Opera 3 Invoicing /S.0O.P

Accreditation
Training Courseware

Opera



Pegasus Software

Pegasus Software is a trading name of Infor (United Kingdom) Limited |
Office Address: Orion House, Orion Way, Kettering, Northamptonshire,
NN15 6PE | (Registered Office: The Phoenix Building, Central Boulevard,
Blythe Valley Park, Solihull, West Midlands, B90 8BG) | Registered in
England No. 2766416

Accreditation Training Courseware
Copyright © Pegasus Software, 2015
Manual published by:

Pegasus Software
Orion House
Orion Way
Kettering
Northamptonshire
NN15 6PE

www.pegasus.co.uk

/1> pegasus

All rights reserved. No part of this manual or any accompanying programs may be copied, sold, loaned or in any way disposed of
by way of trade or for any kind of profit or incentive without the express permission of Pegasus Software in writing, or as specified

in the licence agreement which accompanies this manual and associated programs.

Whilst Pegasus Software takes reasonable steps to ensure that the contents of this manual are up to date, and correctly describe
the functioning of the programs, neither Pegasus Software nor any of its Partners give any warranty that the manual is error free,
nor that the programs will perform all functions stated in the manual. Pegasus Software has a policy of continual improvement of
its software and accordingly this manual may describe features which are no longer available in the current release of the
software available to customers, or which are proposed for a future release of the software. Under no circumstances will Pegasus
Software or any of its Partners have any liability to any customer arising out of any error, omission or inaccuracy in this manual.

All trademarks are acknowledged.

Pegasus Opera Il is a trademark.



Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

Accreditation Training Courseware

Contents
INTRODUCGTION ...ceuieirereirereiressseesesssressessssessssesssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssessssassssssssssssasssns v
ABOUT OPERA [l eutentieiitiee it et ettt ee et e eesaeseesessasenesanssasansensenssnsenssssssnssnssnsenssnssnsssnssnsenssnsenssnssnsssnsensenssnsensennes \Y
ABOUT THIS GUIDE eueututeneeeneusensensenesnssnesenssnsenssnsenssssssssnsenssnssnsenssssssnssnssnsensssssnssssssnssnssnsensssssnsssnsensenssnsensennes \Y
INTRODUCING THE IMIODULE +vtevuttnttntenetnsensnnesnssnsensenssnssnessnssnssnssnssnssssssnssnsenssnssnssnsssnssessnssnsenssnssnsssssssssnssnsensennes \Y
FEEDBACK .. et tteeeeseeenseneenseesensensenssnsenssnsssnssnsensenssnssnssssssnssnssnsenssssssssnssnsenssnsensssnssnssnssnsenssnsesssssssnssnssnsensennes \Y
Q222N \Y
TRAINING LITERATURE RELEASES +vueuttntntetnenetsnsensneeesnsessnssesnssssnssssessssassssnsssssssssssnsssssssssnsssssssssesssssssssesnsssssssssnsnns \Y
MODULE MENU STRUGTURE . ...c.cuitttiteetererrereeresseressessssessessssessssessssssssssssesssssssssssssssssasssssssessssasssssssssassasssns Vi
GLOSSARY (OF MENU STRUCTURE) .....ccuuereerrrssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns Vi
THE IVIODULE .....cuvuitireirereirereereseeresseresressessssessssessessssessssesssssssessssesssssssessssesssssssessssessssssssssssessssssssssssessssnsssnns 1
JCEY DIFFERENCES «vuetueteeneesnsensensensenesssssessnsensenssnssnsssnssessnssnssnssssssssnssnssssssssssssssnssssnssnsssssssssnssnssnssnsenssnsenssnnsen 1
HOW INVOICING LINKS TO OTHER APPLICATIONS .« ttuttuteueeuneresensensenssnesnesssenssassnssnssssssessssnssnssnssnssssssessassassnssnsenssnasen 2
DIFFERENCES BETWEEN THE INVOICING AND SALES ORDER PROCESSING APPLICATIONS «.utvuenetetneeeeenerarnseesnseesnsesenseeensnns 3
HOW SALES ORDER PROCESSING LINKS TO OTHER APPLICATIONS «vueueutetneeneneeeenseeenssesnsessnssesasasenssssesnsessnssesnssssesesensnns 3
SOP/INVOICING AND OPEN PERIOD ACCOUNTING ..vveeuveeiereeeteeereeeseeentesessesensesessesensesessesensesessssessesesssessseessssessees 4
L SET-UP cueereitieirereireetereresesresseressesssressessssessssassessssesssssssessssessssassessssesssssssessssessssssssssssesssssssesassesassnsssnns 6
1.1 RECOMMENDED ORDER OF SETUP +.vuttuttutunesesensensenesnssnesssssssassnsenssssssessasenssnssssnssssssessessnsenssnsssssssasense 6
1.2 UTILITIES RECORDS...ceutveieneinreneeneeneeneseesensenns
1.3 SET OPTIONS .vvveveeeerreneennens

1.3.1  Advanced Options

2 MAINTENANCE......cccuuuiiiiiiiirrnnnsiiisiirrssssssssssirmsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 14

2.1 DISCOUNTS ...tttteeee e e ettt et e e s essabe ittt e e e s e saabateaeeee s s sabaseaaeesssassssseeaeesssassssbaeaeeessssssssnneaessssnnsnnsaeeens 14

D B B =5 (o [ ¢ [T 17

2.2 SPECIAL PRICES. ...ttt ee et ettt e e ettt et e e e sttt et e e e e e s et ettt e e e eesmnbe b e e eeeaesaannbbeeeeeesaannnneeeeeeeaanann 19

2.2.1 (00 0 o [ =3 21

2.2.2 LISE CUSTOMEES .ottt ettt ettt et e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e 22

3 PROGCESSING .....oiiiiiiiunniiiiiiiiennnssssniinmesssssssssimmsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnssssss 24
3.1 INVOICING/SOP PROCESSING ...vveveeureereereerresseesseesseenseesessseessesseeseesessesssesssessesssesssesssesssesssesseessens

3.1.1  Show All/Show Defined Command

3.1.2  Order of INPUL ....coeeeeveveeeieeecieeeeiee e

3.1.3  Order Acknowledgements

3.1. 4 EMQIlING DOCUMENLS .....ceeveeeeeiieeeee e ettt e e ee ettt e e e e e e ettt e e e e e eeessssaasaeeeeesssssneaaaeesssnes
3.14.1 Sending Documents BY EMail ..cc.eoviieiiiiiiiiieeiiceieeeeee e

3.1.5  Completing and Posting INVOICING/SOP RECOIUS ..........ccouveevveeeereeeeeiireeeieresireessesesiseeevnennns

3.1.6  CoSting INteGration ............ccccueiiiiiiiiiiiii e,

3.2 POSTING PROCESSES. .. uvteteruureeeesureresasreeesanseesssureeesanteessaneeeseanreeesannneessanaeesennreeesansneessanseeeeannanesannnees

3.2.1 DOCUMEBNTE ENTIY oottt e e e e e e e e e e e e e

I3 R« 1=t T (=Tl D4 (e | KSR

I B D T (o || I Yol =1 =1 s OO UUU R UUPRNE
3.23.1 Rounding in SOP (Technical INformation) .........ccccueeeeeiieevieecie e

3.2.4 Deliver, INV0ICe AN Credit .........ccccouueeeeeeieeiiieeeiiiiiiiiieie e

I T 00 1 o I [ 1Y o (ol =23 UUUUUPRE

3.2.6 TO POSt @ NEW DOCUIMENT .....coeveveveiiieiiiiieiiieiiieietetesesesasasesesesesesssesessssssssssssssssssssssssssssnnnssnnnns

3.2.7  To Post a VAT Only Invoice
3.2.8  To Post a VAT Only Invoice or Credit Note (v2.22 onwards)
33 PROGRESS (FO) 1vvvveieeiieiiireeeiee e eeiiittee et e e eeseittee e e e e e e s tbaaeeeeeeeseabasaeeeeeesesaataeseeeseessstaaseeeseesnnntrrseeeeas
3.4 CONTRACT / REPEAT INVOICES ..vveevveeteeestreetreesiseesseessaeessseesssesssssesssessssessseessssesssssssssenssssnsssessseensnes
3.4.1 Creating a Contract / REPEAt DOCUMENT..........cueecveeeeeeeereeeieeeiteeeieeeieeeisesseesesseeeeesessesens

© Pegasus Training Services



Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

3.4.2 REPEATL INVOICE FUNCLION ...ttt e e e et a e et a e e taa e e s ttaaeeanseaeesaseeas 57
3.4.2.1 CFItEIIA FOIM ..ttt e e e e ettt e e e s e et e e e e e s nnr e e eeeeeeanneneeeeeaanns 58
3.4.2.2 Suggested Repeat INVOICES LiSt......oouuiiiiiiiiiiiee ettt ettt e e e 61
3.4.3  To Set Up Customers for EMQil (VI.81+).....cuueeeeceeeeeeiieeeieeeeiieeeeeaeesteaessseaaeevsaaeenees 63
3.4.3.1 SEEPS 0 SEL UP EMAil..eeiiiiiiieeiiie ettt s 63
3.4.3.2 Account Contact & Order Contact Email Addresses .......coovvieeriieeiriiieeiniiee e 64
3.4.3.3 Ledger & INVOICE ACCOUNTS ......iiiiiiiiiiieeeiee e eitee ettt e st bre e st e e e sabe e e sneeeesnneeas 64
3.5 BATCH PROCESSING...evtuuuueseterteutenieseeerersseuaasesersesnnnaaseesssssssnnseseesrssssnnseseesssssnnnssesessssssnnnseesesssssnnnnn 65
3.5.1  Sending Documents BY EMQIl.............cccccoocueeeneemiiiiesiiiniiieieeeeee e 66
3.5.2  BQtCh ProCesSing OPLiONS.........ccccueeeueeeseieiiieie ettt ettt ettt et saee s 67
3.5.2.1 Batch Processing in a Multiuser ENVIrONMENT ........cveeiviiiieeiiieicieeccree e e 68
3.5.2.2 SUZEESTEd DOCUMENT LIST .uvviiiiiiieiiiie ettt ettt ettt e e e e sba e e e sata e e s sabe e e sbaeessnaneeennns 69
3.5.2.3 Notes Concerning Batch Processing in a Multiuser Environment..........ccccoeeevveeeeiieeennnen. 70
3.5.2.4 Batch Processing EXCEPLIONS.....ccccuvieeiiiieiiiieeccieee et e
3.5.3 Consolidation of Deliveries / Invoices
3.6 SOP SPECIFIC PROCESSING ....ueieeeveviiieeeeeeeeniieeeeeesrnsnnnnees

3.6.1  SOP Document Default
3.6.2  Advanced SOP Settings - Setting up the SOP module

3.6.3  Allocating StOCk t0 SAIES OIUEIS ........c.uueeeeeeieeeeciie et eeetee et ea e es e e e stae e e etraaeeases
3.64 The AllOCALIONS ROULINE .....cceeeeeeeeeee ettt e e et e e e st essstaa e s ssseaesnsaaeseasses
R NI 1o || Lo Tolo 14 [o o BT
3e6.6  PICKING ..ottt ettt ettt et
3.6.7  POIT PrOCESSING .ccooueveieiieeiiieeet ettt sttt et e st e s st e e st e e s eanns
3.6.8  Part Processing - Progression to INVOICE ..............cccccccuvviiiiiiiiiiiiiiiiiiiiieeee
3.7 PROCESSING TRACEABLE ITEMS WITHIN INVOICING/SOP.......vicevieiiitieieeieeiesreseesreesteeste e seeesneeneeeeeas
3.7.1 Traceable 1tems 0N Credit NOLES ..........ccuvevveesiiesieesieesieesieesieesieessteesseessseesssesssssessseaens
3.7.2  Traceable Items in BAtCh PrOCESSING........ccueeveeesuiiesiiieiiiesieeeiieeiee et
3.7.3  Traceable Items in Repeat INVOICE FACIIILY ............cccceeroueeeieinsiiieieieeeeee e
3.8 DELETING STOCK RECORDS ....cceveviriinnreneeennn.

3.8.1 To Delete Stock Records

4 REPORTS ....ciiiiiiiitiieiiiiitiiettnnsisestesesnnssssssssssesnnssssssssssssnnsssssssssssssnnsssssssssssnnnnsssssssssssnnnsssssssssssnnnnssnsss 103
4.1 PUBLISHING A REPORT .eiiiiiiiiieieieieieieieieietee et eees e ee e e e e e e e e e e e s e e e e e e e e e e e e e e e e e e e e e e e e eeeeeeesesesasesanesesasesenaneaens 103
4.2 [y o] 2 {20 3 TRt 104
43 INVOICING/SOP VIEW OPTIONS ...evvreievrireieueeeeeiteeeesssseeessseesssssesesssssesssssssssssssesesssssssssssssesssssesssssnes 111
B UTILITIES «.oiiiiiiutiiiiiiineennneeisniinnessssssssssssmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssnsssssssssnns 115
5.1 GLOBAL PRICE CHANGES ..eetiieitiiittteeseesitttteeeeesessatatttessssssssesteesesssasssssseasesssssssnsssasesssassnsssesesssnnnan 115
5.2 REORGANISATION evteteieuuuerteetesssasuareeeeesssssusseeeeesssasunseseeesssssssssenseesssssssseseeessssssssssseeessssnsssssseeses 117
5.2.1 Yol o 1=10 [V T U UUPPRN 119
APPENDIX «..ceeeiiiiiiiieiteeieeesiiiennnssseesseeesnnssssssssssesnnsssssssssssssnnssssssssssssnnsssssssssssnnnssssssssssssnnnssssssssssnnnnnsssnns 120
APPENDIX A — INVOICING/SOP INTEGRATION WITH ADVANCE NOMINAL ...vvvvieitteieeiteeeeeinteeeceveeeesaeeeeesnveeessnneeas 120
Invoicing/SOP POStiNGS........cc.ccvvvevvveeenan.
Invoicing/SOP (SL) Analysis Details
APPENDIX B INOTES. ..utttttietiiiiiiiitteeeseeseititteeteesssitareeeeeessssaatareeeeesesassareeasesssasssssaeeeesssssssssnseeessessnnsssseeees
AULOMALIC NOLES CrEATION ...ttt ettt e e e ettt e e e e e sttt e e e e s s sessttaeaeessssssssaeaaaeenas
INOLE REPOITS ettt ettt e e e ettt e s e e e e ettt te e e e e e aetaaae s e s e e aesaaaassesaasessaassssaasssssnnnes
LT =00 LT L=
FY Lo = = 11 =
APPENDIX C - OBJECT LINKING AND EMBEDDING
APPENDIX D - WHAT'S REVERSE CHARGE VAT ACCOUNTING FOR GOODS?.....ceeeeereeerrreeeainrreessneeeesnseesesnsnessssnes 126

Definition of mobile phones and computer chips
APPENDIX E — DATA STRUCTURES & TECHNICAL INFORMATION
Joins Information
(00T (2 Y (1 (=T (=21 OO USSR
Pegasus Opera 3 Enterprise VFP Database Structures — Invoicing/SOP

OTHER GUIDES AND HELP .....cuuuuuiiiisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnes 139

READIME FILE.....eeetteiiiittteee e ettt e e et e e e e et r et e s e st e et e e e s e n e e et e e e s an e re e et e e e seannreneeeeesesannrnnnneeens 139

© Pegasus Training Services



Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

RELEASE GUIDE

[Ny YRy o] N GV [ ] N 139
DEMONSTRATION DATA GUIDE.....ccciiieieiiieieiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeseeseeeseseserereeereeererererererens 139
IMPLEMENTATION GUIDE...uueiieeetrutiieeeeerertrnnaeseessessssnaeeessssssnsnaeeesssssssnnasessssssssnnesessssssssnneesesssssssnnneesesssssnnnns 139

DOCUMENT MANAGEMENT & EXECUTIVE DASHBOARDS GUIDES ...

© Pegasus Training Services



Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

Accreditation Training Courseware
Introduction

About Operalll

Opera 1l is the most versatile and user-friendly accounting, supply chain management,
payroll & HR, manufacturing and reporting solution from Pegasus Software. A modular
solution, Opera Il enables you to select the components that match your current business
model, whilst making it possible to add further functionality as requirements change. This
means that the capability or capacity of a system can be seamlessly expanded whilst
safeguarding the investment.

For more information about Opera Il, select the Solutions link on the Pegasus web site.

About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation
training course.

If you are new to Opera I, read the Getting Started section of the Opera Il Help that covers
the application in more detail. You can access this from the Windows Start menu, or by
using the F1 Key or Help menu when you have logged in to the product.

Opera |l is available for both Visual FoxPro and SQL Server database platforms. This
Accreditation Training Courseware applies to both database platforms, however, there are
certain elements that are only included in one or the other database, and as such, the
relevant sections or paragraphs are clearly identified with the following labels:

[SQL] — only relevant if you are running the application on an SQL Server
database.

[VFP] — only relevant if you are running the application on a Visual FoxPro
database.

Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera Il Enterprise &
Opera Il Enterprise SQOL section in_the release gquide.

Introducing the module

The Invoicing and Sales Order Processing modules are two separate modules, of which
only one ever appears as a menu item on the system at any one time.

=1
(o d
=.
o
Q
c
o
=
o
>

The Invoicing module is document based. That is, it caters for the production of all
documents required in the sales cycle: quotes, pro-forma invoices, sales orders, delivery
notes, invoices and credit notes. Within this, it allows the progression of a document from
one type to another.

Feedback
Pegasus is interested to hear your views on the documents we provide. To give your
feedback, send an email to training@pegasus.co.uk. Please type

“O3Training_Accreditation_SCM40InvSopR1.4.docx Accreditation Training Courseware” in
the subject box.

Please note that product support is not offered through the above email address.

© Pegasus Training Services \%
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Key
Icon Meaning
- Useful Hint, Tip or Note. General
Example — =/ Comments / Notes
Examples
Q> Useful Report obtained from clicking
h@ on the print icon while sitting on the
) form
° During the literature, some basic
Question and Answer /
Troubleshooting points are
discussed. May include a few did
you knows...
Q Website link
. { - Exercises / Example solution
Report to XLS
(5 P
- Potential Report Enhanced from
(X Opera Il (more than simple field
adjustments)
Question FAQs - Only
Answer

Training Literature Releases

Release Added Information
R1.0 Originating document (Uplift to O3)
R1.1 Update for v1.7x including Key and TLR section

e Changed E-mailing Order Acknowledgment section to Emailing
Documents & respective text

e  Various other minor section changes &how to updates (F1)

R1.2 Updated tech info (Rounding), Various SCR updates
R1.3 Minor Help Updates for V2.12 & 2.13
R1.4 Updates for v2.22 & Minor Updates
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Module Menu Structure

The following sections will cover the functionality of the options in this module as outlined in
the image below which shows each menu option contained in this module.

Invoicing Module Menu

&' Pegasus Opera 3 - Orion Vehicles Le

|§1 L)

41

- Favourites Financials
@ [igBatch Utilities ~
£ Repeat Maintenance =
Processing
Reports ™
Invoicing
LraLur
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L_ZA-J, Orders Listing

[T suggested Deliveries
|zl suggested Invaices
.:g:j Product Price List Utilities =

|ZE  Shipping Labels Set Options
| Contract Invoices

R

Maintenance "l I'LI_I

[F | Discount
:'E Special Prices

41 Reorganisation
_q:l CQuotes and Proformas .

Global Price Changes

SOP

(3 Pegasus Opera 3 - Orion Yehicles Leasing - Main System
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Payroll & HR Favourites Financials Supply Chain Management
B4 Allocations [[5 Repeat Maintenance ﬁ‘ % | Back:
¥ ) Picking Reports .2 Reports *
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50P P. Orders
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[Tl | Back Orders

@] Forward Orders

.:EIJ_ Orders Listing
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Accreditation Training Courseware
Glossary (of Menu Structure)

Navigator Folder Command Purpose

Processing Processing Use the Processing command to enter all data relating
to all sales documents.

Enquiry facilities available within Sales Ledger
Processing are also present here.

Batch Processing Batch Processing Use this function to process sales documents from one
transaction type to another.

Repeat Invoice Repeat Invoice The Repeat Invoice function allows the user to produce
repeat / contract invoices that have become due.

Reports All Reports The command on the Report Submenu provides
listings or reports maintained in the Invoicing module.

Utilities The commands on the Utilities Submenu provide a number processes

Set Options Set Options contain a number of options that define the
way the Invoicing module works.

Reorganisation Select this option to remove various deleted and
completed items and to re-index files

Global Price Select Global Price Changes to update cost and / or
Changes selling prices on stock, warehouse, price list and
supplier records.

Maintenance All data maintenance items previously found on the main module menu in
Pegasus Opera can now be found in the Maintenance Submenu.

Discounts This function allows the user to establish a matrix of
discounts to furnish a customer or group of customers
with a unique set of discounts per product.

Special Prices The Special Prices function allows the user to allocate
a pricing structure, by product, to a customer or group
of customers.

© Pegasus Training Services Vi
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Accreditation Training Courseware
The Module

The Invoicing and Sales Order Processing modules are two separate modules, of
which only one ever appears as a menu item on the system at any one time.

The Invoicing module is document based. That is, it caters for the production of all
documents required in the sales cycle: quotes, pro-forma invoices, sales orders,
delivery notes, invoices and credit notes. Within this, it allows the progression of a
document from one type to another.

Both modules have some functionality in common. They both have a Batch
Processing and a Repeat/Contract Invoice facility. However, the Invoicing module
has less functionality than the Sales Order Processing module.

Invoicing can be set up to perform stock issues either when a delivery note or an
invoice is produced. The Invoicing module does not allow the user to control the
way that stock is allocated to a sales order neither does it allow Part-Processing
of a document.

The Sales Order Processing module is also document based but has much more
functionality, catering for the controlled allocation of stock to sales orders and the
production of picking lists. SOP also allows the Part-Processing of documents
within the sales cycle.

The SOP module links to the Bill of Materials module to allow a works order to be
generated from a Sales Order. Similarly, SOP links to Purchase Order Processing
to allow a purchase order to be generated from a sales order. Neither of these
facilities is available within Invoicing.

If the Stock module is not activated, both the Invoicing and Sales Order
Processing modules will include additional menu items of Category, Profiles and
Product File.

