9K Gold

Total Lend

Purchase Plecge Cos= | New | Print
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The loan / purchase calculator is used to give a client a quotation for the item they want to sell. The amount is
calculated from the current gold price inserted in ‘Gold Price Update’.
Select the account number of the person or enter the details if it is a new person.

Pledge Capture

Pledge ltem %
Client
Account No. [ o Docket Na
MName | Date 18/03/2024
Address | Due Date ’W

[ Interest | 500 5
Service Charge 207.00

Telephone No. Initiation Fee 00

Sales ’—;|

Person
Ttem

=)

No Description K Gold

14K Gold

o
]

weeod |
xeod [
Damonds |
]

Amount

2

6L Posting Pamn
ik Total Amount
Close | Allocate ‘ Clear | Print | Total Due Incuding Charges

To capture a pledge you can select an existing client by pressing the ‘F2’ key and select the client from the list,
or you can insert the account number or ID number and the client information will show, if this is a new client
insert there details the system will add the client when the pledge is saved.

Insert the description of the item been pledged and the weight of the gold in the correct karat of gold the item
has. Insert the amount given in the Amount box, the system will calculate the different fees depending on how

the system was setup. Should you want to take a photograph of the item press the camera icon.
You can capture 4 photos of the item.

Pledge Credit Note Reason Administration

Credit Mote Reason Administration >
Reazon |
1 |Stalen
2 |Remaoved

Delete Close | Update |

When a pledge is credited a reason must be selected, the different scenarios are captured here, add the reasons
and press Update.
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Pledge Credit Note

Pledge Credit Note x
[ Monday , 18 March 2024 | | 7:38:33AM = CredtNotero |

Client | = x|
Reason  |HHH j

Item Mo Desciption Jtem Description Amount | Interest | Serice | IniFee
Given Fes

6L Posting PawnCred\t‘ New ‘ Close ‘ Print | Total

Pledge credit notes are used to credit an item that has been incorrectly inserted.

To select the client to be credited you can press 'F2', (Function Key 2) and select the client from the list. You can
also select the client from the drop down list box in the invoice screen, another way is to click on the 'Client'
button and select the client from the list, and this way you can add or edit the client details by selecting the
client to edit and clicking on the 'New/Edit' Key.

Once the client has been selected pressing the 'F2', key will list all the pledged items where you can select the
item pledged. Press the 'Tab' key or 'Enter' Key to move across the grid to the Amount column where you can
enter the amount to credit, press 'Enter' again and you will be moved to a new line where the next item can be
inserted.

Select the reason for the credit note from the drop down box.

Once all items have been captured press the 'Esc' key to leave the items grid and click on the 'Print' button to
save and print the credit note or you can type 'Alt P'.

Reprinting Credit Notes

Should you have to reprint a credit note you can type the number of the credit note in the credit number box
and the credit note will be displayed for printing, click on the 'Re-Print' button and select your print and a copy
of the credit note will be printed.

Pledge Redeems

Pledge Redeems x

Client

Account No. 1D Number Date 18/03/2024

Name [

Address

Docket No
= Pawn Date
Due Date
Amount Given
Interest Due ’7
Service Charge
= [

Total Due Inc. Charges

GL Posting Pawn Redeem Close ‘ Update ‘ Amount Paid

To select the client to be credited you can press 'F2', (Function Key 2) and select the client from the list. You can
also enter the clients account number or ID number and the clients information will be displayed.
A list of items that the client has in pledge will be displayed,

Select Pledge X

Docket No | Clierit Name. Date Amount Given | Ameunt Due

004 dssddd 2024030 500.00 782 00
1008 disddd | 20240308 450,00 704.00

o | 5]

Select the item been redeemed and the item will be displayed with the amount to be paid. Insert the amount
the person is paying and press Update.
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Pledge Redeem and Renew

Pledge Redeem & New Pledge X

Client

Account Mo, 1D Number Date 18/03/2024

Name [

Address

Docket No

Pawn Date

Due Date

Amount Given
Interest Due ’7

Service Charge
Init Fee ’7

Total Due Inc. Charges

GL Posting Pan Extension ‘ Close | Update | Amount Paid

This works the same way as Pledge Redeem, the only difference is that the interest is calculated and show for

the person to pay, when Update is pressed the pledge is marked as redeemed and a new pledge is captured for
the person.