Key Differences

SOP offers everything Invoicing does, with the additional functionality of;

e Part-Processing

e Can control stock allocation to Sales Orders, either automatically or
manually. Upto Free Stock level or over Free Stock level.

e Can produce Picking Lists
e Back to Back Ordering with BOM and POP

© Pegasus Training Services
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How Invoicing links to other applications

L 3
F nvoices &) Repeal Imvcice )
[ |
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| |
| | =
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&
reums

The Invoicing application links to the Sales Ledger, Service Management, Sales
Pipeline Management, Costing and Stock Control applications. The Sales Ledger
is automatically linked. The other applications only link to Invoicing if the
respective option is ticked on the System - Maintenance - Company Profiles form.

e Customer records that are maintained in the Sales Ledger are used in Invoicing.
Invoices, credit notes and cash account receipts are automatically posted from
Invoicing to Sales Ledger.

e When used in conjunction with Service Management and Sales Pipeline
Management, documents are posted to Invoicing when Worksheet Billing or
Contract Period Billing are posted. These types of documents do not affect
customer or stock balances until they are changed to sales orders, deliveries, or
invoices. Sales quotations are also posted to Invoicing when quotes are posted in
Sales Pipeline Management.

e When used in conjunction with Nominal Ledger, sales, cash receipts and debtors
are updated in the Nominal Ledger when invoices, credit notes, and cash receipts
are posted. Stock movements are posted according to an option in SOP/Invoicing
Set Options - either at the delivery stage or the invoice stage.

e When used in conjunction with Stock Control, stock items are included on posted
documents. Stock items are updated with allocated and issued quantities.

e When used in conjunction with Costing, invoices and credit notes can be analysed
to jobs, phases and cost codes.

e When used in conjunction with Pegasus Scheduler, you can set up a Repeat
Invoicing run to be scheduled for a future time and date.

e The Repeat Invoice command includes a feature to defer the posting of contract
documents until a date and time you define. This feature works with the Task
Scheduler application which is where the date and time for the actual posting are
set up. A task can be scheduled at the same time as setting up deferred repeat
invoicing or a message can be sent to an administrator to schedule it for when it
needs to be posted. This is useful for those users who do not have Task
Scheduler installed on their computer or they have not been trained to use it.

© Pegasus Training Services
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Differences between the Invoicing and Sales Order
Processing applications

Invoicing Sales Order Processing

Part deliveries cannot be posted

It is possible to progress part of a document to the

next stage in the sales cycle, For example, a sales
order that includes a certain stock item can be part
delivered and then invoiced; the remaining quantity
can then be delivered at a later date.

The Delivery process is forced

You can choose whether or not to use delivery
notes as part of your sales processes.

You cannot control how stock is
allocated to a sales order. It is
always fully allocated.

You can control how your stock is allocated to sales
orders, either for an individual order or for batches
of orders. Allocations effect the distribution of
available stock to customer orders based on the
due date and customer priority levels. If you are
use the warehouse feature, the availability of stock
depends on the warehouse code associated with
each line item of an order.

You cannot print picking lists

You can choose stock for picking and print a
picking list. If you use the Stock application, only
allocated order lines are offered for picking. If you
do not have the Stock application, all products
matching the criteria for selection are offered for
picking, because you cannot allocate product file
items (those maintained in the Product File rather
then the Stock Control application).

Invoicing does not link to Bill of
Materials

SOP links to the Bill of Materials application to
allow a works order to be generated from a sales
order.

Invoicing does not link to Purchase
Order Processing

SORP links to the Purchase Order Processing
application to allow a purchase order to be
generated from a sales order.

How Sales Order Processing links to other

applications

Sales Ledger Mominal Ledger Costing
Jabs.
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Stock Control

Eill of Materials

Purchase Order
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The Sales Order Processing application links to the Sales Ledger, Service
Management, Sales Pipeline Management, Costing, Stock Control, Bill of
Materials and Purchase Order Processing applications. The Sales Ledger is
automatically linked. The other applications only link to Sales Order Processing if
the respective option is ticked on the System - Maintenance - Company Profiles
form.

e Customer records that are maintained in the Sales Ledger are used in Sales
Order Processing. Invoices, credit notes and cash account receipts are
automatically posted from Sales Order Processing to Sales Ledger.

e When used in conjunction with Service Management and Sales Pipeline
Management, documents are posted to Invoicing when Worksheet Billing or
Contract Period Billing are posted. These types of documents do not affect
customer or stock balances until they are changed to sales orders, deliveries, or
invoices. Sales quotations are also posted to Invoicing when quotes are posted in
Sales Pipeline Management.

e When used in conjunction with Stock Control, stock items are included on posted
documents. Stock items are updated with allocated, picked and issued quantities.

e When used in conjunction with Bill of Materials, you can post works orders for
assembly items that are included on sales orders. Works orders can be created at
the same time the sales order is posted or posted at a later time.

e When used in conjunction with Purchase Order Processing, you can post
purchase orders for items included on sales orders. Purchase orders can be
created at the same time the sales order is posted or posted at a later time.

e When used in conjunction with Pegasus Scheduler, you can set up a Repeat
Invoicing run to be scheduled for a future time and date.

e The Repeat Invoice command includes a feature to defer the posting of contract
documents until a date and time you define. This feature works with the Task
Scheduler application which is where the date and time for the actual posting are
set up. A task can be scheduled at the same time as setting up deferred repeat
invoicing or a message can be sent to an administrator to schedule it for when it
needs to be posted. This is useful for those users who do not have Task
Scheduler installed on their computer or they have not been trained to use it.

e When used in conjunction with Costing, invoices and credit notes can be
analysed to jobs, phases and cost codes.

e When used in conjunction with Nominal Ledger, sales, cash receipts and debtors
are updated in the Nominal Ledger when invoices, credit notes, and cash receipts
are posted. Stock movements are posted according to an option in SOP/Invoicing
Set Options - either at the delivery stage or the invoice stage.

SOP/Invoicing and Open Period Accounting

Open Period Accounting is an optional feature that allows you to control whether
your Nominal Ledger accounting periods are open or closed for new postings.
Accounting periods can be kept open as long as necessary but are normally
closed once management accounts have been presented for the financial year. If
Open Period Accounting is used, each transaction that is posted in the application
has a Nominal Ledger transaction date, which determines the accounting period
that is posted to and the period hame that is displayed at the time of posting. The
period that is posted to can be the current Nominal Ledger period, a previous
Nominal Ledger period, or a future Nominal Ledger period as long as the period is
open. You also do not need to change the application's system date because the
Nominal Ledger transaction date determines which period is updated.

Open Period Accounting works with both the Real Time Update method and the
batch transfer method of updating the Nominal Ledger.
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An option on the Company Profiles form controls whether Open Period
Accounting is used.

Sales Order Processing and Invoicing update the Nominal Ledger with Sales
Ledger invoice, credit note and receipt details. If the Stock Control module is used
the Nominal Ledger is also updated with stock movement details. If Open Period
Accounting is used, the Nominal Ledger's period status for both the Sales Ledger
and Stock Control modules is checked in the Nominal Ledger's Financial
Calendar to make sure you are allowed to post to it.

This table shows which modules' period status' is checked when you are posting
transactions in Invoicing or Sales Order Processing. Because Sales Order
Processing and Invoicing can sometimes update both Stock Control and the Sales
Ledger at the same time, both modules period status in the Financial Calendar
can sometimes be checked. The checks are also sometimes dependant on
whether the Update Stock At option on the Set Options form in the Invoicing or
SOP modules is set to 'Delivery' or 'Invoice'. For example, if Stock Control is
updated when deliveries are posted, the period status for Stock Control is
checked when a delivery note is posted. When an invoice then is posted, only the
period status for the Sales Ledger is checked.

Type of Check the period status for the Sales Ledger and Stock Control
transaction modules when 'Update Stock at' is set to ...
Delivery Invoice
Document Not Applicable Not Applicable
Proforma Not Applicable Not Applicable
Quote Not Applicable Not Applicable
Sales Order Not Applicable Not Applicable
Delivery Note Stock Control No
Invoice Sales Ledger Sales Ledger
Stock Control
Credit Note Sales Ledger Sales Ledger
Stock Control Stock Control

This table shows when you can post a transaction in Sales Order Processing or
Invoicing depending on the status of the period for the Sales Ledger and Stock
Control.

Period Status Can Post to ...

Sales Ledger Stock Control Past or Current Period Future Period
Open Open Yes Yes

Open Blocked No Yes (with a warning)
Closed Open No Yes (with a warning)
Closed Blocked No No
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Accreditation Training Courseware
1 Set-Up

1.1 Recommended Order of Set-up

It is suggested that you set up the Invoicing / SOP in the following way:

+Exchange Rates - relevant currencies are created for foreign
Customers.

S\/Stem Ma nagel’ +\VATrates - createrelevantrates within VAT Processing.

+Company Profile - select relevant links between modules and
appropriate options

EC VAT
(If Applicable)

+If user has EC Vat module — Home Currency needs to be specified

*Utilities
Sales Ledger *Maintenance

*Processing

Invoicing / SOP

SOP - Utilities

¢ Set Options
¢ Advanced Set

Invoicing -
Utilities

e Set Options

¢ Maintenance
Records (Opt)

Options
* Maintenance
Records (Opt)

(Opt) = Optional
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1.2 Utilities Records Notes
This section goes through the records that are required to be set-up within the
Utilities group. This includes Set Options which offer various settings that govern
the workings of the module. This is an essential part of the set-up process.

1.3 Set Options
Use Set Options command to specify options and controls that affect the
operation of the Invoicing/SOP module's processes and functions. Your setup
strategy will determine the order in which you complete the option settings. Once
you begin using the system, you should be very wary of changing any options. For
example, amending the settings after transactions have been processed might
have an adverse affect on the way existing data is presented or processed. The
Set Options command is an exclusive process. That means you cannot change
option settings while other forms or processes that involve the Invoicing module
are active.

.3 Set Options
Shaw Cost + Margin Mext Reference Mumbers
[“]Pricefty. on Lookups Quotations: QUOANNI7
[¥]Extra Date + Reference Proformas: PROODO0Z
D Consolidate Deliveries Orders: CORDOOZES
Consolidate Invoices Deliveries: p—
[¥] Immediate Print i

NYoIces:
Header Inpuk First TWOD& 76
[¥] show Stock Memo Credit Notes: CREQOD03
[ auko Edit Transaction Mema Daocuments: DOO00737
[user Input o Order Mumbers
[user Input Of Delivery Mumbers Cash Account Prefixz: | =ik
[Juser Input OF Invaice Mumbers .
. Display Documents For Lask 0 | Maonths

|:| Use Syskem Date On Conkrack Invoices
[ IExclusive Batch Processing Update Stock At: Delivery w
[ alwsays Edit Line wH
[¥] Select Traceable Murbers On Quantity Warnings For: | Free Stock < Document Qby |
[Juse Latest Rate At Time Of Supply
[ Allows Outskanding Order Lines On Deliveries
Creerride Credit Exceeded and 8JC On Stop Skatus
[1nclude Uninvoiced Deliveries in Custamer Balance
[Istop Orders being processed when &fc is on Stop

2

To set invoicing/SOP options

1. Open the Invoicing/SOP folder, click Utilities and then click Set Options.

2. Inthe boxes provided, complete the settings for the options.

3. To store the option settings, click OK.
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Box

Show Cost +
Margin

Price/Qty. on
Lookups

Extra Date +
Reference

Consolidate
Deliveries

Consolidate
Invoice

Immediate Print

Header Input First

Show Stock
Memo

Auto Edit
Transaction
Memo

Description

An option that determines whether the cost price and margin of a product
appear when entering transaction lines. If you select this option, the cost
price, actual margin and the margin percentage for the line is calculated and
displayed. It is possible to change both the selling price, which will affect the
margin and margin percentage, and the margin percentage, which will affect
the selling price.

Landed Costs

If Landed Costs have been set up for a stock item, the cost price and the
landed cost are added together to show a total cost price. The margin and
profit are then calculated based on both costs combined.

For more information about landed costs, see the Stock Control and Landed
Costs Help topic.

An option that determines whether the balance of stock on hand and the
standard price appears on all stock look-up tables. The stock balance only
appears if the Stock module is in use. If this field is switched OFF, the
system will only display the stock reference and description.

An option that determines whether entry boxes for an additional date and
reference are provided for each transaction line. These can be printed on the
documentation.

An option that determines whether multiple orders for the same customer are
consolidated to be included on the same delivery note, assuming they are
ready for delivery. In this case, each order is shown on the delivery note
separately and identified by both its internal number and customer order
number. If you do not select this option, separate delivery notes are created
for each order awaiting delivery. The consolidation of delivery notes is only
available through the Batch Processing routine.

An option that determines whether multiple deliveries for the same customer
are consolidated to be included on the same invoice, assuming they are
ready for invoicing. In this case, each delivery is shown on the invoice
separately and identified by both its internal number and delivery note
number. If you do not select this option, separate invoices are created for
each delivery. This option also allows for the consolidation of orders direct to
invoices. The consolidation of invoices is only available through the Batch
Processing routine.

An option that determines whether the Publisher form is displayed when
you create a new record using the commands on the Action menu
associated with the Invoicing/SOP Processing form. Once you have
selected the destination for the output, this remains in force until you have
finished processing records of the same type. If this option is cleared, the
Publisher form is only displayed for those records where printing is
mandatory at the time of creation.

An option that determines whether you complete the boxes for a transaction
'header' before completing the detail lines. If you do not select this option,
you enter the detail lines first.

An option that determines whether the memo attached to a stock item is
displayed when the item is processed.

NB: This Memo may not be amended by the User and will not print on the Sales
document.

An option that determines whether you can edit the extended description of a
product or stock item when you enter document details. If no extended
description exists for an item, the application opens the Memo tab for editing
after you have selected the item for the detail line.

NB: The Extended Description can be edited by the User and will appear on the
printed document. With this option de-selected an Extended Description memo box
will only appear if one is entered against the stock item.
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User Input of
Order Numbers

User Input of
Delivery Numbers

User Input of
Invoice Numbers

Use System Date
on Contract
Invoices

Exclusive Batch
Processing

Always Edit Line
W/H

Select Traceable
Numbers On
Quantity

Use Latest Rate
At Time Of Supply

Allow
Outstanding
Order Lines On
Deliveries

An option that determines whether you can enter a sales order number
manually when creating a sales order. If you leave the order number blank,
the application generates a number automatically.

An option that determines whether you can enter a delivery note number
manually when creating a delivery note. If you leave the delivery number
blank, the application generates a number automatically.

An option that determines whether you can enter an invoice number
manually when creating an invoice. If you leave the invoice number blank,
the application generates a number automatically.

An option that determines whether the application generates a list of
suggested invoices for all documents that have been created as repeating
(contract) documents when you use the Repeat Invoices command. You
can enter a date range for the suggested list. This means you can use the
Repeat Invoices command at the end of a month to generate all repeat
invoices that became due during the month. If you select this option, invoices
dates are derived from the system date. If you do not select this option,
invoice dates are calculated from the contract details.

An option that determines whether batch processing is an exclusive process;
that is, when you use the Batch Processing command, no other processing
can be carried out by any other users.

When this is switched ON, the Batch Processing function is only available

when other users are not using the Sales, Stock, BOM, Purchase Order and
SOP files.

Note : Once the batch process is complete, the user will be informed of how many
documents, if any, failed the process due to locking problems. These can be reviewed
by clicking the Review button. A list of failed document headers will be displayed.
From here, the user can re-run the process

An option that determines whether you expect to amend the warehouse
code on every line of an order, invoice, and so on. This only applies if you
have multi-warehouses feature activated and have the Stock module and the
Use Warehouses option is selected on the Options tab of the Company
Profiles form in the System module. In this case, the cursor is placed in the
Warehouse box after you have made an entry in the Reference box. If you
do not select the option, you can still change the warehouse for the detail
line, but only if you click in the Warehouse box or backtab from another box.

An option that determines whether you serial or batch numbers are picked
for stock items issued on documents after you have entered the line quantity.
If the option is cleared, the picking of serial and batch numbers is done after
you have completed the line details for the document. Traceable stock only
applies if you have the traceability feature activated. If you need to process
stock records that are traceable by serial or batch numbers, refer to the
Traceability section within the Stock module documentation for information.

An option that determines whether the sales exchange rate from the system
exchange rate table is used for the calculation of sterling values shown on
sales invoices, rather than the one stored on the SOP document header.

An option that determines whether outstanding sales order lines are printed
on delivery notes if:

e The Use Delivery Process is selected on the Advanced Options
form.

e The delivery is created in the Delivery command in either
SOP/Invoicing >> Processing or SOP/Invoicing >> Batch

Processing.

NB: This option only affects the printing of delivery notes and will not affect any other
part of the product where delivery lines can be viewed.

There is no column to show the quantity sent on all deliveries only the quantity sent on
the current delivery. If it is a requirement to display this value on the delivery note
design then it can be taken from the cursor PRINTTITRAN field IT_TOTDELV.

If the user reprints any delivery note then the Outstanding column will show the
outstanding value for all deliveries made from the original order and not just the
delivery note that is being reprinted.
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Override Credit
Exceeded and A/C
On Stop Status

Include
Uninvoiced
Deliveries in
Customer
Balance

Stop Orders being
processed when
Alc is on Stop

Next Reference
Numbers

Cash Account
Prefix

Display
Documents for
Last xx Months

Update Stock At

Warnings For

An option that determines whether you can manually override exceptions for
transactions in SOP >> Batch Processing or SOP >> Repeat Invoicing.
Exceptions normally stop you from posting a transaction.

If this option is selected, the Override Credit/Stop Status command on the
Action menu in Batch Processing is enabled so you can manually override
the exception for customer's over their credit limits or 'on stop'.

An option that determines whether uninvoiced deliveries are checked when
calculating whether transactions will push customers over their credit limit.
This affects the SOP > Processing and Batch Processing commands.

In the Processing command, the value of any single delivery note or invoice
being posted is added to any uninvoiced deliveries for the customer + the
customer's current balance. The result is then compared to the credit limit
and a warning is displayed if the credit limit is exceeded.

In the Batch Processing command, when progressing any documents to
delivery notes or invoices, the value of the undelivered documents is added
to the values of any uninvoiced deliveries for the customer + the customer's
current balance. The result is then compared to the credit limit and any
documents that push customers over their credit limit are not automatically
selected in the Suggested Deliveries list or the Suggested Invoices list.
Example ....

An option that stops you from posting new sales orders or editing orders in
the Processing command if a customer account is on stop. This option
affects transactions posted in the SOP > Processing or Invoicing
Processing commands.

A series of 'next' numbers. The application automatically assigns this
number to the next document you create of the type listed, using the
Processing command, and then increments it ready for the next one.

Note : These must end in at least four numerics, and have the option of beginning
with a maximum of 6 alpha characters.

When a sales document is produced, it is assigned two reference numbers: a number
for the type of document it is (e.g. Order No.) and a unique Document Number. This
unique Document Numbers stays with a document throughout its life on the system,
whereas a ‘type’ number is given as the document is progressed through the sales
cycle.

The prefix that identifies cash accounts within the Sales module. If you
create an account record that has the prefix you enter here, the application
recognises that account as a cash account. When you post an invoice for a
cash account, the application simultaneously posts both the invoice and an
allocated cash receipt. For foreign currency accounts, you can only post
cash invoices if the transaction is in the home currency.

The number of months up to which documents are listed in the SOP >
Processing and Invoicing > Processing commands. This is based on your
computer’s system date, so if you enter ‘3’ for this option, the grid will display
only the last three months of documents for the customer. If you enter ‘6’, the
last six months are displayed, and so on. You can override this on the
Processing form by clicking the Show All button. The button is then
renamed to Show Defined.

Note : Up to 99 months. There is a ‘Show All' option on the main processing screen if
required, to override the default.

An option that determines at what stage the application updates the stock
records with movement transactions. This only applies if you have the Stock
module. You can choose Delivery or Invoice from a list.

An option that determines what warnings the application displays when you
are processing transactions. You can choose one of the following from a list:
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'All Warnings', 'No Warnings', 'Free Stock < Document Quantity' (that is,
warn only when the transaction quantity you have entered on the document
detail line is greater than the free stock) or 'Free Stock < Minimum Quantity’

(that is, warn only when free stock is less than the minimum stock).

1.3.1 Advanced Options

3 Advanced Options

Use Delivery Process

[Jrestrict allacations

[]Force stock. Allocations

[]allacate O Priotity Forward Transactions
SOP Processing

[]suggest aAllacated or Picked Quantities

Back to Back,
Allow Back to Back Ordering

[Jallow Purchase Crder Documents

BOM

Cancel
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Box Description

Use An option that determines whether you want to produce picking lists. If you select
Picking this option, you can produce suggested picking and confirmation picking lists while
Process recording any stock shortages or changes to the sales order. If you do not require

this facility, you can use printed copies of sales order processing documents, such
as delivery notes as picking documents. In this case, any shortages or changes you
want to make must be made by editing the delivery note or sales order.

Note: If you intend to use the Batch Processing command, before you can progress a sales
order to a delivery note or invoice record, you must allocate stock to the sales order. If you have
chosen to use the picking process, you must also produce the picking list before you can batch
process the order. You can also select the Picking from Allocation option, described below, to
combine the two processes, so that the process of allocation produces the picking list
automatically.

Picking An option that determines whether you want the application to generate a picking list

from automatically each time you allocate stock. You can only select this option if you

Allocation have already selected the Use Picking Process option. If you choose not to select
this option, picking lists contain information from all confirmed allocation processes
since the last picking process was undertaken. If the allocation process is automatic,
selecting the Picking from Allocation option will result in the picking list being
produced from the automatic allocations and you will have no means of overriding
the allocation selections.

Use An option that determines whether you want to produce delivery notes as separate
Delivery documents from invoices. By selecting this option, you can produce suggested
Process deliveries lists, which you can edit. If you select this option and also select the

Consolidate Deliveries option on the Set SOP Options form, multiple orders for
the same customer are consolidated to be included on the same delivery note,
assuming they are ready for delivery.

Restrict An option that determines whether unfilled or part-fulfilled orders can be edited at
Allocation  the allocation stage, up to the level currently in stock. If no restriction is set, you can
S edit all allocations up to the amount ordered. If there is no free stock to fulfill the

order, a negative free stock is shown but the order will not be invoiced in batch
processing until there is sufficient stock for the requirements.

Force An option that determines whether all order lines are allocated regardless of stock
Stock availability. If there is not sufficient stock to satisfy the requirements, negative
Allocation  allocation and free stock quantities will result.

s

Allocate 0  An option that determines whether forward transactions are to have stock allocated

Priority to them, provided they have been assigned a priority of zero. If this option is cleared,
Forward forward transactions can only have stock allocated to them once they become
Trans current transactions.

Suggest An option that determines that the quantity suggested to deliver, or quantity

Allocated suggested to invoice if you do not use deliveries, is either the quantity that has been
or picked allocated from stock for the customer, or the quantity that has been picked for the
Quantities  customer from the allocated stock.