Reverse Redeems

Reverse Redeem >

Account Mo 1D Humber

| Select | Item Mo | Diezciiption | [iate ‘ Amount | |

Close | Reverse ‘

If a pledge is captured by mistake it can be reversed, enter the clients account number or ID number and select
the pledge from the list displayed and press Reverse.

Allocate Expired Pledges to Sales

Allocate Expired Pledges to Sales P

Search Desarption | pedgerio. | Usteefore [ Monday 18 Marv|

Alocate| Pledge No. Client Name Descrintion 9 Gold [ 14K Goid [ 18K Gold | 22K Gold [ Date DatsDue | Amount | Seling
Pledged Given Price

I SekectAl GLPostng  Pamn Insertinto Stock Close Export Print List Load Mark as Expired

Select 'Allocate Expired pawn Item' from the 'Gold Pledge' menu .

When an item has been in pledge longer than the due date it needs to be moved to the unsold items in the
stock so that it can be sold or redeemed should the client return.

If you want to insert all the items the click on the 'Load' button with nothing in the 'Search description' field, If
you want to insert a certain item enter the first few letters from the item description and press 'Load".

For every item you want to allocate insert a check in the select column for the item and insert the selling price.
When you click on 'Update’ all the items that have been selected will be allocated.

You can print a list of all the items by clicking on the 'Print List' button.
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Enquires

Pledge Enquiries X
Clent [ dssddd Acontho [5
Comment |

Last Payment Date | Amount Balance Brought Forward 0.00

Item Mo Dresciiption

Reterence Amount
1004-4, 33 assasa In Pawn

2 |08/03/2024

Current 0.00 30 Days 0.00 60 Days | 0.00 90 Days ‘ 0.00 120 Days ‘ 0.00

Docket | 6L Audit |

Select the client you are going to do the enquiry for, a list of all the transactions for the current period are
displayed. By double clicking on the item in the list the details for that transaction are shown. Clicking the 'GL
Audit' button displays a list of all the GL transactions for the selected item.

If 'Docket' is pressed the pledge or pledge credit note for the item is displayed.

By double clicking on the item in the list the details are shown.

Client Pledge History

uuuuuuuuuuuu

‘ em Na ‘ Date ‘ DeieDue. | Description ‘ . Gold ‘umwm ‘ 1K Gold |1:v ..wl.\mmm: Fledge
Aot

™ Shom s pemactors

A list of all item pledged for any client selected can be displayed.

To select the client you can press the 'Client' button and select the client or press 'F2' and select the client from
the list.

You can also enter the clients name or id number in the text boxes and when you press the 'Enter' key the list
will be displayed. The clients redeem rate is also displayed as a percentage that you can use to rate the client.

Pledge Search

Fladge Amount

You can search for a pledge or pledges by entering any of the search criteria and pressing Search, A list of all the
items are displayed with their transactions and notes.
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Reports

Age Distribution

Pledge Age Analysis X
i < 3Months 3Months 4 Months 5 Months 6 Months
2 TOTAL | VALUE TOTAL VALUE TOTAL VALUE TOTAL VALUE TOTAL VALUE 101
3 [Station 1 0] 0.00 0 0.00 0 0.00 0 0.00 0 0.00
4 |Station 2 1y 400.00 0 0.00 1 200.00 0 0.00 0 0.00
5 |Station 3 [ill 000 0 000 0 000 0 000 0 000
6 |GROUPTOTAL 1] 40000 0 000 1 20000 0 000 0 0.00
7 _|GROUP% 3333 3638 0.00 000) 333 1818 0.00 0.00 0.00 0.00 (
8 [Station1% 0.00] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 {
9 |station 2% s5000] BEE7| 000 000| 5000 ST 000 om 00| ¢
10 fstation 3% 000 000| om0 000| o000 000| o000 000, 000 000
i |
12 |TOTAL Station 1 WI 500.00
13 |TOTAL Station 2 2| 600,00
14 |T0TAL Station 3 [l 000
15 |TOTAL 3 1100.00
R — 2l
oo | [ et 2 |

This report give a breakdown of each Work Station by months that the pledges capture for them are sitting.