If this option is not ticked, the quantity that is suggested to deliver or invoice is
either:

e The free stock quantity in the selected warehouse for the stock item

e The allocated quantity if the Forced Allocations option is used

e The quantity received from a supplier if the sales order is linked to a
purchase order.
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The 'Suggest Allocated or Picked Quantities® opticon is ticked...

. Oy Ay Notes
Suggest Example 1: Deliveries are used but Picking is notused. — Notes
Allocated or 1 gy post a sales order for customer ADADDOL for 20 of stock item
picked CMATO44, The free-stock for this item is 20.
Quantities...

2. You allocate 15 CMATO44 to the customer.

R

Suggested quantity for delivery on the Processing form will DET 15 20

Example 2: Both Deliveries and Picking is used.

1. You post a sales order for customer AD£0001 for 20 of stock itemn

CMATO44. The free-stock for this item 1= 18.

2. You allocate 15 CMATO44 to the customer.

3. You pick 8 of the allocated 15.

Suggested guantity for delivery on the Processing form will oe: 3 13

Example 3: Deliveries are not used and Picking is not used.

1. You post a sales order for customer ADADQO1L for 20_of stock item

CMATO44. The free-stock for this item is 23.
2. You allocate 15 CMATO44 to the customer.
e,

Suggested quantity for invoicing on the Processing torm will oes — 15 20

Note: This only applies when posting deliveries or invoices from the SOP - Processing form.

The box is disabled if you use Invoicing rather than SOP, or if you use the product file rather

than the Stock Control application.
Allow An option that determines whether you can raise works orders from sales order
Works detail lines. This only applies if you have the BOM module.
Order
Requests : — . . —

Note: This only applies if you use the Bill of Materials application.
Allow Back An option that determines whether purchase order records are generated from sales
to Back order lines where you select the P/O option to satisfy the sales order requirement.
Ordering This only applies if you have the Purchase Orders module.
Allow An option that determines whether you can generate purchase orders for back to
Purchase back purchase order requirements.
Orders You can select this if the Allow Back to Back Ordering option is selected and the

Allow Purchase Order Documents option is not selected.
Allow An option that determines whether you generate uncommitted purchase order
Purchase documents for back to back purchase order requirements rather than purchase
Order orders. The P.Orders >> Documents Help topic provides more information on
Document  uncommitted purchase order documents.
= You can select this option only if the Allow Back to Back Ordering option is selected

and the Allow Purchase Orders option is not selected.
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Accreditation Training Courseware
2 Maintenance

Various Maintenance records may be created for Processing and Analysis
purposes. These records are often associated to processing records created
such as “a Price List”.

2.1 Discounts

Use the Discounts command to maintain a matrix of product discounts you can
associate with individual customers or groups of customers or product items.
Each matrix can contain up to ten levels of line discount based upon quantity
breaks, or up to four rates of chained discounts per line.

3 Discount : BARODD1 - Chained Discount M= sz
[ =1
Customer Group  Product o
or Accourt Graup D
>
Code : | BAROOOL | | | o
Description : | Chained Discount |
Discount % : 5.00
Guanitity Discounts Chained Discounts
1| o | noo|e: | 0| oo 1: 300]
2: | o | noo| 7| o| ooz 200
3:) o om|s: | of oo 3] oo
4: of | ooofoa: | 0| oo
5: | o | noo| ;) o) oon

This functionality allows any number of Discount Tables to be created. Each table
can have a combination of line discount terms specified on it:-

e Basic Line Discount
e  Quantity Break Line Discount
e Chained Line Discount

The matrix is based on two codes:

e The first code relates to a customer record in the Sales Ledger. The code can be
either an individual customer's account code, or a code for a group of customers.

e The second code relates to a stock item in the Stock Control module, or a product
item (these are stock item 'header' records only - you cannot post transactions to
product items) in the Sales Order Processing module. The code can be either an
individual product item's code, or a code for a group of stock items.
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Tip: You can also define surcharges by entering negative discount percentages.
These result in a surcharge being added to a selling price when documents are
posted in the Sales Order Processing module.

Important: If you use special prices for customers as well as discount percentage
matrixes, you must make sure that the Line Discount box is ticked on the Special
Prices - Details form for each stock item you want discount percentages to be
calculated for. Special prices are maintained on the SOP - Maintenance - Special
Prices form.

To Define Discounts

Open the SOP folder, double-click Maintenance and then click Discounts.
On the Record menu, click New.

In the boxes provided, enter the discount table details.

On the Record menu, click Save.

P wbdPR

Discount Entries

Box Description

Customer A reference that identifies a single customer's account code from the Sales -

Group or Processing form, or a group of customers. If you choose to enter a group

Account code, the corresponding range of customers all receive the discounts defined
in the matrix.

Customers belong to this discount group if this code is entered in the
Discount Group box on the Sales - Processing - Terms form.

Note: If you leave this box empty, any customers with a blank discount group code will
receive the discounts you define for stock items that are allocated the code entered in
the Product Group box.

NB: The Customer Group part of the code can work in one of two ways: If the Discount
Table is to cover one customer only, enter the customer account number here and the
system will automatically establish a link between the customer and the discount table.

If the discount table is to cover more than one customer, enter a 4 character customer
group code. In this case, this code must be entered on the header record of all
customers who are to be covered by this table. To do this, go to Sales Processing, find
the relevant customer and enter the 4 character code in the Discount Group field found
in the Terms function. Once this has been done, the system will establish a link
between the customer and the discount table.

Product A reference that identifies the product or product group.
Group

e  Stock items belong to this discount group if this code is entered in
the Discount Group box on the Stock - Processing - Price/Discounts
form.

e Product items belong to this discount group if this code is entered in
the Discount Group box on the Sales Order Processing -
Maintenance - Product File form.

Note : If the discount table is to apply to all stock items the product group code may be
left blank. If this is not the requirement, enter up to a 4 character product group code.
This code must then be entered on the header record of the stock items that are to be
covered by this table. To do this, go to Stock Processing, find the relevant stock item
and enter the code in the Discount Group field found in the Price / Discounts function.
Once this has been done, the system will establish a link between the product and the
discount table.

In addition to the above, the product must also have its Allow Line Discount check box
on its header record switched ON.
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Description

Discount %

Quantity
Discounts

Chained
Discount

The description of the discount matrix.

The percentage discount or surcharge.

You can apply this in a number of ways:

e If you enter a negative figure, the selling price is increased by the
percentage, resulting in a surcharge.

e If you enter a discount in this box only, that discount will be applied

to all quantities of the product.
e If you enter a discount in this box and in the quantity break table

below, quantities less than the first quantity break level will receive

this discount.

e If you enter a discount in this box, you can form a chain of up to four

discounts.

NB: To create a Basic Line Discount only, specify the line discount percentage in the
first line of the Discount % field, and leaving all of the others blank. Every transaction
line that is covered by the table will then have that line discount applied to it.

The level of quantity at which the corresponding discount percentage will be

applied. A blank entry assumes no quantity breaks apply.

Note: This is created by specifying values in the Quantity column of the table. When
the quantity specified on a transaction line is equal to or exceeds this quantity, then the
corresponding line discount in the second column of the table is applied to the line.

If a line discount percentage is also specified in the first line of the Discount % field then
this line discount is applied to transaction lines whose quantity falls below the first
quantity specified on the table. For example, this table would offer a 5% line discount
on quantities of less than 10 and a 10% line discount for line quantities of 10 and above.

The discount percentage for this stage of the chain. A blank entry indicates no

(or no further) chain discounts apply. This discount is applied after the
preceding chained discounts have been deducted.

NB: This is created by specifying line discount percentages in the first line of the
Discount % field and in the Chained column. A chained discount is where a discount is
applied on top of a discount.

For example, the diagram below shows a Chained Discount Table. This table offers a
chain of 4 discounts: 2%, 3%, 1%, and 4%. All four of these discounts will be given one
after the other for every transaction that this covered by this table.

If a transaction with a line value of £100 is covered by this table, the chained discounts
would have this effect: -

£100 = 2% £98.00

£98.00 - 3%

95.06

£95.06 = 1% 94.11

£94.11 - 4% 90.35

The final line value would be £90.35 after the chained discounts have been taken.
Therefore, the final discount offered to the customer is notably less than if a basic line
discount of 10% had been applied to the transaction.

NOTE: To allow Discount Tables to correctly calculate the correct type and
percentage of discount, either the Customer Account must be identified on the
table or the Customer Group code plus the Product Group field must be
populated if the table is not to apply to ALL products. Only when the Customer is
linked to a table and they purchase a product from a specified Group Code will

the discount calculate.

© Pegasus Training Services

Page 16



Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

2.1.1

Examples

Example 1: - Applying a discount matrix to customer 'ADA000O1' and all stock
items. No Special Price list is used.

On the Discounts form, create a new matrix.
Add ADAOQ0O1 to the Customer Group or Account Code box.

Update the Discounts %, Quantity Discounts and Chained Discounts boxes as
necessary.

This discount matrix will now be used on transactions in Sales Order Processing
for customer 'ADA0001' when all stock items are selected.

‘* Discount : ADAQOOL - ExamplelineDisc EI@
General |Li5t
Customer Group Product
or Account Group
Code : ADADDD1
Diescription : ExampleLineDisc
Discount % : | 10.00
Quantity Discounts Chained Discounts
1: 5 20,00 &1 1] 0,00 1: 0.00
2 10 30,00 | F: 1] 0.00 2 0.00
3: 20 40.00 | 8: 0 0.00 3: 0.00
41 30 50,00 | 9@ 1] 0,00
5: o 0.00 | 10: 1] 0.00

View

Close

A

Example 2: - Applying a discount matrix to customer group ‘NE' and a group of
stock items 'A'. Special Price list 'SP1' is already used for these customers.

On the Discounts form, create a new matrix.
Add NE to the Customer Group Code box and A to the Account Code box.

Update the Discounts %, Quantity Discounts and Chained Discounts boxes as
necessary.

On the Sales - Processing - Terms form, add the customer group code NE to the
Discount Group box for each customer in the group.

On the Stock - Processing - Price/Discounts form:
Tick the Line Discount box.

Add the stock code group code A to the Discount Group box for each stock item in
the group.

NB: Price List settings will over-ride the stock settings when appropriate

On the SOP - Maintenance - Special Discounts form, edit the special price list
'SP1" and tick the Line Discount box for each stock item in the product group 'A'.
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This discount matrix will now be used on transactions in Sales Order Processing oo
for customers in the 'NE' group when stock items in the 'A’ group are selected. =

& Discount: - = R =
Customer Group  Product
or Account Group
€ e b
Description : | Cust and Prod Grp Ds |
Discount % :
Quantity Discounts Chained Discounts
w0 «[]
v Jx 10 ] =[]
sl el s
il iasinn
[ e[ [

Use Cuskarn Profile?
Terms Profile | | Mo Prafile Used

Discounk up ME

Price List : U Special Customer Pricing

Trosmica Dicemnnk

3 Stock Processing : CMATO44 - Car Mat - Small

General Mermo || E:xtended Description |||=|:|

.._'i Price f Discounts

Discounts

[+] owerall Discount Discount Group ICI

Seftlement Discount

Sale Prices

T R VTR
s om| s (11 [o]

9
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2.2 Special Prices Notes

Use the Special Prices command to allocate a special pricing structure, by
product, to a customer or a group of customers. For each item included on the
price list, you can specify a selling price, sale price, next price and their effective
dates. You can also control which discounts apply, override default descriptions,
and you can specify prices for up to ten levels of quantity breaks. If you use the
system with foreign currencies, you can create separate prices lists for different
currencies.

.3 Special Prices : CAR - Car Factors Prices

General | List

Code: AR The Special Prices
function from the
Maintenance menu
allows any number of
Special Price Tables to
be created. These
tables hold product
selling prices that are
offered to customers
who are covered by the
table. The selling

Currency :

Description : | Car Fackars Prices

Con-] @

View prices can be either
fixed or can change in
relation to a Quantity
Break. Each table can
) ) ) hold details of any
You allocate a special price list code to a customer so that when number of products,
documents are processed for that customer, the prices in the special with the same stock
prices table override those of the product or stock item record. You can A;’; L e
copy details from one special price list record to another using the Copy desired. However, a
data button on the toolbar. Changes to prices including the sale and next customer may only be
prices, are validated against the quantity break tables. attached tft{ one table at
atime.
.3 Details : CAR - Car Factors Prices |:|@@ If foreign currencies are
General being used then foreign
currency price tables
Ref : ECAF0O01 Description : | Poppy Coral Air Freshener can be created. These
Price 5.00 (Sterling Yaluation) tables hold products at
Sale Price : 0.00 Sale Start [ SaleEnd: | [} ﬂ::eol:: ;c))(raer!r?glgallfu:tgg
Mext Price : 0.00 Mext Start: | |} [lure [CJoveral  []Settlemnent Dollars valuat’ion table
e covered an American
Cosk Price : 2,12 ks
customer, then, during
Reference Description Price Sale - processing, the system
EcaFant Poppy Coral Arr Freshener 5.00 0.00 will use the product
ECCDO01 Digital Compass 19.99 0,00 rices from thIS table
ECHCOO1 Heat and Massage Cushion 49,50 0.00 pTh that th :
ECMHOO1 Mobile Phone Halder - Silver .50 0.00 . I me.ans & =
ECRDOOL Uniden LORG157 Radar Detector 160,00 0.00 pI'ICES will not have t.O
HSSWOo1 High Security Steering Wheel 49,50 0.00 be converted to their
HSWEOD1 High Security Stesring Wheel Bar 35,00 0.00 US Dollars value each
LCBLOOL Roaf Box Locks for Raof Bar 1 16,00 0.00 time they are used,
LCBA003 Load Carrying Reof Box 3600 120,00 0.00 making them unaffected
P J arn 6-00 to exchanae rate
%)
Wigw

If, by entering or amending a sale or next price, the quantity break tables are
invalidated, a dialog box will appear offering three command buttons: Calculate
Sale/Next Prices, Enter prices now and Cancel.
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If you click the Calculate Sale/Next Prices button, the application will recalculate
the quantity break prices using the percentage difference between the sale or next
price and the base price, applied to the current base quantity prices. If you click
the Enter prices now button, the Quantity Breaks form appears and you can make
manual adjustments as required. If you click Cancel, the cursor will return to the
relevant price box.

If, by amending a base price, the quantity break tables are affected, a dialog box
will appear offering three command buttons: Calculate Base Prices, Enter prices
now and Make no changes. If you click the Calculate Base Prices button, the
application will recalculate all quantity breaks using the percentage difference
between the new and existing base prices, applied to the current base quantity
break prices. If you click the Enter prices now button, the Quantity Breaks form
appears and you can make manual adjustments as required. If you click Make no
changes, the quantity break table will remain unaltered and the cursor will move to
the Sale Price box.

NB: As the products are brought into the table their selling prices will be
converted at the current exchange rate. This foreign value will then no longer be
subject to exchange rate fluctuations and will remain unchanged unless changed
manually by the user.

To Define Special Prices

Open the SOP folder, double-click Maintenance and then click Special Prices.
On the Record menu, click New.

In the boxes provided, enter the details of the special price list record.

On the Record menu, click Save.

Click Action and then click Details. On the Special Prices Details form, enter the
details of the products and prices. Use the Qty Breaks command button to define
the quantity price breaks.

6. To store the product details, press ESC and then click OK.

a bk wdhe

Special Prices Details

[210)4 Description

Ref A reference that identifies the product or stock item. You can
select from a list.

Description The product's description. You can override the default if required.

Note: If the description of the stock item is changed in the Stock -
Processing command, this description will also change as long as both
descriptions were the same beforehand.

NB: Any change made here will only be seen by those customers who are
covered by this table. Also take care when changing descriptions as this
may break the link between this record and it's respective stock/product
record for descriptions.

Price The standard selling price. For items that are factored, enter the
price per factored quantity. Prices are entered to the number of
decimal places set on the profile. However, if using foreign
currency customers, the number of decimals depends on the
setting of the Use Calculated Foreign Price Unit Decimals
option on the System Preferences form in the System module.
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Price... If selected, the application automatically calculates the number of
decimal places to use for prices where foreign currencies are
involved using the setting in the profile. Without the option
selected, these are based on the decimal places held for the
currency on the System Exchange Rates form for foreign
customers and from the Profiles or Stock Profiles form for home
currency customers. By selecting this option, both foreign and
home customer postings allow for the same degree of accuracy in
decimal precision.

Sale Price A sale or special offer price for the item. This price is applied to
the product or stock item during the period defined by the range of
dates you enter in the Sale Start and Sale End boxes. During that
period, the sale price overrides the standard selling price specified
in the Price box.

Next Price The next selling price. This will replace the selling price specified
in the Price box from the date specified in the Next Start box, so
you can determine price changes in advance.

Line An option that determines whether line discount is allowed for this
product or stock item on orders, invoices and so on. This overrides
the setting of the Line Discount option on the Product File form
is you are using the product file, or the Line Discount option on
the Price / Discounts form associated with the Stock form if you
have the Stock module.

Overall An option that determines whether overall discount is allowed for
this product or stock item on orders, invoices and so on. This
overrides the setting of the Overall Discount option on the
Product File form is you are using the product file, or the Overall
Discount option on the Price / Discounts form associated with
the Stock form if you have the Stock module.

Settlement An option that determines whether settlement discount is allowed
for this product or stock item on orders, invoices and so on. This
overrides the setting of the Settlement Discount option on the
Product File form is you are using the product file, or the
Settlement Discount option on the Price / Discounts form
associated with the Stock form if you have the Stock module.

Quantity Breaks

Each item within the price list can have up to ten levels of quantity break discount.
These discounts are entered by clicking on the Qty Breaks button.

Use these fields to specify line quantities and the selling prices that are to be
offered when that quantity is reached. Each of these line quantities can then also
have a sale price and next price specified for them. However, these fields are
only available for input if the Sale Price and Next Price fields on the earlier detail
screen have been populated.

Once all the details have been entered, the product is then added to the Special
Price List. The cursor will return to the Ref field, prompting the user to enter
further products onto the table. There is no limit to the number of products that
can belong to a Special Price List.

2.2.1 Copy Prices

An alternative to manually selecting products for inclusion on a table is to use the
Copy Prices function. This will allow a range of products, based either on stock
reference or stock category to be pulled into a table. These products can be
drawn either directly from the Stock Control file or from another price table.
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If copying prices into a foreign currency price table, each product’s selling prices
will be automatically converted during copying.

To use the Copy Prices function, ensure that the Special Prices form is open on
screen and then click on the Copy = Data icon found on the record toolbar.

.3 Copy Prices : CAR - Car Factors Prices

Copy From

o b From : | CMATO44 | Car Mat - Small

(O Categary  Tq; ZACDOL0 “ | Sony Steren WiE-Ca00R
Update Existing Prices

Conwversion Rate:
Default Prices ko Zera

Zopy From Price List w

\'é.)) OF

Copy from Sequence

Select whether the range of items to be included in the copy is based upon Stock
Reference or Stock Category. It is possible to edit the range by selecting from the
drop down lists offered.

Update Existing Prices

If switched ON, then if a product being copied into the table already exists on it,
the prices being copied in will overwrite the existing price.

Default Prices to Zero

If this is switched ON, all products being copied into the table will be copied in with
a zero selling price. It will then be necessary to change them to their correct
price, either individually or through the Global Price Update routine.

Copy from Price List

Select from the drop down list the code of the table from which the prices are to
be copied. If this field is left blank, the prices will be copied in directly from the
Stock Control file.

When the OK button is selected, the prices will be copied into the table of the form
that was active at the time the Copy Data function was selected.

2.2.2 List Customers

It is possible to view or print a list of customers to whom the price list on screen
applies. To do this, ensure that the Special Prices form is on screen and then
click on the Print icon found on the record toolbar.

T2 Q90002 || =@ % A E & P M
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x]

.3 Special Prices Report Selection

{:} Prink Prices
) Print Prices - Include Standard Prices

=

Click on the OK command button. A report listing all customers linked to the price
list will be generated.

©rion Vehicles Leasing List of Eligikle Custemers

Created o 280202012 Al 13218 hy MANAGER

Spedia e sl CAS [Gan Faclurs Pricss)

Drion Yehicles Leasing List of Eligible Customers Mege 1
Account Contact

AMICE Aadeison D Taclwes L Jdurnes S penls 01400 2727442

Print Prices

It is possible to print a copy of the price list from the same Report Selection
screen as on the previous page. There are two options available to the user:

Print Prices

Select this option to produce a price list only for products included on the Special
Price Table on screen.

Print Prices — Include Standard Prices

This option will produce a price list for products included on the Special Price
Table on screen AND all other stock items from the Stock Control file.

Orian Yehicles Leasing Special Price List
Crestad on 28032012 a1 12:21 by MANAGER

&pecial Price List CAR iCar Factos Prices]
iSterling Valuation;

Orian Vehicles Leasing Special Price List Page 1
Ciscounts
Product Price ¥ Allowed <—— Price Change & Date ——>
CMATOA Car Mat - Small " All
CMAT 08 Car Mat - Medium i All
CMAT 22 Car at - 1ags -
CRoLOC Clectic Car Palishsr " Linz
CTROMIS Cialotren 16 Mabile Telcphonz " All
CTROM22 Cialotren 32 Mabile Telcphonz " All
CoArond Peppy Cosal At =-asheror " Line
CoCront Cigital Comncass " Mone
CSHZOo01 Heat and Waszags Cushian " Kone
ECMHOM [obile Phone Holder - Silver . Haone
ECRCO01 Uniden _DRE147T Radar Cetector ’ Mane
EMTPACKD1 Entertairment Zackags - With Phons i Mane
FABC102 Cooleushion S2et Fabric : Ling
FAKD First Ad Kt " Kone
Fakce First Aid Kit (Ma Labe § " Kone
FILTCROO1 Enginz Oil Filtor GL3AC . Kone
rP=8ss Foot Fump . Kone
ruszsa S arrp Fuscs - Box of "020 " Mone
HESW 001 High Sccurity Stearing Wrael " Mone
HEWWB 001 High Sceurity Stezriag Wheol Bar - Mone
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Accreditation Training Courseware
3 Processing

The next section covers the processing aspect of the module, including creating
new records and processing them respectively.

3.1 Invoicing/SOP Processing

Use the Processing command to create and process one or more of the following
types of records for customers.

e  Quotations

e Proformainvoices

e Sales orders

e Delivery notes

e Sales invoices

e  Sales credit notes

e Sales 'foundation' documents*

*Foundation documents are those used for the basis of other documents created in the
SOP module. You can create 'contract’ documents whose invoices are to be repeated
during a given period with a predefined frequency.