Daily Stock Movement

Daly Stock Moverent x
Monky  [March =] [ =] werkstaten  [AL El

[ D€ Tvew [ PeoGe [Aene | Peoee | TOTAL [NEwsReN [ACTUAL] ReDEeW |REDE | PLEDGE oA | PeDGe | TOTAL | AeoeEws | WO [stookvaL |
(] MO VALLE MO, VALLE WO VALUE MO, VALE|  Mo|  welUE| WO VALUE| o alUE| 0 o |
[2 |m machanes 3 w0 000 | | 0 om0 om| —
[2 |machaes | | 1 T I 0w o 00| | [ ow| o 0w
[4 |omachama | I T 1 T o 000, 0 [ T | 1 am| g 000,
[5 Joeach 2020 o [ a0 | | 1 am| g [T
[5 |0 machanzs 0 w0 00 | | | 0 om| g om)|
[7 |oeMachinzs i 500,00, | | 1 50000 0 000 | | | ] 0| 1 50000
I T T 1 T w0 ow [ T T ew[ [ sew
N z T 5000 1 s o 000 o om| 2 e
[0 ] [l o 000 | o om| 2 wm)
E [] om| o 000 0| om| 2 =am|

12 11 Marc i I T T o 000 of 000, | T 1 || a2 wow)
[13 [i2tan [ [ 13 i [ am| 2 smmw
[0 [13Machzne [ 000 0 010 I o [T 000

75 [14Mach: [) om| o (1) [ om| 2 =00
6 [15arch: [ 0w o 000 I [ om| 2 =00
(7 [iomachame | T 1 o 00| o] 00 T T o o[ g a0

e ] | - 0w o 000 | o om| 2 wm
5] of [T 0 ) 0 om| g =0m
[20 |15 e T 1 | om| o 00| | T [ T om| 2 wmw

21 |0 thac I I i o 000 o 000 | 0 [ o wam|
L ]

] | P |

This report shows all pledge movement each day for the month selected.

Pledges - Pledges Redeemed - Pledge Interest - List Pledge Credits - List Expired Pledges

Pledges Interest Received x
Lt Fram ‘Mnﬂﬁ!u B Mach 2024 j 1 ‘Hmmy B March 224 j Viorkstation | ]
TemMo Cliant Desciption SC | 14K [ 18K | 22K | Detelot | Time ot | Amount[ieres|  Transacions Notes
Gold | Golé | Gold | Gold | Peid | Peid [tecewed Rete

= = m | =]

These reports show the items captured for the selected period, you can list by the workstations or all pledges.
These reports can be printed or exported in a coma delimited format (CSV) which can be opened in excel.
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List All Items in Pledge

Current ems in Pledge

x
T List All Trems st From ‘ Monday , 18 March 2024 s [-«mm L18 March 2024 j Workstavon =
Docket | tem Mo, Cliant Descrighon 9 | 14¢ | 18K | 22K |Diemonds| Dete | Time | Date |Duration] Amount | Amourt |interest]  Transachans Notes
o Gold | Gold | Gold | Gold [Piedged[Pleciged| Due | MD | Gven | Oue | Ree
s Expor L I~ seectal Mark s Expred

You can list all items that are still marked as in pledge or you can select to list for a selected period.
If you click on any item or items in the list you can mark them as expired by clicking on Mark as Expired.

List Overdue Pledges

Overdue Pledges *
ListFrom Monday | 18 March 2024 B ‘ Monday 18 March 2024 o|  woristaton ‘ j
Docket | hem o Clien Descrioton | 9K | 14K | 18€ | 22k [Diemonos| Dste | Tme | Dete |Duraton] Amourt | Amount [imerest| Transactons Notes
Ho Gold | Gold | Gold | Gold Piedged|Pledged| Due | MD | Gven | Due | Rete
I Catadate Due to rrent date Com Empart | st

This list shows all items that are still in pledge but have passed there due date, you can select the dates from
and to list pledges falling between those date or leave it as current and list all pledges that have expired.
If you check Calculate to Current Date the interest shown will be calculated to the To Date.

Second-Hand Register

Second Hand Regster X
Report [Obtamed | DateFrom | Mondsy , 18 March :J To \ Monday , 18 March :J
Item Nunber | Date / Time Name And sddiess [Cansiderstion| Descripton I 10 Nurber { Chasis No. I Regstistion [ |
No.
Pawned Purchases Close Export Pt | [ s

Here a list of all items in pledge (Obtained) or pledges sold (Disposed) are shown; if you double click a line the
Police View is shown.
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Police View

Police View X
Seller Purchaser
Itemn Description
Itern Mo Date / Time Narme _Address Amount Description
Seller 10084 08/03/2024 0947 | dzsddd weweew we we 450.00 | Big Ring 1 g
< | i
Close ] Print

If a picture of the person pledging the item or if sold the person buying the item is shown.
You can print this for the Police to take with them.

Print Second-Hand Register Records

Print S5econd Hand Register

Month  [March | 024 ]

*

Close | Print |

The items obtained and disposed for the selected month are printed here.
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Pos Management

Void
Item

Void

POS MANAGEMENT Hold Sale

Recall Refund

Super

7.50 + Vat 1.12 Total Due 8.62

Code I Desaription ] Qty i Amount I || | R t ] 7;2—';:" u‘iﬁ“
| | i later
1065 |750ML 5/C Prepared stil water | 100 7.50] R Water
. | = r Stock 4 Stock 5 Stock 6
n ‘
1
| -3 Stock 7 Stock 8 Stock 9
n

Stock 11 | Stock 12
TOTAL |

Discount 0.00 |
Sub Total 7.50 i = =
vat 1.13 | { nﬂ '
Rounding 0.00
Total Due 563 pEee s
: i) ki

Setting up the program for first time use
Pos Management can be setup using the Backend program Accounts management or from the Pos screen if you
are a Supervisor.

Login to the program with the password setup in Accounts Management.
B Accounts Management

3L still
Water

-9
H
2
g
=
o
51

D

Stock Point Of Sale  View Help

EEQQAEQAS

s

? e

Click on the -- Icon to enter the Back Office program.
The sales person can use the back office to capture Invoices and do credit notes etc.

They also can do the daily cashup here.

The instructions on how to use these options is in the main manual.

Using the Program

Iltems can be scanned in using a barcode scanner or the stock code can be entered via the number pad key
selection, you can also use the quick stock buttons to select common items sold.

If you enter the stock code via the number pad you will need to press the Enter Button. m
Once all the items have been scanned in you need to press

= The cash button if the person is paying cash.

If the person is paying by credit card and you want to enter

the card number press this button.

Finally press this button to save the transaction and print
the receipt.
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Transaction management buttons.

If there is more than one item with the same
code you can press the repeat button to enter
each item.

If the is more than one item you can enter the
quantity and there will be a single line for this
item.

This is the backspace key if you need to delete a
character in the code selected.

If you have a code that has alfa characters and
don’t have a keyboard you can enter the code via
the system keyboard.

If the code is not scanned you can search for the
item in the system by selection search.

If you want to display the info about a stock item
but do not want to enter it into the transaction
been captured you can select this button and
enter the code then press enter.

Supervisor transactions

Super |
Press the Supervisor Button - 1 and enter the password and then the buttons will be enabled.

i If the shop wants to offer a discount
it can be entered here.

If you want to put the transaction
Hold on hold and return to it you can
press Hold and the transaction will

i be halted.
| When you are ready to return to
the transaction you can press recall

Recall
and finalize the sale.