3 SOP Processing : ADAO0O1 - Adams Light Engineering Lid £

=

General Imemo || List |
Address : Close Road Current Balance : | [ 592583.79
Gosforth Industrial Park Order Balance : 316914,90
Gosforth Turnover ; i 426223,40
Morthurnbetland Credit Limit 0.00
NCS 1WR |
Account E-Mail @ | jm@ale.co.uk Account Conkack @ | Mr 1 Miller
Order E-Mail ¢ gs@ale.co.uk Order Contack : Gordon Smethwick.
Web Site wiay, ale,co,uk | Telephone 01662 678543
Order Facsimile ! 01662 775510
Memo  Document | Doc Dake Type Mumber Dake Cusk Ref, Skatus (R G A
i DOCO0S03  |01/01/2010 |Document DOC00s03 01/01/2010 (CD92985 Conkrack
DOCO0G35  |07/05/2010 |Quoke QUO00032 07/05{z2010 Printed &
DOCO0714  |05f07/2010 |OrdiDiL CRDO0Z62 05/07{z010 Printed &
i DOCO0720  (23/08/2010 |Ord QRDO0Z65 23fog/zo10 Printed Al
i DOCO0722  (10/09j2010 |Ord QRDO0Z70 10409/2010 Printed A
A/
I« | 3
2
Wiew 0 =

When you create any of these records, you can also print copies to send to your
customer. You maintain customer records in the Sales module. You can raise a
sales order for any customer that is not 'on stop'. Using the SOP Processing form,
displayed when you click the Processing command in the SOP folder, you begin
by retrieving the customer record for whom you want to carry out processing. The
form provides a list window showing existing documents. Such documents will
remain in the list until they are considered 'completed' transactions or deleted and
subsequently cleared from your data files when you use the Reorganise
command on the Utilities menu. The following information is shown in the list:
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It is through the Processing function, on the main Invoicing/SOP menu, that all
document production, progression and editing is performed.

When Processing is selected from the menu, the system will initially display a
customer record. It is from this screen that all further processing is done;
including creating all documents required in the sales cycle.

Note: Customer records must be created in Sales Ledger Processing before
document processing can take place in SOP Processing. Any Customer Terms,
Options and Analysis details entered within the Sales Ledger will be applicable to
all documents raised within the Invoicing/SOP module.

Note:

Column R (Revision): An indicator of the number of times the record has been
printed.

Status: This field will indicate whether the document has been edited, printed or
deleted. A setting of Edited means that a hard copy of the document has not
been produced since being edited.

Delete: Documents marked for deletion are removed during the Document
Reorganisation routine. Should the User delete an Order the Allocated stock
quantities in relation to the Order lines would be re-set.

Edit: The User will be unable to edit an Invoice.

3.1.1 Show All/Show Defined Command

The number of months up to which documents are listed in the grid associated
with the Processing form is controlled by the setting of the Display Documents
for Last..Months option on the Set Options form. This is based on your
computer’s system date, so if you enter ‘3’ for this option, the grid will display only
the last three months of documents for the currently selected customer. If you
enter ‘6’, the last six months are displayed, and so on. You can override this
option on the Processing form by clicking the Show All command button. All
documents still on file for the selected customer will then appear, regardless of the
setting on the Set Options form. Once selected, this command button is renamed
to Show Defined. Clicking this will revert the list of documents in the grid to the
limit imposed by the option setting. Website

3.1.2 Order of Input

If you have selected the Header Input First option on the Set SOP Options form,
you complete the boxes for a transaction 'header' before completing the detalil
lines when creating SOP records. If this option is cleared, you enter the detail
lines first.

3.1.3 Order Acknowledgements

Order acknowledgements may be produced for sales orders if the
Acknowledgement Required option is selected on the Delivery Details form
associated with the Customer form in the Sales module. If this option is selected,
the application automatically displays the Publisher form for you to select the
output destination options for the order acknowledgement when you first create a
new order from the SOP Processing form. Any selections on the Publisher form
remain in force during the current order processing session except where
customers are set up to use e-mail profiles as described below.

Document
Browser Screen

If a document of any
type exists for a
customer, the system
will display a list of
such documents, and
any of a lower type,
on the Invoicing /
SOP Processing
Browser screen.
From this screen it is
possible to create a
new document, edit
or enquire upon an
existing document or
progress an existing
document to another
document higher up
in the sales cycle.
For example, the
Progression of a
Sales Order to a
Delivery Note.

When this screen is
initially displayed,
the documents are

listed by their unique

Document reference;

however, by clicking

on the column
headings, the user
can rearrange the
order in which the list
appears.
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3.1.4 Emailing Documents
Using predefined e-mail profiles

If you update the following fields in the Sales Ledger > Processing command you
can e-mail documents (meaning: Quote, Pro Forma, Sales Orders, Delivery Notes
& Invoices) using predefined email templates:

1. The Accounts & Order Contact's E-Mail Address box on the General tab should
be updated with your respective contact's email address.

2. The E-Mail options on the Terms form on the Action menu should be ticked.

The Publisher form defaults to the Email tab for customers that have the fields
updated in this way.

When a document is produced for a customer set up to use e-mail profiles, the
PDF file name is based on the document number (if the Allow Duplicates option
is selected on the E-Mail Profiles form and a file name already exists with this
number, the application adds a unique three-digit suffix). The subject line of the e-
mail message will default to the respective document type and the default
message text is 'Thank you for your “document” documentnumber. Your
document is attached' where documentnumber is the document number. You
can change the default message content using the E-Mail Profiles command in
the System module.

If these conditions are met, the application will display the Publisher form for
each new order record you create, regardless of the output destination previously
selected on the Publisher form. When documents are e-mailed, the document
itself is sent as a PDF (Portable attachment to the mail message.

Ad-hoc email acknowledgements

If you want to e-mail a document to a customer that is not set up to use e-mail
profiles, you have to select the Email tab on the Publisher form and complete the
message details manually. Refer to the E-Mail Profiles section of the System
documentation for more information about defaults associated with e-mailing
documents.

3.1.4.1 Sending Documents by Email

It is possible to send Quotes, Proforma Invoices, Order Acknowledgements,
Delivery Notes and Invoices as well as Credit Notes to your customers by emalil
rather than sending printed documents in the post.

Before you can do this you need to update the necessary customer records with
email addresses and select which documents you want to email, and then define
email profiles on the System Manager - Maintenance - E-Mail Profiles form.

For statements, proforma invoices and invoices the account contact's emalil
address on the Sales Ledger - Processing form must have been entered before
the documents can be sent by email. For quotations, sales orders and delivery
notes the order contact's email address must have been entered. These boxes
are otherwise disabled.

Note: If you want to e-mail a document to a customer who is not set up to email
documents as their default option, you can still select the Email tab on the
Publisher form and enter the message details manually.
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Sending Documents by Email

It is possible to send quotes, proforma invoices, order acknowledgements,
delivery notes, invoices and credit notes to your customers by email rather than
posting printed documents.

Steps to Set Up Email

Complete these steps to set up Opera for emailing documents:

Enter the relevant email addresses for your order and account Sales Ledger -
contacts in the E-Mail Address boxes. If you use Ledger and Invoice = Processing
accounts you must also set up these accounts with email

addresses.

Select the documents you want to email under E-Mail. If you use Sales Ledger -
Ledger and Invoice accounts you must also select documents that Processing - Terms
can be emailed for these accounts.

Define your email profiles that will be used when the emails are System Manager -
sent. Maintenance - E-Mail
Profiles

Account Contact & Order Contact Email Addresses

Unless you use the facility in Opera to link your customer accounts to other
accounts (Ledger accounts and Invoice accounts), the email addresses used are
always the following:

Document Email Address

Sales orders, delivery notes and quotes Order contact

Invoices and proforma invoices, and credit notes | Account contact

Using Ledger & Invoice Accounts?

You can also define email addresses for Ledger accounts and Invoice accounts
and select which documents can be sent by email for these accounts.

This table shows which email addresses are used for each type of document that
you email to your customers if they have been entered (step 1 above) and the
documents have been chosen for emailing (step 2 above).
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Posting Account Ledger Account Invoice Account
? Notes
Account  Order Account Order Account Order B
Contact Contact Contact Contact Contact Contact
Orders & No Yes No No No No The order contact's
Quotes email address on the
posting account is
always used,

regardless of whether
it is linked to other

accounts.
Proforma Yes No No No No No The account contact's
Invoices email address on the
posting account is
always used,

regardless of whether
it is linked to other

accounts.
Delivery No Yes ? No No No Yes? If the posting account
notes is linked to an Invoice

Account, that
account's order
contact email address
is used.

If the posting account
is not linked to an
Invoice Account, the
order contact's email
address on the posting
account is used.

If the posting account
is linked to an Invoice
Account but that
account has not been
set up with an email
address for the order
contact then the
address on the posting
account is used.

Invoices & Yes ¢ No Yes ? No Yes No The account contact's
credit email address on the
notes Ledger account is

used if available.

If the Ledger account
does not have an
email address, the
Invoice account's
account contact email
address is used.

If the Invoice account
does not have an
email address, the
posting account's
account email address
is used.

Note: If you want to e-mail a document to a customer who is not set up to email
documents as their default option, you can still select the Email tab on the Publisher form
and enter the message details manually.
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3.1.5 Completing and Posting Invoicing/SOP Records

If you have completed your work on the current document and wish to post it and
update the files, you click the Post command button on the detail lines form, if you
have entered the header first, or the header form if you entered the detail lines
first. Once posted, you can retrieve them for editing with the exception of invoices
and credit notes. If you have selected the Confirm option on the Preferences
form in the System module, a prompt will appear for you to confirm whether you
want to update the files with the details of the document. If you click No, the
header or details form reappears, the information is retained but no files are
updated. If you click Yes, the files are updated with the details of the document.

While entering detail lines, you can return to the header form by pressing ESC.
Entries you made on the detail lines form are retained. However, if you press ESC
on the header form, a prompt appears asking if you want to abandon the record. If
you are entering detail lines first, you can return to the details form by pressing
ESC on the header form. Once a record has been stored, it is added to the
documents list displayed for the customer.

3.1.6 Costing Integration

If you have the Costing module installed and activated, you can select cost items
that are ready for invoicing and a document is generated for them in the SOP
module. You can then progress that document within the SOP module. When the
document is produced, a revenue record is created in the Costing module and the
cost records are automatically allocated against this revenue record. When a
document is progressed to an invoice in the SOP module, the revenue record is
update to include the invoice number.

3.2 Posting Processes

3.2.1 Document Entry

The creation of documents in Invoicing / SOP is split over two screens: the header
entry screen and the detail entry screen. The header screen is where delivery
addresses, customer references, analysis details are entered. The detail screen
is where the individual transaction lines are entered to form the body of the sales
document.

The Header Input First setting found in Utilities — Set Options dictates which of
these two screens appears first in the creation of a document. The layout and
content of these two screens is the same, regardless of the type of document
being created. The exception to this is in the creation of a Contract / Repeat
Invoice that is covered separately in a later section.

Press Ctrl + N or go to the Action button and select New. The system will take the
user to the header screen of the document type set as a default in System —
Maintenance — User Profiles.

If Print Order Acknowledgement is switched ON in the Delivery option of the
customer header screen in Sales Processing, the system will now prompt the user
to select a printer destination for any sales order that is about to be generated.

N =lES
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RGN
ACContact: [Mr ) tiler : T
. 1 prorw—" .
Order Conkact: | Gordon Smethwick First
E-Mai Address : Igordon.smethwid@adams.co.d Last
If the Order Contact E-mail address field has been populated on the Customer
Header record in Sales Ledger and the Email Orders checkbox has been
activated, when raising an Order the publisher form will automatically load with the
appropriate E-mail Profile. The user may re-select the destination as required.
3.2.2 Header Details
Before you can create an SOP transaction record, you must ensure you have
created the customer record using the Processing command in the Sales module.
If you intend to create a record that includes products or stock items, you must
create the necessary records using either the Product File command on the
Maintenance menu of the SOP module or, if you have the Stock module, using
the Processing command in the Stock module.
3 Edit Document : ADAOOO1, - Adams Light Engineering Ltd X
General | Memo
Customer | Adams Light Engineering Ltd Delivery
Address Address :
Close Road
Gosforth Industrial Park
Gosfarth
Morthumberland
MNCS 1R
Custref: |CDo2588 Diocument : |DOCDDSD3 ||01101;2010 ‘
Due : 05/05/2010 E]
Priority II
W/House :  |MAIN % | Main Warehouse
Destin, : GE | United Kingdam
Raised By : | ADMIM Repeat : Every EI Drays
WAT Reqg. @ Caontrack ! 05042009 |E]tn|[l6,|’12,|’2011 E]
r
Comments
9 x J[ e
When you are completing the 'header' details for an SOP record, you can use the
following commands on the Action menu.
e Analysis
e ECVAT
e Discount
e  Currency*
*The exchange rate for the currency as defined on the System Exchange Rates form in the System
module. You can override this for the current transaction if it is not used in a triangulating transaction.
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The more functional fields explained

Delivery The delivery address. The default will be the address of the customer

Address record selected, if either the Invoice Account or Ledger Account boxes on
the Customer form contain an entry. Otherwise, you can type the delivery
address.

Due The date on which the transaction becomes due. The system date is

displayed as a default. If you accept the default system date, the
transaction is due immediately. If you enter a future date, the transaction is
considered a 'forward order' requirement. If you enter a previous date, the
transaction is considered a 'back order' requirement. During reporting and
order processing, the detail line status will be taken into account by the
application. For example, a list of back orders will include detail lines whose
due date has expired and a list of forward orders will include those detail
lines whose due date is in the future. When you use the Allocations
command, order lines will not be presented for allocation until their due
date is within the date range specified in the allocation procedure. When
editing a record and changing the due date field, the application will ask if
you want to update the due date on all the detail lines.

Priority The order priority as entered in the Priority box on the Delivery form
associated with the Customer form in the Sales module. You can change
this for individual transactions and per detail line without changing the
customer’s default priority. A priority of zero is the highest and nine the
lowest. Where the priority is zero, then providing there is sufficient free
stock, the application automatically allocates stock to the detail lines. They
will be excluded from those displayed if you use the Allocations command
subsequently, but they will be included in the picking procedure if used. If
the Force Stock Allocations option is selected on the Advanced SOP
Settings form, stock is allocated automatically regardless of priority.

W/House This only applies if the Warehouses box is ticked on the Company Profiles
form in the System module. The warehouse defined in the Warehouse box
on the Delivery form associated with the Customer form in the Sales
module is displayed as a default. You can select an alternative from a list
and it must be one that permits issues.

All detail lines default to the same warehouse code but you can change
them. If you subsequently edit a document and then change the warehouse
code here, the application asks if you want to change all the details lines to
use the same warehouse.

Model For quotations and pro forma invoices only: an option that determines
whether you are creating a ‘'model' quotation or pro forma invoice for
progression. The details of the original record are retained so you can
progress it again.

Repeat An option that determines whether you want to repeat the creation of
invoices from the same document using the Repeat Invoice command. You
can select one of the following from a list: D (for a frequency to be
measured in days), W (for a weekly invoice), M (for a monthly invoice), Q
(for a quarterly invoice), H (for a half yearly invoice), A (for an annual
invoice) and N (for a single invoice; this is the default setting). If you select
'D', enter the interval between invoices in the Every..Days box. For all
frequencies, enter the start and end dates for the repeat invoicing in the
Contract and to boxes. Once you have created a repeating document, you
can only progress it using the Repeat Invoice command.

References The document references are assigned automatically by the application
based on the numbering series defined on the Set SOP Options form. For
order, delivery and invoice documents, if the corresponding User Input of..
option is selected on the Set SOP Options form, you can type a number in
the box provided. The invoice setting affects credit notes.

Tax Point For invoices and credit notes only, the tax point date of the transaction for
VAT purposes. This defaults to the system date.
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Full breakdown

Notes
& New Invoice : ADADOOI - Adams Light Engineering Ltd
General |Memu
Customer | Adams Light Engineering Ltd Delivery |
Address : Address :
Close Road
Gosforth Industrial Park
Gosforth
Morthumberland
MC5 1WR
Cust Ref : Document: | *= AUTO == 10/03/2015
Due : 10/03/2015 E] Invoice : | *=AUTO == 10/03/2015 E]
Priority : 1
W/House : | MAIN |Z| Main Warehouse Tax Paint : 10/03/2015 E [ vaT only
Destin, : GB | United Kingdom Invaice Due : 10/03/2015 E
Raised By : | ADMIN NL Posting Date : 10/03/2015 E Mar 2015
VAT Reg. :
Valid To : Iy Sales Opportunity :
Flaced By : Quote Status :
Placed With :
Comments :
Q9 o [ conce
Before you can create a new document transaction, you must ensure you have
created the customer record using the Processing command in the Sales
module. If you intend to create a record that includes products or stock items, you
must create the necessary records using either the Product File command on the
Maintenance menu or, if you have the Stock module, using the Processing
command in the Stock module.
Actions
When you are completing the 'header’ details for a new transaction, you can use
the following commands on the Action menu.
Use this To
command
Analysis Confirm or amend the default analysis codes associated with the customer
record.
EC VAT Confirm or amend the default EC VAT details associated with the customer
record. This only applies if you have the EC VAT module installed and activated.
Discount Confirm or amend the invoice and settlement discounts.
Currency Confirm or amend the currency and exchange rate for foreign currency
customers.
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Header Entries

Box
Delivery
Address

Cust Ref

Due

Priority

W/House

Destin.

Raised By

VAT Reg.

Valid To

Sales
Opportunity

Placed By

Placed With

Quote
Status

Description

The delivery address. The default will be the address of the customer record
selected, if either the Invoice Account or Ledger Account boxes on the
Customer form contain an entry. Otherwise, you can type the delivery address.

The customer's reference; for example their order number.

The date on which the transaction becomes due. The system date is displayed as
a default. If you accept the default system date, the transaction is due
immediately. If you enter a future date, the transaction is considered a ‘forward
order' requirement. If you enter a previous date, the transaction is considered a
‘back order' requirement. During reporting and order processing, the detail line
status will be taken into account by the application. For example, a list of back
orders will include detail lines whose due date has expired and a list of forward
orders will include those detail lines whose due date is in the future. When you use
the Allocations command, order lines will not be presented for allocation until
their due date is within the date range specified in the allocation procedure. When
editing a record and changing the due date field, the application will ask if you
want to update the due date on all the detail lines.

The order priority as entered in the Priority box on the Delivery form associated
with the Customer form in the Sales module. You can change this for individual
transactions and per detail line without changing the customer’s default priority. A
priority of zero is the highest and nine the lowest. Where the priority is zero, then
providing there is sufficient free stock, the application automatically allocates stock
to the detail lines. They will be excluded from those displayed if you use the
Allocations command subsequently, but they will be included in the picking
procedure if used. If the Force Stock Allocations option is selected on the
Advanced Settings form, stock is allocated automatically regardless of priority.

This only applies if the Warehouses box is ticked on the Company Profiles form
in the System module. The warehouse defined in the Warehouse box on the
Delivery form associated with the Customer form in the Sales module is
displayed as a default. You can select an alternative from a list and it must be one
that permits issues.

All detail lines default to the same warehouse code but you can change them. If
you subsequently edit a document and then change the warehouse code here, the
application asks if you want to change all the details lines to use the same
warehouse.

A reference that identifies the destination country for the goods as defined on the
EC VAT form associated with the customer record.

The user name of the person creating the record. This defaults to the logon name
of the user.

The VAT registration number for the customer as defined on the EC VAT form
associated with the customer record.

Only relevant if you create quotations in the Sales Pipeline Management module.
You can enter a date that the quotation is valid to when the quotation is created in
Sales Pipeline Management. You can only change this date in Sales Pipeline
Management.

Only relevant if you create quotations in the Sales Pipeline Management module.
You can select an Opportunity record when the quotation is created in Sales
Pipeline Management. You can only change this in Sales Pipeline Management.

The contact with the customer who placed the quote with you. Only relevant if you
create quotations in the Sales Pipeline Management module. You can only change
this in Sales Pipeline Management.

The internal contact in your business who the quote was placed with. Only
relevant if you create quotations in the Sales Pipeline Management module. You
can only change this in Sales Pipeline Management.

Only relevant if you create quotations in the Sales Pipeline Management module.
You can only change this in Sales Pipeline Management. Only active quotations
are displayed in Invoicing or SOP.
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Comment Two lines of comment to be printed on the document.

Model For quotations and pro forma invoices only: an option that determines whether you
are creating a 'model' quotation or pro forma invoice for progression. The details of
the original record are retained so you can progress it again.

Repeat An option that determines whether you want to repeat the creation of invoices from
the same document using the Repeat Invoice command. You can select one of
the following from a list:

- D (for a frequency to be measured in days). If you select 'D', enter the interval
between invoices in the Every..Days box.

- W (for a weekly invoice)

- M (for a monthly invoice)

- Q (for a quarterly invoice)

- H (for a half yearly invoice)

- A (for an annual invoice)

- N (for a single invoice; this is the default setting).

Note: For all frequencies, enter the start and end dates for the repeat invoicing in the
Contract and to boxes. Once you have created a repeating document, you can only
progress it using the Repeat Invoice command.

References The document references are assigned automatically by the application based on
the numbering series defined on the Set Options form. For order, delivery and
invoice documents, if the corresponding User Input of.. option is selected on the
Set Options form, you can type a number in the box provided. The invoice setting
affects credit notes.

Tax Point For invoices and credit notes only, the tax point date of the transaction for VAT
purposes. This defaults to the system date.

Invoice Due For invoices only, the date on which the invoice is due for payment. This defaults
Date according to the customer's trading terms.

VAT only Select to post VAT-only invoices or credit notes to make adjustments to the VAT
return. The standard invoice and credit note designs are saved with a note to
indicate that the transaction includes only VAT.

Available if:

e You are posting home currency invoices and credit notes that are not
progressed from other documents (sales orders, deliveries and so on).

e  The Header Input First option is selected on the SOP/Invoicing - Utilities -
Set Options form.
NL Posting The Nominal Ledger posting date. If you use the Open Period Accounting feature,
Date this is the date used to determine the period in the Nominal Ledger that the

transaction is posted to. For more information, see the SOP/Invoicing and Open
Period Accounting Help topic.

Open Period Accounting is available in Opera 3

Discounts
Box Description
Inv.Disc The overall discount as a percentage. This is deducted after all line discounts have
been taken.

Settle 1 and | The settlement discount percentage and days defined for the customer or on the
2 Sales Options form.
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Currency

This only applies if you use the multi-currency module.

Box Description
Currency The currency of the customer. You can select an alternative currency from a list.

Currency The exchange rate for the currency as defined on the System Exchange Rates
Rate form in the System module. You can override this for the current transaction if it is
not used in a triangulating transaction.

Analysis

Box Description

Despatch The customer’s default method of despatch. You can select an alternative
from a list.

Route The customer’s default delivery route. You can select an alternative from a
list. When you use the Picking command, you can use route codes for
analysing shipments and the allocations report can be sorted by route.

Region The customer’s default region. You can select an alternative from a list. You
can analyse sales invoices by region in the Sales module.

Territory The customer’s default territory. You can select an alternative from a list.
You can analyse sales invoices by territory in the Sales module.

Cost The customer’s default cost centre or analysis code. You can select an

Centre/Analysis alternative from a list when set to cost centre. You can analyse sales
invoices by cost centre/analysis in the Sales module.

Advanced References that identify the default dimensions used for the analysis of

Nominal document transaction lines in the nominal ledger. You can select alternatives

Dimensions from a list. These only apply if you have the Advanced Nominal Ledger

feature activated and you are using either of the two additional analysis
dimensions (such as Project and Department). The defaults shown in these
boxes are as defined on the customer record in the Sales module. For
further information, refer to the topic on advanced nominal dimensions
associated with the Nominal module.
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3.2.3 Detail Screen

When you have completed the ‘header' for document, another form is displayed
for you to enter the line details. For new documents the work area of the entry
screen will initially display blank entries in most of the input fields. If you are
editing an existing record, the details of the first detail line are displayed and the
window lists a summary for any other detail lines. When you click on a summary
line, its details are shown in the relevant boxes on the form. When you enter detail
lines, the application displays the customer priority level and the order due date.
For foreign currency customers, the currency description and exchange rate are
also shown. The selling price of the stock item is displayed in that currency while
the cost and profit figures will be in the home currency. The 'In stock' and
'Purchase order' quantities that appear on the detail entry form when a stock item
is entered in the Reference box relate to total stock, not to an individual
warehouse.

3 New Document Details : ADAODOY - Adams Light Engineering Ltd
General | Memo

Reference : Q ‘Warehouse : In Stock : P.Orders :
Description © Qly ¢ Factor ;
Analysis : VAT : Sell : Line Disc : Ext:

Job Date i Cost inc, LC : 0.00 | Margin %: 0.00 | Profit :
Job Ref ¢ Due: | 29/03/2012 E] Priaity : 1

Project Department :

Reference Description Quantity Price Disc. VAT

‘_.-)) Document total ex VAT 0.00

Mew

Note: that the in stock and purchase order figures that appear on the detail entry
form when a stock item is entered in the Reference box relate to total stock, not
the warehouse stock if multi-warehouses are in use. If you have the Costing
module installed and activated and the Sales Ledger to Costing option is selected
on the Options tab of the Company Profiles form in the System module, you can
analyse detail lines to jobs, phases and revenue type cost codes to update
transactions in the Costing module.

If you use the Costing application and the Sales Ledger to Costing option is
selected on the Options tab of the Company Profiles form in the System
application, you can analyse detail lines to jobs, phases and revenue type cost
codes to update transactions in the Costing application.

The Detail screen is where the body of the document is built up. This screen
allows entry of stock item lines, non-stock item lines, blank lines and text only
lines.
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When you are completing the 'detail' details for an SOP record, you can use the oo
following CommandS on the ACtiOn menu.

e View

e Stock

e Memo

e ECVAT

e DISCOUNT

e  Costing Analysis
e  Purchase Order
e Dealc/undealc

e Return All*

* Note: If warehouses are used, the stock items are returned to the same warehouses from which
they were issued. If any warehouse on the Credit Note is blocked for Returns to
stock (warehouses are blocked for Returns in the Stock >> Maintenance >> Warehouses
command), a message is displayed informing you must edit each line manually to return items to
stock.

Important: Return All - The command is disabled once you have selected it. If you want to cancel
the Return All command, you must quit the transaction.

Note: Discount - Determine whether or not to include the detail line in the calculation of overall or
settlement discount. This is only editable on items not from stock/product file.

Stock Management Information

If you are using the Stock module and you select a stock record in the Reference
list when creating a detail line, the application provides the following information:

e Quantity in stock (this includes all warehouses if you have the multi-
warehouses feature activated and in use).

e Quantity on order with suppliers.

Traceable Stock

Traceable stock only applies if you have the traceability feature activated. If you
need to process stock records that are traceable by serial or batch numbers, refer
to the Traceability section within the Stock module documentation for information.

Advanced Nominal Dimensions

If you are using the Advanced Nominal Ledger activated and have elected to use
one or both of the additional nominal analysis dimensions (such as Project and
Department), refer to the topic on advanced nominal dimensions associated with
the Nominal module for information.

Actions

Use this To

command

View Choose between displaying the transaction totals or a summary of the
transaction detail lines.

Stock View details of a stock item. The Warehouse Transactions View form is
displayed from the Stock application for the corresponding stock item
record.

Memo Display the stock memo for the currently selected detail line. If the Auto
Edit Transaction Memo is selected on the Set Options form, any entry
made during the creation of the detail line is displayed again and you can
amend it.
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EC VAT

Discount

Costing
Analysis

Purchase
Order

Dealc/undealc

Return All

Display and complete the details associated with the item for inclusion on
SDs. This only applies if you have the EC VAT application installed and
activated and you are processing a document for a customer in the EU
for which SD information is to be recorded.

Determine whether or not to include the detail line in the calculation of
overall or settlement discount. This is only editable on items not from
stock/product file.

Display the job, phase and cost code to which the currently selected item
is assigned. This is only available if you have the Costing application
installed and activated and the Costing Analysis option was selected for
the document line.

Display or enter details for purchase order for the currently selected item.
This is only available if the P/O option is selected.

Deallocate stock on a detail line that has already been allocated. This
option is only available if you are using the Stock application, and the
Force Stock Allocations option in the Set Options command is not
ticked. The option is accessed from the Advanced Options menu item.

Note: This menu item is only available when editing Sales Orders.

When progressing an Invoice to a Credit Note, update the Returned field
for all Stock Items on the Credit Note. This is a quick way to return all
stock items into Stock without having to edit each line individually. If
warehouses are used, the stock items are returned to the same
warehouse from which they were issued. This option is only available
when progressing an Invoice to a Credit Note, and the Stock application
is activated.

Note: If warehouses are used, the stock items are returned to the same
warehouses from which they were issued. If any warehouse on the Credit Note is
blocked for Returns to stock, a message is displayed informing you must edit
each line manually to return items to stock.

Important: The command is disabled once you have selected it. If you want to
cancel the Return All command, you must quit the transaction.

Detail fields explained

Box

Reference

Description

A reference that identifies the item on the detail line. This can be a product
reference or, if you have the Stock module, a stock item reference. You can
select from a list. If you want to create a line for a non-stock item or a
description-only line, leave this box blank.

You will not be able to add the stock item if:

e The Allow S/Order option is cleared on the Options form in the
Processing command in the Stock module (or the equivalent Allow to be

Ordered on S/Order option on the Product form in the SOP, Invoicing or P.

Orders modules). You must either select another item or reinstate the stock
item.

e  The stock or product item is marked as subject to Reverse Charge, and no
Reverse Charge for goods Sales VAT codes are defined. This applies only
to domestic VAT registered customers if the value of the transaction is
above the HMRC de minimis level. You must then create the VAT code in
the VAT Processing command in the System module.

NB: If a stock item is specified, the system will take the user to the Memo tab in order
to display any Extended Description that may have been entered on the stock header
record. This can then be edited or deleted if required. Any changes made will not be
written back to the stock header, but will get printed out on the document.

If an extended description has not been entered for this product, the system will allow
entry of one if the Auto Edit Transaction Memo option in Utilities — Set Options is
switched ON.

If a superseded stock reference has been entered into the Options form these will
automatically be displayed to the user.
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Extended
Description/
Memo

Warehouse

Description

Quantity

Analysis

Job Date and
Job Ref

VAT

Sell

If the Audit Edit Transaction Memo option is selected on the Set SOP
Options form, the application displays the extended description, if one
exists. If not, the Memo tab is opened instead.

A reference that determines the warehouse for the item. This only applies if
you have the multi-warehouses feature activated and you have the Use
Warehouses option is selected on the Options tab of the Company
Profiles form in the System module. If the Always Edit Line W/H option is
selected on in the Set SOP Options form, the cursor is placed in this box
automatically, otherwise it is skipped in the tab order.

This is the default warehouse from which allocations and supplies of stock
items are made. If a warehouse is defined in the Warehouse list box on the
Delivery Details form associated with the Customer form in the Sales
module, this is displayed. You can select an alternative from a list provided it
is one that permits issues.

If you are also using warehouse-specific cost and selling prices, changing
the warehouse code for a stock item may result in changes to the price
details shown when the item was first retrieved. However, if you are using a
special price list that includes the item being used, then changing a
warehouse will not affect the selling price. Once the record has been posted,
subsequent changes to the line warehouse will not alter the selling price.

The item description associated with the product or stock item record. If the
Reference box is blank, entry in this box is mandatory for non-stock or
description-only items.

The quantity for the detail line. This can be left blank for description-only
items. If left blank for product, stock or non-stock items, this is taken to mean
a quantity of 1. The default is the quantity entered in the Default Iss Qty box
on the Profiles form associated with the item.

If there is insufficient Free Stock of the item warnings will be displayed to the user if
the Invoicing Options have been set. Alternative stock references will be displayed if
specified within the stock header Options for the item.

El

oK ‘ Cancel |

The default sales analysis code associated with the product or stock item
record. If the Analysis option on the product or stock item record is set to
Override, you can amend this; otherwise it will be fixed. If the Reference
box is blank, an entry in this box indicates that you are entering a non-
stock detail line; otherwise the application will assume itis a
description-only line.

A date and reference you can use as required. This only applies if you have
selected the Extra Date + Reference option on the Set SOP Options form.

The VAT code associated with the analysis code in the Sales module.
Reverse Charge for Goods

If the stock or product item is marked as subject to Reverse Charge, the first Sales
Reverse Charge VAT code is displayed. You can select an alternative from a list.
What's Reverse Charge Accounting for goods?

Reverse Charge for Services

To account for a service provided to an EC customer that falls under the Reverse
Charge provisions, use a zero rate VAT code which has been set up to update box 6
on the VAT Return and also update the EC Sales List. What's Reverse Charge
Accounting for services?

For product and stock items, the sales price from the product or stock item
record or price list. You can override this if required. For non-stock items,
type the selling price you want to use.

The product’s selling price offered here by the system will come from the stock header
record, the specified issuing warehouse or a Special Price Table. If the price has
come from a table then, above the sell price field, the system will indicate which
quantity break price has been offered. This can be overridden if required.
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Line Disc

Ext

Cost

Margin %

Profit

Due

Priority

W/O

The line discount for the item. For product or stock items, the appropriate
discount rate from the Discounts form, if specified. If the selling price is
derived from an entry on the Special Prices form, the line discount will only
apply if the Line option is selected on the Special Prices Details form for
the item concerned, which overrides the setting of the Line Discount option
on the Product File form if you are using the product file, or the Line
Discount option on the Price / Discounts form associated with the Stock
form if you have the Stock module.

For products and stock item records, the application displays the calculated
selling value as soon as the quantity is entered. If you subsequently change
the selling price or the percentage margin, the extended selling value is also
adjusted.

This value is the line quantity multiplied by the selling price, with any line discount
taken off.

For product and stock item records, the application displays the cost price
from the record if the Show Cost + Margin option is selected on the Set
SOP Options form, but you cannot change it unless you are creating a credit
note. If you are defining a non-stock item, you can type the cost price that
applies.

Landed Costs

If Landed Costs have been set up for a stock item, the cost price and the
landed cost are added together to show a total cost price. The margin and
profit are then calculated based on both costs combined.

The caption for the Cost box also changes to Cost inc. LC to indicate that the
price shown includes landed costs. For more information about landed costs,
see the Stock Control and Landed Costs Help topic.

If you have selected the Show Cost + Margin option on the Set SOP
Options form, the application displays the margin percentage for the detail
line, which you can amend.

Cost Price 100
100 - Sell Price X 1

If you have selected the Show Cost + Margin option on the Set SOP
Options form, the application displays the profit calculated from the entry in
the Margin % and the Cost boxes.

NB This value is the Extended Value minus the cost price.

The due date for the item line. This defaults to the entry in the Due box on
the header.

The order priority code for the customer. This defaults to the entry in the
Priority box on the header.

An option that determines whether you want to raise a works order to satisfy
this item requirement. This only applies if you have the BOM module
installed and activated and have selected the Allow Works Order Requests
option on the Advance SOP Option Settings form. The W/O option will only
be available if the line that is being entered on the sales order document is
for an assembly. If the application detects there is enough free stock to
satisfy the quantity on the detail line, the message ‘You have enough
Stock to satisfy this order’ is displayed, and you can choose whether to
continue or not.

The application will prompt you to confirm whether you want to create a
works order now. If you choose to proceed, the application will determine
whether the lead time for the assembly enables the item to be manufactured
in time to meet the due date for the document. If not, a warning is displayed
and you are asked to confirm whether to cancel or continue to raise the
works order. A copy of the works order will be printed as well as the sales
document provided the Print Works Orders option is selected on the
Stock/BOM Options form.

L ] 'j Raise Works Order how?
L3

[ e ] [ Mo
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Works orders raised directly from the sales document can be edited using
the Edit command on the Action menu associated with the Works Order
Processing form in the BOM module. If you decide not to raise the works
order at this point, you can create the works order subsequently by
using the Automatic Works Order command in the BOM module.

Note: When generating a works order, the quantity entered for the sales document
detail line must be a multiple of the yield quantity to be made for the assembly.

If you are creating a sales order from scratch, the application will ask you
whether you want to create a works order now. If you choose to proceed, the
application will determine whether the lead time for the assembly enables the
item to be manufactured in time to meet the due date for the document. If
not, a warning is displayed and you are asked to confirm whether to cancel
or continue to raise the works order. A copy of the works order will be printed
as well as the sales document provided the Print Works Orders option is
selected on the Set Options form in the Stock Control application.

If you are creating a sales order from another document, for example a
guotation, proforma or document, you cannot create a works order is this
way. However, you can create a works order from the Bill of Materials -
Automatic Works Order command.

Works orders raised directly from the sales order can be edited using the
Edit command on the Action menu associated with the Works Order
Processing form in the BOM application. If you decide not to raise the works
order at this point, you can create the works order subsequently by using the
Automatic Works Order command in the BOM application.

Important: When generating a works order, the quantity entered for the sales
document detail line must be a multiple of the yield quantity to be made for the
assembly. For example, if the yield quantity for an assembly is 3, the sales order
quantity must be a multiple of 3 (3, 6, 9, 12, 15 etc).

P/O An option that determines whether you want to raise a back-to-back

purchase order to satisfy this item requirement. This only applies if you have
the Purchase Orders module activated and have selected the Allow Back to
Back Ordering option on the SOP - Utilities - Set Options - Advanced

Options form.

Note: You can also decide whether you want the application to create either a
purchase order or an uncommitted purchase order document by selecting Allow
Purchase Orders or Allow Purchase Order Documents on the Set Options -
Action Advanced Options form in the Sales Order Processing module.

If the application detects there is enough free stock to satisfy the quantity on
the detail line, the message ‘You have enough Stock to satisfy this order’ is
displayed, and you can choose whether to continue or not.

The application also checks whether the Allow P/O option is selected in the
Stock - Processing - Options command (or the equivalent Allow to be
Ordered on P/Order option on the Product form in the SOP, Invoicing or P.
Orders modules). If the option is not selected, you will not be able to raise a
purchase order for the stock item.

If you select the P/O option, the Action - Purchase Order command
displays the supplier, supplier product reference, purchase price and
purchase discount values from the preferred supplier record associated with
the stock item. If there is no preferred supplier record, you can enter this
information in the boxes provided.

o x|

P} Supplier Mo, GROOOOL | | Wi H Grosse Limited
Supplier Product ho. 22094834 v
Purchase Price : 7.94 | Currency : Exch Rate : 1,000000
Purchase Discount : 0.00 | paiseMow []
Delivery :

Crion Vehicles Leasing

Orion House

Crion Way

Kettering

Northants

MN1S 6PE

Delivery Instructions :

Cancel
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Costing Analysis

This only applies if you use the Costing application.

Box Description ‘

Job/Phase A reference that identifies the job and phase to which the transaction is to be
analysed. You can select from a list. Job and phase records are maintained
using the Job Processing command in the Costing application. The job or
phase record must be one assigned to the customer account you are
processing or where the Account box is blank on the job.

Cost Code A reference that identifies the cost code to which the detail line is to be
analysed. You can select from a list. You can only select revenue type cost
codes (that is, Interim Billing, Final Billing or Retention). If the Allow C.C.
Budgets option is selected on the job record. If you have the Allow Cost
Code Additions option cleared on the Set Options form in the Costing
application, you can only select cost codes that have already been assigned
to a job using the Budgets command on the Action menu associated with
the Job form in the Costing application.

If you have the Allow Cost Code Additions option selected on the Set
Options form in the Costing application, you can use the Assign Cost
Codes command on the Action menu associated with the Costing Analysis
form to add a new cost code record to the currently selected job. The Assign
Cost Codes for Job form appears listing available cost codes that can be
assigned. You click to select the cost code record you want to assign and
then click Assign.

If the Allow C.C. Budgets option is cleared on the job record, all valid cost

codes are displayed for selection.

EC VAT SD Information

This only applies if you have the EC VAT module installed and activated and
where the Goods Value = Supplies option is selected for the corresponding VAT
code record on the VAT Processing form in the System module.

Box Description

Commodity A number that identifies the commodity code for the item on this line of

Code the invoice. You can select from a list. The commodity code is used on
the SD to classify types of goods and related services. Commodity
codes are maintained using the Commodity Codes command on the
Maintenance submenu of the EC VAT module. The default displayed is
the one specified on the EC VAT SD Information form associated with
the stock record.

Net Mass The net mass, in kilograms, for this line of the invoice. This value is
included on the SD. The default displayed is the one specified on the
EC VAT SD Information form associated with the stock record.

Multiply Net An option that determines whether the net mass is multiplied by the
Mass Units by  quantity of the item included in the detail line.

Qty

Supplementary The supplementary units (second quantity). This applies where a
Units commodity code has an entry in the 2nd Qty. Description box

indicating that a second quantity is required (in line with HMRC
regulations). Commodity codes are maintained using the Commodity
Codes command on the Maintenance submenu of the EC VAT
module. The default displayed is the one specified on the EC VAT SD
Information form associated with the stock record.

Multiply Supp.  An option that determines whether the supplementary units are

Units by Qty multiplied by the quantity of the item included in the detail line. This
option is enabled if the commodity code has an entry in the 2nd Qty.
Description field in the EC VAT - Maintenance - Commodity Codes
command.
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Mode of The mode of transport that is to appear on the SD. The default entered

Transport on the EC VAT form associated with the customer record appears. You
can select an alternative from a list. This is optional so if no mode of
transport records exist, the box can be left blank. Mode of transport
records are maintained using the Transport Modes command on the
Maintenance submenu of the EC VAT module.

Nature of The two-digit nature of transaction code that is to appear on the SD.

Transaction The default entered on the EC VAT form associated with the customer
record appears. You can select an alternative from a list. For process
items, a nature of transaction code from 40 to 70 appears as the
default. Nature of transaction codes are maintained in the EC VAT -
Maintenance - Transaction Nature command.

Terms of The delivery terms that is to appear on the SD. The default entered on

Delivery the EC VAT form associated with the customer record appears. You
can select an alternative from a list. Entry in this box is mandatory if the
Include Delivery Terms option is selected under the EC Despatches
SD option on the Options tab of the Company Profiles form in the
System module. Delivery terms records are maintained using the
Delivery Terms command on the Maintenance submenu of the EC

VAT module.
Country of A reference that identifies the country of origin of the goods. You can
Origin select from a list. Country codes are defined using the Countries

command in the EC VAT module. The default displayed is the one
specified on the EC VAT SD Information form associated with the
stock record.

SD Cost For items where the VAT code record identified in the VAT Code box
has the Pre-Process Item or Post Process Item option selected on
the VAT Processing form in the System module, process code, this the
cost value of the goods for SD reporting purposes. The value you enter
must reflect the actual value of the goods but it will not be debited to the
customer’s account.

Detail Screen

After each transaction line has been entered red writing will indicate that the stock
has been Allocated to the Order.