If an item has been brought back
Refund | you can refund the person by
pressing Refund

Tl This will delete the total sale if this
Void

is pressed.
Sale
id | You can select an item in the list
Voi and press Void Item to remove this
Item

item from the sale.
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Using the search dialog

Select Stock ltem x
Code f_ Description Qty Price ﬂ
Available

¥ 1000 Sparberry 440ml 0,0000 13,00
1001 Coca-Cola 440ml 0,0000 13,00
1002 Creme Soda 440ml 0.0000 13.00
1003 Lemon Twist 440ml 0.0000 13.00
1004 Granadilla Twist 440ml 0.0000 13.00
1005 Coca-Cola Mo Sugar 500ml 0.0000 13.00
1006 Fanta Grape 440ml 0.0000 13.00
1007 Fanta Orange 440ml 0.0000 13.00
1008 Reboost Criginal 500ml 0.0000 13.00
1009 Twizza 500ml 0.0000 10.00
1010 Oozies Choc Filled Snack 14g 0.0000 2.00
101 Mamas Cream Cheese & Chives 50g + 20%% Extra 0.0000 6.00
1012 Stylos Sweet Chilli 24g 0.0000 4.00
1013 Flyers Cheese & Chives 24g 0.0000 4.00
1014 Mik Naks 20g 0,0000 2,00
1015 Flyers Cheese & Chives 60g 0.0000 6.00
1016 Spookies Sweet Chilli Big 0.0000 6.00
1017 Cookie Each 0.0000 1.50
1018 Coockie Packet 05 0.0000 6.00
1019 Cookie Packet 75 0.0000 35.00
1020 Cookie Packet 150 0.0000 180.00

021 | allinan | arne 10000 2.00 ;I

Cancel | ,TI

You can search for an item by typing the code or description.

To do this use the tab key to select what column you want to search in, then type the details and the items with
the info will be displayed.

Press OK to select the item or double click the line of the item.
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Using the Program

Adding Stock Items to the Database

@ Accounts Management
Administration Debtors  Creditors  Stock  General Ledger Point Of Sale  View Help

E_ % ﬂ l_i—l Stock Administration L

Lagln Invaice Statem.  Clienks  Note Dgpartmgnt,ﬂdmiﬂistratmr‘l

Bin Administration |

Before the program can be used the stock needs to be entered into the system.
To do this each stock item needs to be declared in the system, this is done through ‘Stock Administration’ under
the ‘Stock’ menu.

Stock Description Capture X

Stock Code |

Description |

Serial |

Department | j

Retail Calculation |Manua| Charge j
Unit Carst Ji Packet Size ’7
Retail Markup ’7000 Retail Price ’7
“Wholesale Markup ’—EIEIEI YWholesale Price ’7
Al Markup [ 00 AP ]
Fe - Order Level Ji Fe - Order Qty ’7
Wieight I~ Store Serial Mo,
[~ Mo Barcode Printing
Delete | EdtSMo |  New | Cise |  Update |

1. Each stock item needs a unique code this can be a code entered by yourself or a barcode on the item
been captured, click the mouse in the Stock Code box and enter a code or use a barcode reader to read
the code on the item.

Click on the Description box and enter a description of the item.

Click on the Unit Cost box and enter what the item costs you (This is optional).

Click on the retail box and enter how much you are selling the item for.

vk wnN

Click Update to save the item in the stock database.
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Loading Stock into the Database

2 Accounts Management
Administration Debtors  Creditors | Stock General Ledger Point Of Sale  View  Help

ol Goods Received Voucher L
Login oice  $rawem.  Clic Goods Retumed Credit Note ARtF4
Bulk GRV Capture

Purchase

Now that we have all the items descriptions and codes in the database we now have to enter the stock that has
been purchased into the system so that they can be sold.

This can be done using ‘Goods Received Voucher ‘ under the ‘Creditors’ menu, or ‘Bulk GRV Capture’ under the
‘Creditors’ menu. We will be using ‘Bulk GRV Capture’

Bulk GRV Capture x
Date [ Suncay .07 duy  2N3 v|  Suppler |cA5H FURCHASES -]
Items ta Insert
Stock Code Description GOtyon | Otyto Cost Price Seliing Price Frint Label
Hand Insert
Total | ‘
Stock Code
GL Posting GRV | Remaove ‘ Close | Update ‘

1. Select the supplier from the drop down list.
2. Enter the Stock Code in the Stock Code box and press ‘Tab’, this will add the item to the list.
3. You can also select the stock item by pressing the ‘F2’ key.