Cost: | 7.80 Margn%:| 35.00  Profit: §40.00
Due: |05/11/2004 ... | Priority : 2 Wi r

Department : | CS Q I Costing Analysis

Action = Order total ex VAT 2400.00 Post Close
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When the Order is ‘Posted’ this will be confirmed and the stock header figures will

. . Notes
reflect a Qty SO and an Allocated Qty, therefore reducing the Free Stock figure =
O™ o IAII'H melm Fagkeqa I 1] rer: I
sepice: [ 1200 awCest [ 7e0  LestCosts [ 780
In Stock : |f | 190.00  Projected: 0.00
Allocated : 200.00 Qty.PO: 60.00 Lastlss. :  |06/05/2004
Freestock: [ 60.00 Qt.so: | 20000  lastRec.: [os/12/2003
Qty. WIF : 0.00 BOM Alloc. : 0.00 Qty. WO : 0.00
Post
Click on the Post button to save the record and to enter the document details onto
the system. Once the document has been posted to the system it will appear on
the Browser screen of the Invoicing / SOP Processing form.
3 SOP Processing : ADAOOOY, - Adams Light Engineering Ltd =[]
oo | 1 |
Address ! Close Road Current Balance : | [3] 5028379
Gosforth Industrial Park Order Balance : 316914.90
Gosfarth Turnover : ) 426223.40
Northumberland Credit Limnit ¢ 0.00
NCS LWR |
Account E-Mall @ | jmi@ale.co.uk Account Conkack : | Mr 3 Miller
Order E-Mail ¢ gs@ale.co,uk Order Contact : Gordan Smethwick,
‘web Site : . ale. ca.uk Telephone : 01662 676543
Order Facsimile : 0168z 775510
Memo Document  Doc Date Type Mumber Date Cust Ref, Status R G A
] DOCO0S03  |01/01/2010 |Document  [Docoosos  |oijoi/zo10 |coszoss Contract
i DOCOOESS  |07/05/2010 |Quate QUODODEZ  [07f05/2010 Priveed |
i DOCOOTI4  |05/07/2010 |OrdyDi ORDOOZEZ  [0S{07/2010 Priveed |
i DOCOOT20  |23f08/2010 |Ord ORDOOZES  [23{08/2010 Privked |4 |
i DOCOOT2Z 1040942010 |Ord ORDOOZFO  [10f08/2010 Priveed |
b
I« ] 3
9
it 0 =
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3.2.3.1 Rounding in SOP (Technical Information)

Notes
Rounding in SOP, calculation of line values, discounts and VAT.
The flags to allow line, overall and settlement discounts can be set for each
individual stock line (stock item settings). The reason is that ‘discounts' must be
applied only to the stock lines that will allow it. In the same way, each stock line
has its own Vat Code (only relevant in the situation that the Product Vat Code is
not over-ridden by the customer Vat Code). That means the Vat must be applied
to each line independently.
Under these conditions, the way to proceed with the price calculation and
application of discounts must be line by line of stock items.
Each stock item will have the following sequence of calculations (subject to the
relevant flags and options being set):
- . . Line Overall Final
S.tOCk Qty Indlv_ldual LI LI Discounted O_verall Discounted Settlgment Discounted | VAT
item Price Value Disc. Discount Disc.
Value Value Value
For each item on the document:
~
eCalculate the Line Value by multiplying the individual line price by the quantity and
round the resulting figure to 2 decimal places.
):
-~
eCalculate the Line Discount Value using the Line Discount % on the Line Value and
round the resulting figure to 2 decimal places. Then subtract this from the Line Value.
A
eCalculate the Overall Discount Value using the Overall Discount % on Line Discount
Value and round the resulting figure to 2 decimal places. Then subtract this from the
Line Discount Value. >
X
eCalculate the Settlement Discount Value (for VAT calculation) using the Settlement Disc.
% on the Overall Discount Value and round the resulting figure to 2 decimal places.
Then subtract this from the Overall Discount Value. )
5
eCalculate VATable value using the VAT% on the Settlement Discount Value and round
this figure to 2 decimal places.
>
After each line has been calculated, each column will be totalled, and posted
accordingly to the header file (IHEAD):
Item 1 Individual Less Line Less Less VAT Total net
Price * Discount Overall Settlement Line value
Quantity Discount  Discounts
Item 2 Individual Less Line Less Less VAT Total net
Price * Discount Overall Settlement Line value
Quantity Discount  Discounts
Totals: Total Order  Total Line Total Total Total Total net
Value Discounts Overall Settlement Vat Order value
Discoun  Discounts
t
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Notes

Examples with actual values are in the table below;

1 3 0 35 1056 106 £26 K25 9975 6.982F 698 9277 83493 B35 8442 147735 1477
2 3 1 358 1074 1074 537 537 102.03 71421 714 9489 85401 854 8635 1511126 1511
3 3 2 3581 10743 10743 53715 537 102.06 T1442 714 9492 55428 854 8633 1511656 1512
4 3 3 35.881 107643 10764 5382 538 10226 71582 716 951 8559 856 8654 151445 1514
5 3 4 358831 107 6643 10766 5383 533 10228 71696 716 9512 55608 B.56 8656 15148 1515
6 3 5 3588881 10766643 10767 53835 538 10229 71603 716 9513 85617 856 8657 1514975 1515
T 3 6 35886881 107666643 10767 53835 538 10229 T1603 716 9513 85617 856 86.57 1514975 1515
Totals Ta0.47 71296 663.06 10569

Document Total Goods | 663.06

VAT 105.59

Total | 768.65
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3.2.4 Deliver, Invoice and Credit

If you create documents in the Delivery, Invoice or Credit command on the Action
menu associated with the SOP Processing form, you can enter a quantity for each
stock item even if you do not physically have the stock items available. As soon
as you post the transaction, the stock quantity is processed immediately.

Please note the following in respect of processing these types of transaction:

e When progressing an order to a delivery, the application asks if you wish to edit
the document before delivery. If you do, the order header and detail lines are
presented for amendment.

e If you change the quantity for a delivery detail line for which a purchase order
exists that results in the total quantity for delivery being more than the quantity
received, a warning message is displayed, but you can continue if required.

e  When progressing an order line to a delivery for which a purchase order exists,
the suggested delivery quantity will be that which satisfies the quantity received or
the total quantity ordered, whichever is the lower. If the quantity entered is more
than this, a message is displayed to inform you, but you can continue.

e When progressing an order line to a delivery for which you have selected the P/O
option, but where the order is yet to be generated, the suggested delivery quantity
is set to zero. If you change this, the message ‘Originally Requested as Back to
Back - Supply from Stock ?’ is displayed. If you accept this, the P/O option is
cleared; otherwise you cannot change the quantity.

e When progressing an order line to a delivery for which you have selected the W/O
option, but where the works order is yet to be made, the suggested delivery
quantity is controlled by the Forced Allocations and the Suggest Made
Quantities if Back to Back Works Order options on the Sales Order
Processing\Invoicing - Utilities - Set Options form.

o If the Forced Allocations option is selected, the suggested delivery
quantity is the quantity allocated to the order line.

o If the Suggest Made Quantities if Back to Back Works Order option is
selected, the suggested delivery quantity is the quantity made for the
sales order in the Bill of Materials application.

e Traceable stock only applies if you have the traceability feature activated. If you
need to process stock records that are traceable by serial or batch numbers, refer
to the Traceability section within the Stock module documentation for information.
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e  When progressing an order to a delivery, the application asks if you wish to edit the
document before delivery. If you do, the order header and detail lines are presented for
amendment.

. If you change the quantity for a delivery detail line for which a purchase order exists that
results in the total quantity for delivery being more than the quantity received, a warning
message is displayed, but you can continue if required.

e  When progressing an order line to a delivery for which a purchase order exists, the
suggested delivery quantity will be that which satisfies the quantity received or the total
guantity ordered, whichever is the lower. If the quantity entered is more than this, a message
is displayed to inform you, but you can continue.

. When progressing an order line to a delivery for which you have selected the P/O option, but
where the order is yet to be generated, the suggested delivery quantity is set to zero. If you
change this, the message ‘Originally Requested as Back to Back - Supply from Stock ?’ is
displayed. If you accept this, the P/O option is cleared; otherwise you cannot change the
guantity.

e  When progressing an order line to a delivery for which you have selected the W/O option,
but where the works order is yet to be made, the suggested delivery quantity is controlled by
the Forced Allocations and the Suggest Made Quantities if Back to Back Works Order
options on the Sales Order Processing\Invoicing - Utilities - Set Options form.

o If the Forced Allocations option is selected, the suggested delivery quantity is the
quantity allocated to the order line.

o If the Suggest Made Quantities if Back to Back Works Order option is selected,
the suggested delivery quantity is the quantity made for the sales order in the Bill
of Materials application.

e  Traceable stock only applies if you have the traceability feature activated. If you need to
process stock records that are traceable by serial or batch numbers, refer to the Traceability
section within the Stock module documentation for information.

Reverse Charge for goods

If a source document - like a sales order - includes goods items that use Reverse
Charge for goods VAT codes but the value of the available quantity that can either
be delivered or invoiced is less than the HMRC de minimis level, a message is
displayed informing you to change the VAT code to a non Reverse Charge code.
If you must part deliver or invoice the document you need to either:

e Edit the sales order in the Order command and change the order quantity to what
can be delivered, and the VAT code to a non Reverse Charge code. Then save
the order and Progress it to a delivery or invoice. You will need to create another
sales order line to make up the difference.

e Receive additional stock from your supplier before progressing the document.

Note: You can use Reverse Charge for goods VAT codes on credit notes even if
the goods value is below the de minimis level. This means you can return any
items that are subject to Reverse Charge accounting to a supplier regardless of
the value of the items you are returning.
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Reverse Charge for Services

To account for a service provided to an EC customer that falls under the Reverse
Charge provisions, use a zero rate VAT code which has been set up to update
box 6 on the VAT Return and also update the EC Sales List.

3.2.5 Cash Invoices

You can create cash invoices for which a receipt is posted at the same time. A
cash account is recognised by the prefix defined in the Cash Account Prefix box
on the Set SOP Options form. For example, you might use the prefix 'CASH' and
so any account with a reference beginning with the word 'CASH' will be treated as
a cash sales account. The entry of the receipt details is done when you have
completed and posted the invoice details. When you have completed the details,
the relevant files are updated and the receipt is automatically allocated to the
invoice. The Post Cash Receipt form appears and the following details are
displayed or required:

Box Description
Bank A reference that identifies the bank account to which the receipt is posted.
Account You can select from a list if the Multiple Bank Accounts option is selected

on the Sales Options form in the Sales module.

NL Posting The Nominal Ledger posting date. If you use the Open Period Accounting

Date feature, this is the date used to determine the period in the Nominal Ledger
that the transaction is posted to. For more information, see the
SOP/Invoicing and Open Period Accounting Help topic.

Transaction The date of the invoice.

Date
Ref 1 The invoice number.
Ref 2 This defaults to the receipt name specified for the customer (this is the one

selected using the Receipt list box under Second Reference on the
Options form associated with the Customer form in the Sales module), or, if
this is blank the first receipt description on the Receipt Names form in the
Sales module. You can select an alternative from a list. If you are using the
Cashbook module, this also determines the cashbook type.

Transaction The receipt value (the amount being paid) which defaults to the invoice value
Value but can be amended to any value less than that of the invoice.

Reference You may enter a reference for the receipt in this field.

Invoice The value of the invoice.
Value

Cashbook Paying In Slip Report

To include the cash receipt on the Paying In Slip report in the Cashbook, make
sure the Paying In Slip box is ticked on the CashBook Type used for the
transaction.

This does not apply to Credit Card receipts.

Credit Card Details

If you have the Cashbook module and you have selected a receipt name in the
Ref 2 list for which the corresponding Cashbook type is for credit cards, the Credit
Card Details form appears for entry of the credit card number, expiry date and
name on the card.
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Credit Card Entries

(210)'¢ Description
Card Number  The credit card number. This must be 13 digits long.
Expiry Date The month and year of expiry.

Authorisation An authorisation number, if required. This can include letters as well as
Number numbers if appropriate.

Name The cardholder name as it appears on the credit card.

3.2.6 To Post a New Document

Use the Processing command to create and process one or more of the following
types of records for customers.

e  Quotations

e Proformainvoices

e Sales orders

e Delivery notes

e Sales invoices

e  Sales credit notes

e Sales 'foundation' documents.

Note: Foundation documents are those used for the basis of other documents
created in Invoicing and Sales Order Processing. You can create 'contract'
documents whose invoices are to be repeated during a given period with a
predefined frequency.

1. Open the Sales Order Processing or Invoicing folder and then click Processing or
click the Supply Chain Management tab on the Ribbon Bar and then click either
Sales Order Processing - Processing or Invoicing - Processing.

2. Click Action, and then select the type of document that you want to post (Quote,
Proforma, Order, Delivery, Invoice, Credit or Document). You can also press F5
for Orders, F6 for Delivery and F7 for Invoice instead of using the Action menu.

3. Click Action again and select New, or press CTRL+N. The Publisher form is
normally displayed. Select the required output type and click Publish.

4. Update the details on the header and details forms. The form that is displayed first
is controlled by the Header Input First option on the Sales Order Processing -
Utilities - Set Options or Invoicing - Utilities - Set Options form.

5. Select the Post button to post the transaction.

Tip: When entering lines on the details form use the Page Down key on your
keyboard to quickly save a line and then start a new line. When you have added
the last line, press the Esc key and then select the Post button to post the
transaction.

Note: If the Confirm option on the System - Utilities - System Preferences form is
selected, a prompt will be displayed for you to confirm whether you want to
update the files with the details of the document. If you select No, the header or
details form will be displayed again, the information is retained but no files are
updated. If you click Yes, the files are updated with the details of the document.
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3.2.7 To Post a VAT Only Invoice

It may sometimes be necessary to post an invoice that includes only VAT. This
may be because you need to correct an earlier invoice posting if the incorrect VAT
rate was used. It may also be because you only need to account for the VAT
element of a transaction because the goods element has already been accounted
for.

1. Open the Sales Order Processing or Invoicing folder and then click Processing or
click the Supply Chain Management tab on the Ribbon Bar and then click either
Sales Order Processing - Processing or Invoicing - Processing.

2. Click Action, and then select Invoice or press F7.

3. Click Action again and select New, or press CTRL+N. The Publisher form is
normally displayed. Select the required output type and click Publish.

4. Update the details on the header and details forms. The form that is displayed first
is controlled by the Header Input First option on the Sales Order Processing -
Utilities - Set Options or Invoicing - Utilities - Set Options form.

5. On the New Invoice Details form:

a. On the first line enter a description, select the required analysis code and
VAT code, and enter a positive selling price. The quantity can be left at
zero. The VAT code selected must be at the rate of the VAT charge that
must be accounted for, for example at the standard VAT rate. The selling
price entered will be used to calculate the VAT. For example, if the VAT
rate is 20% and you need to account for £20.00 VAT you must enter
£100.00 in the Sell box.

b. On the second line enter a description, select an analysis code and VAT
code, and enter a negative selling price (the equivalent negative value of
that entered on line 1, for example enter £-100.00 if £100.00 was entered
on the first line). The VAT code selected must be set to zero percent.

6. Click Post to post the transaction.

Tip: When entering lines on the details form use the Page Down key on your
keyboard to quickly save a line and then start a new line. When you have added
the last line, press the Esc key and then select the Post button to post the
transaction.

Note: If the Confirm option on the System - Utilities - System Preferences form is
selected, a prompt will be displayed for you to confirm whether you want to
update the files with the details of the document. If you select No, the header or
details form will be displayed again, the information is retained but no files are
updated. If you click Yes, the files are updated with the details of the document.

© Pegasus Training Services

Page 51


invoicingsop.chm::/Set_Options_SOP.htm
invoicingsop.chm::/Set_Options_SOP.htm
opera.chm::/System/System_Preferences.htm

Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

3.2.8 To Post a VAT Only Invoice or Credit Note (v2.22
onwards)

It may sometimes be necessary to post an invoice or credit note that includes only
VAT. This may be because you need to correct an earlier invoice posting if the
incorrect VAT rate was used. It may also be because you only need to account for
the VAT element of a transaction because the goods element has already been
accounted for.

You can post VAT-only invoices and credit notes if:

e You are posting home currency invoices and credit notes that are not
progressed from other documents (sales orders, deliveries and so on).

e The Header Input First option is selected on the SOP/Invoicing - Utilities
- Set Options form.

1. Open the Sales Order Processing Or Invoicing folder and then click
Processing or click the Supply Chain Management tab on the Ribbon Bar
and then click either Sales Order Processing - Processing or Invoicing -
Processing.

2. Click Action, and then select Invoice or Credit.

3. Click Action again and select New, or press CTRL+N. The Publisher
form is normally displayed. Select the required output type and click
Publish.

4. On the header form, select the VAT-Only box and update the other
boxes as necessary.

5. On the detail form, enter one or more description lines updating the
analysis code and VAT code.

6. Click Post to post the transaction.

Tip: When entering lines on the details form use the Page Down key on your
keyboard to quickly save a line and then start a new line. When you have added
the last line, press the Esc key and then select the Post button to post the
transaction.

Note: If the Confirm option on the System - Utilities - System Preferences form is
selected, a prompt will be displayed for you to confirm whether you want to
update the files with the details of the document. If you select No, the header or
details form will be displayed again, the information is retained but no files are
updated. If you click Yes, the files are updated with the details of the document.
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3.3 Progress (F9)

You use the Progress command on the Action menu associated with the SOP
Processing form to progress SOP records from one stage to another.

You can convert Into

Documents Any other document type. You can also create ‘contract’ documents
whose invoices are to be repeated during a given period with a
predefined frequency.

Quotations Pro forma invoices, sales orders, delivery notes or invoices.
Pro forma invoices Sales orders, delivery notes or invoices.

Sales orders Delivery notes or invoices.

Note: When you Progress a sales order to a delivery note you can choose the
delivery quantity for each order line (including both under-deliveries and over
— deliveries). This is not possible if you progress documents, quotations and
pro-forma invoices to a delivery note.

Delivery notes Invoices.

Invoices Credit notes.

Before you progress any documents, refer to the Set Options topic to ensure you
have defined the controls that affect the stages in the sales order cycle. You can
also carry out the progression on a batch basis using the Batch Processing
command. There are two ways you can select a document for progression from
the SOP Processing screen:

e You can retrieve the customer record and click to select a document of the
appropriate type from the grid in the lower-half of the form having chosen the
target document type from the Action menu.

e You can use the Find Document command on the Action menu. Regardless of the
customer record currently selected, you can use this command to display a list of
documents of a certain type, within a range of document numbers. You select
which type of progression is required and then click to select the one you want to
process from the list.

To Progress a Document from the grid

1. Open the SOP folder, and then click Processing.
Retrieve the customer record for which you want to progress an SOP record.

Click Action, and the select the command according to the type of record you
want to create. For example, if you want to progress a quotation to a sales order,
you would click 'Order'.

In the list, click to select the SOP record you want to progress.
Click Action, and then click Progress.
On the Publisher form, click to select the output destination for the document.

At the prompt 'Edit Before Posting', if you want to change the content of the new
SOP record before you post it, click Yes. Otherwise, click No.

W~

N o ok
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Notes: If progressing a sales order to an invoice, you are given the opportunity of
editing the order document before it is progressed to an invoice. This only applies
if the Use Delivery Notes option is cleared on the Advanced Options form
associated with the Set Invoicing Options form.

Traceable stock only applies if you have the traceability feature activated. If you
need to process stock records that are traceable by serial or batch numbers, refer
to the Traceability Help topic for information.

It is through the F9 Progress function that documents are progressed from one
type to another. For example, to progress an Order into a Delivery, select Action,
Delivery (F6), highlight the required document (Document, Quote, Proforma or
Order) and select F9. This would turn the highlighted document into a Delivery
document.

T T | Accelerator Keys |
NC5 TWR Order Contact: [ Gordon Smethwick ol
Cti+P - Print
E-Mai Address :  [james.miler @adams. co.uk Telephone : 01662 678543
Ctri+D - Delete/UnDelete
Web Site : Delivery Fecsme: 01662 775510
CHl4N - New
Memo | Document Doc Date Type Number Date Cust Ref, Status  R|+
1 DOC00S18  [05/05/2004 |Ord ORDO0118  |05/05/2004 |S04005 Printed N Curl+€ - Edt
1 DOC00S21  [06/05/2004  [ord ORDOD121  (06/05/2004  [SO4006 Printed |8 £2 - Memo
DOC00527  [10/05/2004 [Document  [DOC00S27  |10/05/2004 |1101982
DOCO0 0 004 ORDO014 0 200 F9 - Progress
) F8 - Find Document
-
«| I LI— FS - Order
F6 - Delvery
Action ~ Close
F7 - Invoice
[View | | co o

In certain circumstances the system will prohibit the editing of a document being
progressed. After selecting F9, the Publisher will load, allowing the User to select
the destination for the Delivery note. They will then be offered the opportunity to
edit the document before it is progressed.

i N

Opera 3

I L Would you like to edit before posting?

Vs || No

Selecting “Yes’ will allow the User to change any of the Header and Line details.
Because the Invoicing module does not allow part-processing, any items on the
Order that are not to be delivered should be removed from the document at this
stage. The Order will now have become a Delivery. The Document reference will
not have changed and is a way of auditing the movement of the document, the
Type will now read Delivery and a new Number will have been generated.
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E-Mail Address : |ms.nﬂer@!adams.on.|k Telephone : 01652 678543
Web Site : Delivery Facsimile : 01662 775510
Memo Doc Date Type Number Date Cust Ref. Status  [R|=~
L] DOCO0518 05/05/2004  |Ord\D (ORDO0118 05/05/2004  |SO4005 Printed A
| DOCO0521 06/05/2004 | Ord ORDO0121 06/05/2004  |S04006 Printed a
DOCO0527 10/05/2004 | Document DOCO0527 10/05/2004  |1101982

Cti+P - Print
Ctri+D - Delete/UnDelete
Ctri+N - New

| Ctl4E - Edit

F2 - Memo

m
_ o |

It is not possible to edit a document being progressed from a Delivery to an

Invoice.

If the delivery process is not being used then the system will allow the

user to edit the order prior to being progressed through to an invoice.

To Progress the Delivery into an Invoice, select Action, Invoice (F7), highlight the
required Delivery and Progress (F9). The user will be presented with the Publisher
and should choose a destination. They will then be offered the Invoice Due Date

F

“ Invoice Due Date

Due Date

09/05/2012

This will be calculated from the customer's Terms but may be amended if
necessary. They will not be given the opportunity to edit the document. Again, the
document reference will remain unchanged and the Type will now read Invoice.

Telephone :

EMad Address : | james.miller @adams.co.uk 01662 673543
Web Site : | Invoice Facsmie: |oxsez 775510
Memo | Document | DocDate Type Number Date CustRef. | staws [R[~
DOC00S18  |05/05/2004 |Ord\D ORD00118  [05/05/2004  |SO4005 printed |2
1 DOC00S21  [06/05/2004 |Ord ORD00121  [06/05/2004  [SO4006 printed |8
1 DOC00S22  [06/05/2004  |Invoice v00s03  |06/05/2004 1011 printed  |A
DOC00527  |10/05/2004 |Document  [DOc00527  [10/05/2004 [1101982

NOTE: The Invoicing module will always progress the whole document. There
are no part-processing capabilities to allow, for example, a sales order to be
delivered in two separate stages. This facility is only available through the Sales
Order Processing module.
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3.4 Contract / Repeat Invoices
3.4.1 Creating a Contract / Repeat Document

A Contract Invoice is a document that has all the hallmarks of an invoice, but,
rather than getting invoiced immediately, has a Contract Period and an Invoice
Frequency specified on it. The document then only gets invoiced when the
frequency dictates and only during the contract period. For example, a contract
invoice might be set up for a maintenance or support contract. The contract
period may run between 01/01/2004 and 01/12/2004, during which it should be
Invoiced every Month.

Contracts are set up through the Document function via the Action button. The
creation of Contracts is exactly the same as for any other type of document
except for some unique fields on the document header:

: % New Document : ADADOO1 - Adams Light Engineering Ltd @ b2
M General | Memo
Customer | Adams Light Engineering Ltd Delivery
Address : Address ; P
Close Road A
Gosforth Industrial Park
Gosforth
Morthumberland
MNC5 1WR
CustRef: Document : | == AUTO == 09/05/2012
Due : 09/05/2012 E]
Priority : 1
W/House : | MAIN |Z| Main Warehouse
Destin, : GB | United Kingdom
Raised By : | MAMAGER Repeat : &E Every 0 Days
VAT Reg. : Contract: |D  [Pavs J05/2012
H Half Yearly
Valid To : I Sales Opportunity : (M Monthly
Placed By : Quote Status : Q Quarterly
Placed With : A fAnnually
H W |Weekdy —
[ Comments : j
Wi Y
o= e o) [ ] i
Due Date

The Due Date field on a contract invoice indicates the first time that the invoice is
due within the contract period. From this date onwards, the system then uses the
invoice frequency to calculate when it is due for invoicing.

Repeat
This is the frequency that the document is to be invoiced.

Contract Dates
This is the period within which the document is going to become due for invoicing.

Once a contract document has been created, it is invoiced through the Repeat
Invoice function on the main Invoicing / SOP menu:
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Use the Repeat Invoice command to progress 'foundation' documents created
using the Document command on the Action menu associated with the
Processing form, for which the Repeat box on the documents header is set for
repeated invoice creation.

Repeat Invoice (Scheduled)

The Repeat Invoice command includes a feature to schedule the posting of
contract documents until a date and time you define. This feature works with the
Task Scheduler application which is where the date and time for the actual
posting are set up. A task can be scheduled at the same time as setting up
scheduled repeat invoicing or a message can be sent to an administrator to
schedule it for when it needs to be posted. This is useful for those users who do
not have Task Scheduler installed on their computer or they have not been trained
to use it.

For more information, see the Repeat Invoice(Scheduled) Help topic.

3.4.2 Repeat Invoice function

To process repeat invoices

1. Open the SOP folder, and then click Repeat Invoice.

On the Repeat Invoice Options form, use the boxes and options to determine
which documents are presented for processing.

3. Click OK. The Suggested Repetitive Invoices List form appears.

4. Depending on exception conditions, you can change which documents are to be
invoiced.

5. Click OK.
6. Use the Publisher form to determine the output options for the invoice documents.

Notes: Use the commands on the Action menu for additional processing options.

Traceable stock only applies if you have the traceability feature activated. If you
need to process stock records that are traceable by serial or batch numbers, refer
to the Traceability section within the Stock module documentation for information.

The Repeat Invoice function will produce a Suggested Contract Invoice List that
shows all contracts that are due for invoicing, based upon the Invoice Up To date
entered.
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3.4.2.1 Criteria Form

The first form displayed is where you must choose the criteria for the invoice run,
including the latest invoice due date, whether the invoices will be posted to the
next period in the Sales Ledger, whether to schedule the run for a later time and
to include only customers who receive invoices by email, and so on.

Schedule Repeat Invoice Runs

Repeat Invoice includes a feature to schedule the posting of contract documents
until a date and time you define. This feature works with the Task Scheduler
application which is where the date and time for the actual posting are set up. A
task can be scheduled at the same time as setting up scheduled repeat invoicing
or a message can be sent to an administrator to schedule it for when it needs to
be posted. This is useful for those users who do not have Task Scheduler
installed on their computer or they have not been trained to use it.

Tip: See the To Schedule Repeat Invoice Postings Help topic for details of how to
schedule repeat invoice postings.

This feature is available in Opera 3

Process Email Customers, Print Customers or All Customers

Choose to process only due contract invoices for customers that have been set up
for emailing, customers that are not set up for emailing - invoices for these
customers will be printed, or all customers.

The choice made for the previous repeat invoice run is saved and presented for
this invoice run.

Box Description
Email Select to process due contract invoices only for customers that have been set up
Invoices to allow invoices to be sent by email.

The Publisher form, which is where you select to either print, email or save the
invoices in a file, is displayed on the Suggested Invoices form before any
invoices are posted. The form is not displayed again during the posting process.
The Email tab is selected automatically and updated with the title and content of
the email is defined on the System Manager - Maintenance - E-Mail Profiles form.

Tip: See the To Set Up Customers for Email Help topic for details of how to set up
customers for email.

Note: Contract invoices that are due for customers that are not set up for emailing are also
displayed but are marked as exceptions so cannot be posted.

Note: It is not possible to email invoices that are scheduled for a later posting using
Pegasus Scheduler. If the Use Scheduler option is selected this option cannot be used.

Print Select to process due contract invoices for printing only.

Invoices Important: This also applies to customers who have been set up to receive
invoices by email so invoices for these customers will also be displayed on the
Suggested Invoices form.

If you need to send your invoices by email to customers that have been set up for
emailing, use the Email Invoices option.

Print The Publisher form is displayed on the Suggested Invoices form once before
Invoices... . . . . . K .
any invoices are posted. The form is not displayed again during the posting
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process. The Printer tab is selected automatically with your default printer
selected.

Email and Select to process due contract invoices for all customers.
P”nt, The Publisher form is displayed on the Suggested Invoices form before any
Invoices invoices are posted. It is not displayed again during the posting process. The
Printer tab is selected automatically with your default printer selected.
The form is displayed either:
once (if all customers are set up for either printing or emailing invoices) or;

twice (if some customers are set up for emailing invoices and others for printing
invoices).

Once you have completed the criteria that determine which documents are to be
progressed to invoices, the application displays a list of the selected documents
on the Suggested Repeat Invoices List. By default, all documents in the list are
selected for repeat invoicing unless an exception exists that prevents this. Some
exceptions can be overridden. These are indicated by the word 'No' in the Select
column. Other exceptions, indicated by an asterisk (*) prevent the selection and
processing of the item until the error condition is rectified.
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“‘ Invoicing Repeat Invoice @

Invoice Up To ¢ 24092012

Tax Point Date : 24092012

ML Posting Date : 24/09/2012 ... | Gep 2012

Advanced Posting
Use Scheduler : [l
]

E-Mail Only :

E)E)

@

oK l [ Cancel

Option

Invoice
Up To

Tax Point
Date

NL
Posting
Date

Advance
Posting

Use

Scheduler

Description

The date up to which repeat invoices are due that determines which ones are
selected for processing. The application selects all contract documents
whose next invoicing date falls either before or on the date you enter.

Note: If you have omitted to invoice a contract document on one or more previous
occasions, the application includes a copy of the document in the suggestion list for
every outstanding due date.

The tax point date for the invoices. This defaults to the current system date.

Note: The invoice (transaction) date printed on invoices generated from this process
will be the system date if you have selected the Use System Date On Contract
Invoices option on the Set Options form; otherwise it will be the due date on the
document header plus the date interval since the last invoice.

The Nominal Ledger posting date. If you use the Open Period Accounting
feature, this is the date used to determine the period in the Nominal Ledger
that the transaction is posted to. For more information, see the
SOP/Invoicing and Open Period Accounting Help topic.

Open Period Accounting is available in Opera 3 and Opera 3 SQL.

An option that determines whether invoices generated by this process are
posted to the next accounting period in the Sales module. This only applies if
the Allow Advance Postings option is ticked on the Set Options form in the
Sales Ledger.

An option that determines whether the Repeat Invoicing run will be posted at
a later time. For more information, see the Repeat Invoice(Scheduled) Help
topic. Pegasus Scheduler must be installed on the Opera 3 server before you
can tick this box.

Note: It is not possible to schedule invoices for emailing to customers. If you do use
this feature all the invoices will be either printed or saved to a file - depending on your
selection on the Publisher form.

If you need to send your invoices by email do not use this option. This
feature is available in Opera 3. A note may be displayed if a problem has
been found that will prevent this box being ticked:

No Scheduler permissions - your network permissions for the Scheduler
Dynamic share locations are not set correctly. See the Scheduler Technical
Information Help topic for details.

Scheduler not available - the Dynamic Link Library
Pegasus.Schedulerinterface.dll cannot be found on your workstation. This is
displayed if the Pegasus Scheduler (1.30 or later) client installation has not
been installed or an earlier version of the Scheduler client is installed.

Scheduler Server installation invalid - the Dynamic Link Library
Pegasus.Schedulerinterface.dll is installed and registered correctly but an
earlier version of the Scheduler client is installed. Install the Pegasus
Scheduler (1.30 or later) client installation to correct this.

Invalid Scheduler configuration - this is a ‘catch-all' error where a problem is
detected but it is not one of the errors described above. Install the Pegasus
Scheduler (1.30 or later) client installation to correct this.
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Use Detailed steps to install Task Scheduler are included in the Opera 3
Scheduler ... |nstallation Guide. See the User Guides Help topic for how to view the guide.
E-mail An option that determines whether invoices generated by this process are
Only sent to customers by email. Only customers with the E-Mail Invoices box

selected on the Sales Ledger - Processing - Terms form will be included in
this posting process if this box is selected. Other customers are ignored.

Important: The title and content of the email is defined on the System Manager -
Maintenance - E-Mail Profiles form. You will not be able to change these details before
the email is sent. Please be sure that the profile includes all the relevant details before
sending emails for the first time.

Note: It is not possible to email invoices that are scheduled for a later posting using
Pegasus Scheduler. If the Use Scheduler option is selected this option cannot be
used.

3.4.2.2 Suggested Repeat Invoices List

Once you have completed the criteria that determine which documents are to be
progressed to invoices, the application displays a list of the selected documents
on the Suggested Repeat Invoices List. By default, all documents in the list are
selected for repeat invoicing unless an exception exists that prevents this. Some
exceptions can be overridden. These are indicated by the word 'No' in the Select
column. Other exceptions, indicated by an asterisk (*) prevent the selection and
processing of the item until the error condition is rectified.

Traceable items are indicated by an ‘X’ appearing in the T column. If you need to
process stock records that are traceable by serial or batch numbers, refer to the
Traceability section for information.

Note: If you are setting up a Scheduled Repeat Invoicing run this list is not
displayed. For more information, see the Repeat Invoice(Scheduled) Help topic.

Actions

You can use the following commands on the Action menu.

Use this To
command

(De) Select  Toggle the selection of a line on or off. If selected, the word 'Yes' appears in
the Select column. If the word 'No' appears in the Select column, an
exception condition exists, but you can still change the status to 'Yes'. If an
asterisk (*) appears in the Select column, an exception exists that prevents
the document from being selected.

Reverse Reverse all selections so that selected items are deselected and vice versa.
Selection This does not affect those for which an exception condition exists.

Accept Accept the selections and proceed with the creation of invoices.

View View details of the selected document including header and line details.

Exceptions Display the exception details associated with the document.

Override Display a dialog in which you can specify if accounts should be included in
Credit/Stop the Repeat Invoicing run if either of the following apply:
Status

- the account is over its credit limit, or will go over their credit limit when the
Repeat Invoicing is run
- the account is on stop.

Memo Display the memo associated with the document.
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Number Date Customer | CustRef,  |M| Goods Yalue Total Yalue | Select Due:
DOCO0022
DOCO00ZZ  (01/04/2000 |ADAOO0L  JCON 45412 250.00) 293,75 es
DOCO00EZ  |01/07/2000 (ADADOOL JCON 45412 250.00( 293.750es D107 2000

Tokals : I 750.00 861.25

If an item has an Asterisk marked in the Select column, the system here indicates
that the document is an Exceptions Item and an invoice will not be printed for that
document until the exception has been resolved.

From here, selecting the F3 Exception function key will allow the user to view the
type of exception involved, for example, whether an account is On Stop or has
exceeded its Credit Limit.

Customer Account on Stop ;l

Exceptions

For Documents that have an Asterisk marked against the User may override the
exception by selecting the F5 (De) Select function key. This will change the
Asterisk to a Yes in the Select column to signify that the document is ready for
invoicing.

If the Sales account is on ‘Stop’ this is deemed to be a serious exception. If there
are several invoices due for the customer it will not list them all, only the oldest
outstanding invoice. The Sales account must be taken off hold before all due
invoices appear in the Suggested Repetitive Invoice List.

Override Credit/Stop Status

This option will allow the user to override system generated Exceptions, where the
customer account is over the credit limit or is currently on stop. Other exceptions
may still apply.

Once an invoice has been produced, it will no longer appear for processing on the
suggested list and the due date on the contract document will have incremented
to the next date that an invoice is due to be raised.
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3.4.3 To Set Up Customers for Email (v1.81+)

Notes
It is possible to send quotes, proforma invoices, order acknowledgements,
delivery notes and invoices to your customers by email rather than posting printed
documents. You can email different document types from the Processing, Batch
Processing and Repeat Invoicing commands in Sales Order Processing and
Invoicing.
3.4.3.1 Stepsto Set Up Email
Complete these steps to set up Opera for emailing documents:
Task Form
1. Enter the relevant emalil Sales Ledger - Processing
addresses for your order and .y : " P
account contacts in the E-Mail ‘ Sales Processing : ADADDOL - Adams Light Engineering Ltd
Address boxes. If you use : .
. List
Ledger and Invoice accounts =
you must also set up these Company Mame : | Adams Light Engineering Ltd
accounts with email
addresses. Address : Close Foad
Gosforth Industrial Park
Gosforth
Maorthumberland
Post Code : MC5 1WR
AJC Contact : Mr 1 Miller
E-Mail Address : jm@ale.co.uk
Order Contact : Gordon Smethwick
E-Mail Address : | gsi@ale.co.uk
2. Select the documents you Sales Ledger - Processing - Terms
want to email under E-Mail. If & Terms
you use Ledger and Invoice
accounts you must also select [T] Use Custom Profile?
documents that can be Terms Profile : NODISC IZ| Standard Customer
emailed for these accounts. )
Discount Group :
Price List :
Invoice Discount : 0.00
Due Date Options : | Day of Month Following Invoice 15 = D
Settlement Discount
Days 1: 0 0.00 % Debtor's Letter
Days 2 : 0 0.00 % Minimum Debt :
Indude Delivery Charges VAT Indlusive
Banking Mail E
Bank Account : Statements E
. [¥] Quotes
Sort Code : - - @pro
Bank Ref : [¥] orders
[¥] Delivery Notes
Femdid M i e i +
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3. Define your email profiles that ~ System Manager - Maintenance - E-Mail Profiles

will be used when the emails & E-Mail Profiles ===
are sent. iGeneral| List

Report: sginde Invaicing/SOP Delivery Note Field Selector: 'E-Mail To'

EMailTo: | SalesAccountOrdEmail) .| [ belivery Nate

Subject: | Delivery Note »| | E-System

Message: | Thank you for your order. Your Delivery Note - {Defiveryto} -is attached. =

Attachment: | {DeliveryNo} [¥] Allow Duplicates

3.4.3.2 Account Contact & Order Contact Email Addresses

Unless you use the facility in Opera to link your customer accounts to other
accounts (Ledger accounts and Invoice accounts), the email addresses used are
always the following:

‘ Document Email Address
Sales orders, delivery notes and quotes Order contact
Invoices and proforma invoices Account contact

3.4.3.3 Ledger & Invoice Accounts

You can also define email addresses for Ledger accounts and Invoice accounts
and select which documents can be sent by email for these accounts.

This table shows which email addresses are used for each type of document that
you email to your customers if they have been entered (step 1 above) and the
documents have been chosen for emailing (step 2 above).

Posting Account  Ledger Account Invoice Account

Account  Order Account  Order Account  Order
Contact Contact Contact Contact Contact Contact

Orders & No Yes No No No No The order contact's en%ail address on the
Quotes posting account is always used, regardless of
whether it is linked to dther accounts.
Proforma Yes No No No No No The account contact's iemail address on the
Invoices posting account is always used, regardless of
whether it is linked to cher accounts.
Delivery No Yes 2 No No No Yes 1 1. Ifthe posting accfnunt is linked to an
notes Invoice Account, that account's order

contact email ad(;]ress is used.

2. If the posting account is not linked to an
Invoice Account, ithe order contact's email
address on the pfosting account is used.
If the posting account is linked to an
Invoice Account but that account has not
been set up with an email address for the
order contact theh the address on the
posting account is used.
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Invoices Yes c No Yes a No Yes ® No a. The account contact's email address on
the Ledger account is u

email address, the Invoice account's
account contact email address is used.

c. Ifthe Invoice account does not have an
email address, the posting account's
account email address is used.

Note: If you want to e-mail a document to a customer who is not set up to email
documents as their default option, you can still select the Email tab on the
Publisher form and enter the message details manually.

3.5 Batch Processing

The Batch Processing function from the main Invoicing / SOP menu allows
multiple documents of one type to be progressed to another.

To Progress SOP Records in Batches

1. Open the SOP folder, and then click Batch Processing

On the Batch Processing Options form, use the boxes and options to determine
which documents are presented for processing.

3. Click OK. The Suggested List form appears.

4. Depending on exception conditions, you can change which documents are to be
progressed.

5. Click OK.
6. Choose the output sequence you want.

7. If documents are to be printed as a result of the progression, use the Publisher
form to determine the output option.

Notes: Use the commands on the Action menu for additional processing options.
Traceable stock only applies if you have the traceability feature activated. If you need to process stock
records that are traceable by serial or batch numbers, refer to the Traceability section within the Stock
module documentation for information.

Use the Batch Processing command to post the following transactions
automatically as part of a batch process:

(] Documents
e  Quotations
e  Proforma invoices

e  Sales orders

O These are only produced for those customers where the Acknowledgement
Required box is ticked on the customer's Delivery Details form.

o If you ticked the Use Picking Process box on the Set Options form, sales orders
are not available for batch deliveries until the picking procedure has been
completed, which in turn requires the orders to be allocated.

o If you have the Stock module, progressing documents, quotations or proforma
invoices to sales orders results in the allocation of stock according to the
options on the Set Options form unless it is an order with a priority of O (zero),
in which case stock will be allocated automatically.

e  Delivery notes

o If you have ticked the Consolidate Deliveries box on the Set Options form,
multiple source documents can be consolidated into one document per
customer if the header information is identical; for example, they all have the
same delivery address. Where consolidation is not used or does not apply, the
application creates one progression document for every source document
selected.

o If you have the Stock module, progressing sales orders to deliveries results in
the issuing of stock at the delivery stage if the Update Stock At box on the Set
Options form is set to Delivery.
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e Invoices

o If you have ticked the Consolidate Invoices box on the Set Options
form, multiple source documents can be consolidated into one
document per customer if the header information is identical; for
example, they all have the same delivery address. Where
consolidation is not used or does not apply, the application creates
one progression document for every source document selected.

o If the Allow Advance Postings option is selected on the Set Options
form in the Sales Ledger, you are asked to choose between posting
the transactions to the current period or to the next period.

o If you have the Stock module, progressing sales orders or deliveries to
invoices results in the issuing of stock at the invoice stage if the
Update Stock At box on the Set Options form is set to Invoice.

You can omit any one or more of the document stages. For example, you can
progress ‘foundation' documents straight to invoices, or pro forma invoices
straight to deliveries (omitting the sales order stage), and so on.

3.5.1 Sending Documents by Email

You can send documents like delivery notes or invoices using the email
capabilities in Opera Il. Documents are sent as PDF (Portable Document Format)
attachments on the emails. The PDF file names are based on the document
numbers. A default email subject is displayed and the message uses the email
profile created for the type of document in the E-Mail Profiles command in the
System module.

To be able to email documents you must make sure of the following:

e The E-Mail Address boxes have the correct email addresses for the account contact
and the order contact on the Sales - Processing form. Proformas and invoices are
emailed to the account contact's email address. All other documents are emailed to
the order contact's email address.

e The E-Mail boxes are ticked on the Sales - Processing - Terms form for the
documents that you want to email. There are boxes to allow quotations, proformas,
order acknowledgements, delivery notes, and invoices to be emailed.

Email Only Postings

The E-Mail Only box on the criteria form allows you to send your documents by
email without changing the message for each document that is posted. The
application displays the Publisher form only once before any documents are
posted. Apart from personal details like name or salutation, the content of each
email message is the same for all your customers using the profile set up for the
type of document in the E-Mail Profiles command.

Important: If you tick the E-Mail Only box you can only post transactions for
customers that have either an order email address or an account email address
and the E-Mail box for the type of document is ticked on the Sales - Processing -
Terms form. Transactions for any other customers are marked as exceptions so
you will not be able to post them.
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Attended Email

If you want to send your documents by emails but need to change the emalil
message for each document that is posted, do not tick the E-Mail Only box on the
criteria form. The application then display the Publisher form for each document
that is posted so you can change each email message before it is sent to the
customer, or select to print the document.

Note: If you leave the E-Mail Only box unticked, you can post transactions for
customers that are set to be sent by email plus those that will be printed.

3.5.2 Batch Processing Options

You use the Batch Processing Options form to determine which documents are
selected for progression.

3 SOP Batch Processing fg|

Sequence @

all orders |

Document

From : DoC00303 w

Ta: DOCO0S03 w

Docurnent Range

Due Date

TR IR T

Foreign Currency Priority

on: [ o101 [ o)

[ E-Mail only
ML Posting Date : 2810312012 Mar 2012
@ [ oK l ’ Cancel ]

Option Description

Sequence An option that determines the default order in which detail lines are
presented for batch processing. You can select Selection (that is, by
document reference), Account, Route, or Warehouse* from a list. You
can change this selection again once the selected documents are listed
for processing.

Note: If you select documents on the basis of a range of warehouse codes, the
application includes documents even if only one or some of the items on those
documents have a warehouse code that matches the range specified. These
documents are ‘part ticked’ and a comment is generated to indicate that not all
stock items in the document fall within the warehouse range.

All An option that determines whether the batch process is to apply to

Orders/Gateway gateway orders only or all orders. This only applies if you are using the

Orders Only Gateway module (and so have the Use Gateway option selected on
the Options tab of the Company Profiles form in the System module).

Ranges The start and end references that determines the range of documents
selected for allocation. This depends on you selection in the Sequence
list.
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Document
Range

Due Date

Foreign
Currency

Priority

NL Posting Date

Tax Point

Include
Traceable ltems

E-Mail Only

3.5.21

The document types that determine the range of source documents
selected for progression. You can select from a list.

The start and end dates that determine the range of documents
selected for batch processing. The default for the To box is the system
date. If you leave both boxes blank, all dates are selected.

An option that determines the currency of documents to be selected for
batch processing. A blank entry indicates the home currency.

The start and end priority codes that determines the range of
documents selected for batch processing.

The Nominal Ledger posting date. If you use the Open Period
Accounting feature, this is the date used to determine the period in the
Nominal Ledger that the transaction is posted to. For more information,
see the SOP/Invoicing and Open Period Accounting Help topic.

If you select Invoice in the To box under Document Range, this is the
tax point date applicable to the invoices to be generated by the batch
process.

An option that determines whether the documents selected include
those with serial or batch numbered items in the detall lines. Traceable
stock only applies if you have the traceability feature activated. If you
need to process stock records that are traceable by serial or batch
numbers, refer to the Traceability section within the Stock module
documentation for information.

An option that determines whether the documents selected are only
those for customers that are set to receive documents by email. If this
box is ticked, only documents for these customers will be included in
the process. Documents for all other customers will be marked as
exceptions so they cannot be progressed. For more information, see
the Sending Documents by Email section.