Select the Stock ltem x

Serial Number

£ | Department

Description Retail Price  |Wholesale. ..

0002 1L 6 Pack P

Quantity | Back ...

AltPrice &
0,00 0.00 54.000 0.000 0. =

v

05050581 0004 500ml & Pack 5/C 0.00 0.00 36.000 0.000 0.0
06009708050489 0004 SCORE 240.00 0.00 15.000 0.000 0.0
05009801355450 0001 Stylos Cheeky M... 124.00 0.00 8.000 0.000 0.0
1007 0001 Big Maks Tomato ... 40.00 0.00 2.000 0.000 0.0
1013 0001 Bigga Naks Swee... 0.00 0.00 2.000 0.000 0.0
1015 0001 Spookies Sweet ... 100.00 0.00 6.000 0.000 0.0
1028 0001 Biga nacks CHIC... 240.00 0.00 2,000 0.000 0.0
1032 0001 Stylos Sweet Chil... 150.00 0.00 8.000 0.000 0.0
1038 0001 Mamas Chilli Tom... 0.00 0.00 6.000 0.000 0.0

< | ;Ij

| Press "Tab' to select the sort column |

4. You can select the stock item from the list or type the code and the items with the code will be shown,
double click the list or click OK to select the item.

Once all the items have been inserted you must enter the quantity for each item.

Click on the ‘Qty to Insert’ column for each item and insert the amount bought.

Once all the items have been entered press ‘Update’ to update the database.

If Print Label is ‘Yes’ a label will be printed for each item, if the item has a barcode on its label select No
for print Labels.

o N WU

Do this for each supplier that items have been purchased from.

You only have to add stock items to the database once or if you buy a new item that has not been entered
into the database.

Every time you purchase items from a supplier all you need to do is Bulk GRV.

Selling Stock

Stock can be sold via the Pos Terminal or from the program itself.

73



Selling using the Pos Terminal

& Pos Management Vession 1.0.0.5 - o x
POS MANAGEMENT Hold | Recall| Yoid | Vo | s sy

o e Sale | Item per;

| 330ml 330ml 500mi

coe | Do ETAEETEEEY  Repeat Weter | wWater | wWeter
sooml | 7soml | 1sL

S/C
Water

Water | Water

3LWater | 5LWater 100
Water

m‘ Refil Ice

Pension

EHBH\HI

TOTAL | .
= BE
Discount
[Sub Total
Fi o
Rounding S
Total Due

S
A

f

i
C
)

1. You can use a barcode scanner to scan the barcode of the stock item or you can press the numeric keys
for the code of the item.

2. You can also click the keys of the stored items if they are been sold.

& Pos Management Vession 1.00.5

- a X

ﬁz POS MANAGEMENT vold | recan| YoM | Void

Sale | Ttem | Refund| Super

13.50 + Vat 0.00 Total Due 13.50

i i i R 30ml | 330ml | s00mI
Code Description Qty | Amount epeat njc njc njc
1016 Spookies Sweet Chili Big 1.00| 600 P R | Rl |
98305056 | 750ML S/C Water 100 7.50 = [
sfC s/c Water

Water | Water

3Lwater| SLwater| 10U
water
Refill Tce

TOTAL |
Sub Total 13.50|
[Discount 0.00|
Sub Total 13.50|
vat 0.00|
[Rounding 0.00|
[Total Due PR |

BEEDEED
DO
@

After all the items sold are scanned in you need to press the Visa Button if the person is paying via credit card

@ Pos Management Ve

ﬁl POS MANAGEMENT vold | recan| Void | Void

Sale | Item

Refund | Super

‘ 13.50 + Vat 0.00 Total Due 13.50 |

[ I T m| Repeat | B Qty [N
Code Descripton Qry | A epea | ic 3 T
1016 |spookies Sweet il Big [ w00 6.00] Water | Water = Water
BI0S056 | 750M. S/C Water [ oo e ——— —— T
ﬂ‘ s/C SIC | water

Water Water

sum | LWater| Siwater| 10U

Card Number || n‘ Water
| Refl | Refm Tce
g -
TOTAL ] -
= D EEE
Ipscount 0,00 1 |
foub Total | 13.50
- EmpEo
[Rounding 0.00 ]
frotal oue I 150
| | Enter §f - J- KN |

You can enter the card number if you need to keep a record of it or press OK to continue.

If the person pays cash select the Coin Button
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Lo,  POSMANAGEMENT ot | Recot] 398 Y04 | stper

Sale | Item

\ 13.50 + Vat 0.00 Total Due 13.50 \ | | .
! ] 330ml | 330ml | 500m

Code | Desaiption Oy | Amount | | Repeat N/C NJC NjC
1016 Spookies Sweet Chil Big 1.00 6.00 P A ) —

98305056 750ML 5/C Water 1.00

500ml 750ml 1.5
S/C S/C Water
Water Water

3LWater | 5L Water 100

Water
Refill Refill Ice
Pension

Sub Total

sub Total
Vat
Rounding

Total Due . I
| Disc ﬁ

Enter the amount given and press OK
Press the Cash Register key to complete the transaction and print a receipt.

Selling using the program
@ Accounts Management
Administration  Debtors  Creditors  Stock  General Ledger  Point Of Sale View  Help

% | Pos Invaice =] ? W |
Legln | Invice Invaoice Ctrl F3  reh | Search |
Select ‘Pos Invoice’ from the ‘Debtors’ menu this allows you to sell stock from within the program.
Point of Sale X
One Stop Water
[ Code [ Description [ Pice [ ow ][ Taa [ |
Invoice Mo, GL Pasting Cash Sales
Client | | Load Purchase
Method of Payment [Cash | Sales Person -]
Split Payrent |Eas}1 = i
F2 = Select ltem F32 = Edit Qtyp. F4 = Get Deposit, F5 = Change Price, F8 = Remove ltem
Stock Code Discount
[ [ Coection | Cancel Print Updste

You can select stock items by scanning the barcode.

You can also select stock by entering the code via the keyboard.

You can ale press ‘F2’ and select via the list that is shown.

If the item is sold as a cash item do not select the client by pressing the ‘Client’ button.
You must select the sales person to know who sold the item.

ok wnN P

Press ‘Print’ if you want to print a receipt or ‘Update’ to save the invoice.

Daily Cash Control

@ Accounts Management
Administration Debtors  Creditors  Stock  General Ledger  Point Of Sale  View Help

(] Cash Desk

= ] & (BIE

Logn | Inveice  Stakem.  Clisnts  Hoke  Search Petty Cash Expenses |
Cash Book

Bank Reconciliation

Journal Processing

Ledger Enquires

Cash Fleat Openning Balance
Daily Cash Contral
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At the end of the day you will need to balance the money taken for the day, to do the press ‘Daily Cash Control’
from the ‘General Ledger’ menu.

Daily Cash Control X

Dote  [Wednesday 03 Jup 2019 - Workstation
Opening Cash Flaat Closing Balance Closing Cash Float | Aectual Balance |

Amount

Purchase Description Amount Pawn Amount Sales Description Laybve | Amount | Redeem | Amount | Estension

Expenses ‘ Amaunt

4 | i

Export ‘ Print | Close Save List

Select thee Workstation you want to cash up.

Click List to list all the transactions done by the selected workstation for the day.

The opening cash float and closing cash float is shown at the top of the screen.

In the 1* column at the left hand side the notes and coins are shown.

You need to count each denomination is the till and enter the number of notes eg; 200 X 4

You will see what is the actual balance at the top right. This should balance with the closing balance if

ok wnN P

all'is correct.
7. You can press ‘Save’ to save the results for each day so that you can go back to see at a later stage.
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