Batch Processing in a Multiuser Environment

If you are using a multiuser environment, the application restricts access for other
users to certain commands while batch processing is in progress. If you have
selected the Exclusive Batch Processing option on the Set Options form, no
access is permitted to data files associated with the Sales, Stock, Purchase
Orders, Costing and Invoicing/SOP modules during batch processing. If this
option is not selected, restrictions are applied as follows:

e Allfiles involved in the batch process are locked.

e After the Batch Processing Options form has been completed, all header
records selected for the batch process are 'soft-locked' (unless the record is
already being updated, in which case an exception condition is indicated on the
list form). A 'soft-locked' record is one that can be used for enquiries or reports,
but cannot be updated.

e  When you select the Accept command for the batch, any records excluded from
the selection process (that is, those with 'No' or *' in the Select column) are
unlocked, while those included are locked including the customer accounts and
stock records associated with each document.

Once the batch process is complete, you are informed of how many documents, if
any, failed the process due to locking problems. You can review them by clicking
the Review button or end the process by clicking the Terminate button. If you
choose to end the process, no further action is required. If you choose to review
the documents, a list of failed document headers is displayed and you can rerun

the process.
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3.5.2.2 Suggested Document List

Once you have completed the criteria that determine the documents included in
the batch process, a list of the documents is presented and you can change which
ones are to be processed. By default, all documents in the list are selected for
batch processing ('Yes' is shown in the Select column) unless an exception exists
that prevents this or they contain traceable items and the Include Traceable Items
option is cleared. Some exceptions can be overridden. These are indicated by the
word 'No' in the Select column. Other exceptions, indicated by an asterisk (*)
prevent the selection and processing of the item until the error condition is
rectified. You can use the following commands on the Action menu.

3 Batch Processing : Suggested Delivery List |:||Elgl

Number Date Customer Cust Ref, WH Foute Goods Val Totalval  Select T 1
ORDO0Z04 01/08/2010 (HARDOOZ AIN a1 420,00 504,00/ *
CRDO0205 07/06/2010 |HAROOOL WAIN - 6N 15.00) 18,000 *
CRDOOZ49 05/06/2010 |GREOOOL I EsP 30,01 30.01) Yes
ORDO0ZEZ 05072010 |ADAODOL AIN a1 Z285292.00) 342350.40| Yes
CRDO0ZES 24/07/2010 |AMDODOL AIM [ 8.50) 10.20| Yes
CRDO0ZET 23/08/2010 |AHLOOOL AIN [ 45.00) 54.00| Yes
ORDO0ZTL 10/09/2010 [AHLOOOL AN [{5k 42.50) 51.00] Yes
CRDOOZF3 10/0%/2010 [ARDOODL AIM [ 669,001 802.80| Yes
CRDOOZFS 10/0%/2010 (BOLOOOL S (I 39.52] 47.42| Yes
ORDO0ZE0 24/09/2010 |CARO0DO1 AN [{nk 59.245] 7114 *
ORDO0ZE1 24/09/2010 |DGRO001 AIN [ 56,52 B67.26| Yes
CRDOOZE3 24/09/2010 |GRE0OOL I ERP 115,99 116.99) Yes

< | >

9 s [ e

View ,;\ Sequence: Selection

Use this To
command

Sequence Change the order in which documents are listed. You can choose between
Selection (that is, by document reference), Account, Route or Warehouse (if you
have multi-warehouses feature activated).

(De) Select  Toggle the selection of a line on or off. If selected, the word 'Yes' appears in the
Select column. If the word 'No' appears in the Select column, an exception
condition exists, but you can still change the status to 'Yes'. If an asterisk (*)
appears in the Select column, an exception exists that prevents the document from
being selected.

Fulfil Automatically assign serial or batch numbers to documents in the suggested list that

Traceable include traceable items. Traceable stock only applies if you have the traceability

Items feature activated. If you need to process stock records that are traceable by serial or
batch numbers, refer to the Traceability section within the Stock module
documentation for information.

Reverse Reverse all selections so that selected items are deselected and vice versa. This
Selection does not affect those for which an exception condition exists.

Accept Accept the selections and proceed with the batch document progression. If detalil
line exceptions occur, for example, stock shortages preventing certain documents
from being processed, these are indicated when the batch process is complete.

Note: If one or more orders in a consolidated delivery or invoice are rejected during processing,
then the consolidated document is rejected as a whole, even though there may be individual
orders within the consolidation that can be satisfied.

View View details of the selected document including status, header, line details, and
totals.
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Exceptions Displays the exception details associated with the document. If you ticked the E-

mail only box on the criteria form, those customers that are not set to allow
documents to be emailed are displayed as exceptions. For more information, see
the Sending Documents by Email section.

Override Display a dialog in which you can specify if accounts that are currently over their
Credit/Stop  credit limit or will go over their credit limit when the Batch Processing or Repeat

Status

Memo

Invoicing is run, or accounts on stop should be included in the Batch Processing or
Repeat Invoicing run.

Note: This command is only enabled if the Override Credit Exceeded and A/C On Stop
Status option on the SOP - Utilities - Set Options form has been selected.

Display the memo associated with the document.

3.5.2.3 Notes Concerning Batch Processing in a Multiuser
Environment

If you are using the SOP module in a multiuser environment, the application
restricts access for other users to certain commands while batch processing is in
progress. If you have selected the Exclusive Batch Processing option on the Set
SOP Options form, no access is permitted to data files associated with the Sales,
Stock, Purchase Orders, Costing and SOP modules during batch processing. If
this option is not selected, restrictions are applied as follows:

e Allfiles involved in the batch process are locked.

e After the Batch Processing Options form has been completed, all header records
selected for the batch process are 'soft-locked' (unless the record is already being
updated, in which case an exception condition is indicated on the list form). A 'soft-
locked' record is one that can be used for enquiries or reports, but cannot be
updated.

e When you select the Accept command for the batch, any records excluded from the
selection process (that is, those with 'No' or "*" in the Select column) are unlocked,
while those included are locked including the customer accounts and stock records
associated with each document.

Once the batch process is complete, you are informed of how many documents, if
any, failed the process due to locking problems. You can review them by clicking
the Review button or end the process by clicking the Terminate button. If you
choose to end the process, no further action is required. If you choose to review
the documents, a list of failed document headers is displayed and you can rerun
the process.

3.5.2.4 Batch Processing Exceptions

These exceptions apply to both the Batch Processing and Repeat Invoice
commands.
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Exceptions Report

Depending on whether stock is moved at delivery note or invoice stage, an
exceptions report is displayed if you are progressing to the delivery note or
invoice.

e Quantity exceeds free stock levels.

e Stock below reorder level (for each warehouse, if you have multi-warehouses
feature activated).

e Stock below minimum stock level (for each warehouse, if you have multi-
warehouses feature activated).

e Negative stock levels (for each warehouse, if you have multi-warehouses feature
activated).

Warning: Stock is still issued even if an exception is displayed. The report is
intended only as a warning about the stock position.

Sometimes documents cannot be posted because either the document's details
are incomplete or because of the customer's status, for example they may be over
the credit limit. Some exceptions can be overridden, other exceptions cannot.

Header Exceptions

The following conditions result in an asterisk (*) being displayed in Select column.
Unless stated, these documents cannot be selected for posting.

Cannot post to a model account.
Customer analysis data incomplete.
Customer delivery data incomplete.
Customer account deleted.
Customer profile not found.
Customer trading terms not found.
7. Customer account on stop.

I o o

Note: If the Override Credit Exceeded and A/C On Stop Status is selected in the Set

Options command, you must use the Override Credit/Stop Status command on the Action
menu to override the asterisk and allow the document to be selected.

8. Customer ledger account not found.

9. Customer ledger account deleted.

10. Customer ledger account profile not found.

11. Customer ledger account on stop.

12. EC VAT country code not defined for customer ledger account.
13. EC VAT ledger account in the EC must be VAT registered.
14. Ledger account must not be inter-branch.

15. Invalid nominal code for bank.

16. Invalid nominal code for discounts.

17. Invalid nominal code for sales control account.

18. Nominal code deleted for bank.

19. Nominal code deleted for discounts.

20. Sales control account deleted.

21. Record locked.

22. Cannot be negative.

© Pegasus Training Services

Page 71


mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Opera.chm::/SOP/Set_Options_SOP.htm#OverrideCreditStop
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Opera.chm::/SOP/Batch_Processing_SOP.htm#OverrideCreditStop

Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

23. Total Reverse Charge goods value is above the threshold. This message is
displayed when documents that include Reverse Charge items are presented for
consolidation into one document. The goods values for the Reverse Charge items
on each individual document is below the HMRC de minimis level but the total
goods value for the combined document is above the de minimis level. You should
use the SOP/Invoicing Processing command to post these transactions individually.
What's Reverse Charge Accounting for goods?

24, Total Reverse Charge goods value is below the threshold. This message is
displayed if a source document (for example, a sales order) includes Reverse
Charge items that use Reverse Charge VAT codes because the goods value of the
items on the document is higher than the HMRC de minimis level, but the actual
guantity that can be delivered or invoiced equates to less than the de minimis level.
If you must part deliver or invoice the document now you need to either:

e Edit the sales order in the SOP/Invoicing - Processing - Order
command and change the order quantity to what can be delivered, and
change the VAT code to a non Reverse Charge code. Then save the
order and progress it to a delivery or invoice. You will need to create
another sales order line to make up the difference.

e Receive additional stock from your supplier before progressing the
document in Batch Processing.

25. The email address must be entered and the respective E-Mail box on the customer
record's Terms form must be ticked. For more information, see the Sending
Documents by Email section.

The following conditions result in the word 'No' being displayed in the Select
column:

1. Customer over credit limit.

2. Customer Will Go Over Credit limit. If the Include Uninvoiced Deliveries in Account
Balance option is selected in the Set Options command, any deliveries that have
not been invoiced are added to the customer's current balance to calculate if the
credit limit is breached.

Important: If the Override Credit Exceeded and A/C On Stop Status is selected in
the Set Options command, (*) is displayed rather than 'No'. You must then use the
Override Credit/Stop Status command on the Action menu to override the asterisk
and allow the document to be selected.

3. Customer country not defined, using default country code.
Detail Line Exceptions

The following conditions result in an asterisk (*) being displayed in Select column:

VAT code cannot be found.
VAT rate unavailable.
Commodity code cannot be found.

Commodity code, supplementary units, nature of transport and delivery terms not
specified (if the Include Delivery Terms option is selected on the Options tab of
the Company Profiles form in the System module).

P wDdPR

The following conditions result in the letter 'P' being displayed in Select column:

1. Not all lines fall within specified warehouse range.
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3.5.3 Consolidation of Deliveries / Invoices

It is possible during the Batch Processing routine to consolidate multiple orders for
the same customer onto single delivery notes or invoices. Consolidation is only
available if the Consolidate Deliveries or Consolidate Invoices fields are switched
ON in Utilities — Set Options.

If multiple documents for the same customer have been consolidated onto a
single delivery note or invoice, the customer reference is shown as *CONSOLID*.
In this case, the F12 View Lines function can be used to show details of which
documents have been consolidated.

Account : ADADDDL Adarms Light Enginesring Ltd

Mumber of Consolidated Orders : 3
Number Date Customer Cust Ref. Mema Goods Val, Total Value =
RO00001

ORDO000S 28f08/2000  |ADWOOOL 33014 596,001 1052.8

4 | LILI

Transaction Lines :

Stock Description DueDate | Pr [Delivery/lnvoic{ Goods Value |  vale [~
CMATO44  |Car Mat - Small 10/07/2000 E 360,00 63.00
CMATI0P  [Car Mat - Medium 107072000 | a0 327.60 57.33
CMATIZZ  |Car Mat - Large 10/07/2000 | 30 420,00 73.50
JcK102 Car Jack 107072000 | 20 240,00 42.00

: . WAl
_o |

On a consolidated document, each source document is given a heading showing
the order number and customer reference followed by the detail lines. This
makes it possible to tell exactly which orders each line on a consolidated delivery
note or invoice has come from.

Once all the relevant documents have been selected for processing, click on the
OK command button in order to produce the processed transactions.

3.6 SOP Specific Processing

Every function found in the Invoicing module is also available in Sales Order
Processing. In addition to this, SOP has extra functionality in the following areas:

e User control over the allocation of stock to Sales Orders
e Part Processing of Documents
e  Optional Picking Lists

If the Purchase Order Processing and Bill of Materials modules are present, it is
possible to use Back to Back Processing where Purchase Orders and Works
Orders can be generated from Sales Orders.
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SOP Module Menu

Supply Chain Management

~_Processing

g Allocations

=

Eﬂ'"[j
Eﬂ'"[j
Eﬂ'"[j

Picking
% Batch
IE Repeat
1] Reparts
-] Back Orders
-] Forward Orders
-] Crders Listing
-|id] suggested Deliveries
| Suggested Invoices
~[i3] Product Price List
~|i3] Shipping Labels
[T Contract Invoices
~[E] Works Orders
@ Quotes and Proformas
[T Back Te Back
I Utilities
----- Sek Options
..... i1 Reorganise
4, Glabal Price Changes
['_j Maintenance
----- Discounks
----- ] special Prices
P. Orders
Stock,
EOM
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3.6.1 SOP Document Default

A default document stage can be defined in System Manager — User Profiles, as
show below:

& User Profiles : ADMIN - The Administrator [o -2

General | List

User ID ADMIN

User Name : The Administrator
Password: | essssss Verify: | e

Manager Rights
Access Private Detalls
|:| Continuous Posting

Document Management

Capture for PDM During Continuous Posting

< S0P doc default : Order

SPM Access RIgNTS T | Full access to all records |Z|

Allow Access to Companies Make Member of User Groups
DODDODDDDDDD »  |[JAccounts department
WWWWWINWWINWWWNW Administrators
Orion Vehides Leasing - Everyone

4| [} »

9

View Y

This default is set per user and dictates the stage at which the user automatically
enters when accessing the SOP Processing form.

3.6.2 Advanced SOP Settings - Setting up the SOP
module

The way in which most of the SOP functionality works will depend upon the way
the SOP module has been set up in Utilities — Set Options - SOP Settings. SOP
Set Options has additional options to those available in the Invoicing module
which control how the extra SOP facilities work.

Note: These Advanced SOP Options cannot be changed if there are active
orders/deliveries on the system.

"‘ Advanced Options
pt

S0P
&
[ Picking From Allocation

Use Delivery Process

Restrict Allocations

|| Force Stadk Allocations

[T allocate 0 Priority Forward Transactions

icking Process!

SOP Processing
[ suggest Allocated or Picked Quantities

Back to Back
Allow Back to Back Ordering
Allow Purchase Orders
[ Allow Purchase Order Documents

BOM
Allow Works Order Requests

=)
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Box

Use Picking
Process

Picking from
Allocation

Use Delivery
Process

Restrict
Allocations

Force Stock
Allocations

Allocate 0
Priority
Forward Trans

Allocate 0
Priority
Forward Trans

Suggest
Allocated or
Picked
Quantities
(SoP
Processing

only)

Description

An option that determines whether you want to produce picking lists. If
you select this option, you can produce suggested picking and
confirmation picking lists while recording any stock shortages or
changes to the sales order. If you do not require this facility, you can
use printed copies of sales order processing documents, such as
delivery notes as picking documents. In this case, any shortages or
changes you want to make must be made by editing the delivery note
or sales order.

Note: If you intend to use the Batch Processing command, before you can
progress a sales order to a delivery note or invoice record, you must allocate
stock to the sales order. If you have chosen to use the picking process, you
must also produce the picking list before you can batch process the order. You
can also select the Picking from Allocation option, described below, to
combine the two processes, so that the process of allocation produces the
picking list automatically.

An option that determines whether you want the application to generate
a picking list automatically each time you allocate stock. You can only
select this option if you have already selected the Use Picking
Process option. If you choose not to select this option, picking lists
contain information from all confirmed allocation processes since the
last picking process was undertaken. If the allocation process is
automatic, selecting the Picking from Allocation option will result in
the picking list being produced from the automatic allocations and you
will have no means of overriding the allocation selections.

An option that determines whether you want to produce delivery notes
as separate documents from invoices. By selecting this option, you can
produce suggested deliveries lists, which you can edit. If you select this
option and also select the Consolidate Deliveries option on the Set
Options form, multiple orders for the same customer are consolidated
to be included on the same delivery note, assuming they are ready for

delivery.

An option that determines whether unfilled or part-fulfilled orders can
be edited at the allocation stage, up to the level currently in stock. If no
restriction is set, you can edit all allocations up to the amount ordered.
If there is no free stock to fulfill the order, a negative free stock is
shown but the order will not be invoiced in batch processing until there
is sufficient stock for the requirements.

An option that determines whether all order lines are allocated
regardless of stock availability. If there is not sufficient stock to satisfy
the requirements, negative allocation and free stock quantities will

result.

An option that determines whether forward transactions are to have
stock allocated to them, provided they have been assigned a priority of
zero. If this option is cleared, forward transactions can only have stock
allocated to them once they become current transactions.

An option that determines whether forward transactions are to have
stock allocated to them, provided they have been assigned a priority of
zero. If this option is cleared, forward transactions can only have stock
allocated to them once they become current transactions.

An option that determines that the quantity suggested to deliver, or
quantity suggested to invoice if you do not use deliveries, is either the
quantity that has been allocated from stock for the customer, or the
quantity that has been picked for the customer from the allocated

stock.

If this option is not ticked, the quantity that is suggested to deliver or
invoice is either:

The free stock quantity in the selected warehouse for the
stock item

The allocated quantity if the Forced Allocations option is used

The quantity received from a supplier if the sales order is
linked to a purchase order.
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Allow Back to
Back Ordering

Allow Purchase
Orders

Allow Purchase
Order
Documents

Allow Works
Order
Requests

Examples ...

The "Suggest Allocated or Picked Quantities’ option is ticked...

Example 1: Deliveries are used but Picking is not used.

1. You post a sales order for customer ADA0001 for 20 of stock item
CMATO44, The free-stock for this item is 20.

2. You allocate 15 CMATD44 to the customer.
o,

Suggested quantity for delivery on the Processing form will Ger 15 20

Example 2: Both Deliveries and Picking is used.

1. You post a sales order for customer AD#0001 for 20 of stock item
CMATO44. The free-stock for this item is 18.

2. You allocate 15 CMATD44 to the customer.

3. You pick 8 of the allocated 15.

Suggested quantity for delivery on the Processing form will ber 8 18
Exxample 3: Deliveries are not used and Picking is not used.

1. You post a sales order for customer ADAQDCOL for 20_of stock item
CMATO44. The free-stock for this item is 23.

2. You allocate 15 CMATD44 to the customer.
P,

Suggested guantity for invoicing on the Processing form Wil DEr——=——— 15 20

Note: This only applies when posting deliveries or invoices from the SOP -
Processing form. The box is disabled if you use Invoicing rather than SOP, or if
you use the product file rather than the Stock Control application.

An option that determines whether purchase order records are
generated from sales order lines where you select the P/O option to
satisfy the sales order requirement. This only applies if you have the
Purchase Orders Processing application.

An option that determines whether you can generate purchase orders
for back to back purchase order requirements.

You can select this if the Allow Back to Back Ordering option is
selected and the Allow Purchase Order Documents option is not
selected.

An option that determines whether you generate uncommitted
purchase order documents for back to back purchase order
requirements rather than purchase orders. The P.Orders - Documents
Help topic provides more information on uncommitted purchase order
documents.

You can select this option only if the Allow Back to Back Ordering
option is selected and the Allow Purchase Orders option is not
selected.

An option that determines whether you can raise works orders from
sales order detail lines.

Note: This only applies if you use the Bill of Materials application.

3.6.3 Allocating Stock to Sales Orders

When the SOP module is present, stock must be allocated to a sales order before
the order can be progressed to a delivery note or invoice. The way in which stock
can be allocated to a sales order depends upon how the module is set up in
Utilities — Set Options - Advanced SOP Options.
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Force Stock Allocations ON

With this option ON, a sales order raised in SOP will have stock fully allocated to it
at the time of the order being saved to the system, regardless of the current free
stock level (therefore, this will possibly produce negative free stock levels)

Note: this includes any forward orders on the system.

In this situation, when a sales order is raised, the detail screen will display a
message flag showing that the order line has had stock fully allocated to it, as
show below:

JbDate: | // B cost: | 7.80 Margn %: | 35.00  Profit: 840.00
Job Ref: Due : |os,f11,f2c|o-1 J Priority : | S r
Project : PMAL Q Department :lCS Q I™ Costing Analysis

Due Order, Fully Alocated

Action = Order total ex VAT 2400.00 Eost Close:
.

When Force Stock Allocations is switched on, the Allocations menu procedure,
Priority Levels and Due Dates are not used.

Force Stock Allocations OFF

With the Force Stock Allocations option OFF, the Order priority or line Priority
Level initially dictates how stock is to be allocated to a sales order.

Priority O

If the Priority Level is set to 0, and the order has a due date of the same day, then
stock will be immediately allocated upon update (i.e. the point when the order is
saved to the system), however, this will be only up to the current free stock level.

Should the Free Stock quantity be less than the document quantity, the detail
screen of the sales order will display a flag showing that the order line has had

General Ithmo I
Reference : |44 Q, ‘Warehouse : [ MAIN | InStock: |—1oo
Description : [M ROAD ATLAS Gy : 150

Analysis: <110 =] ovar: [T <] sel: | 12000 LineDisc: | 0.00
oboate: [ J Cost 5 2000 Margin%: | 83.33
Due : 2af1|;zmndm‘tr= [ 0

Due Order, Part Allocated

A4 ROAD ATLAS 120,00

stock partly allocated to it.
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Priority 1 -9

If the order Priority Level is set to 1- 9, no stock is allocated at the time of saving

the order to the system. In this case, the message flag on the detail screen will
appear as follows:

In this situation, allocation of stock must be done using the Allocations function

General | pemo |

Description : [ 4 ROAD ATLAS Qty : I—ISD. F
Analysis : [K:w | var: || =] set: | 120,00  Line Disc : 0.00 E
Job Date : |” J Cost : 2000 Margin %: | 8333 F
orefe [ Due s [26/11j2000 .. | Prorky [ ¢

Due Order

Description Quankity Price Disc

Af ROAD ATLAS

from the main SOP menu. See ‘The Allocations Routine’ for further details.

Allocate O Priority Forward Transactions

This setting allows the allocation of stock to sales orders with future due dates
(i.e. forward orders).

When the Force Stock Allocations option is OFF and a forward order is entered,

no allocation of stock takes place until the order becomes due and the Allocations
routine is performed.

When the Allocate 0 Priority Forward Transactions option is switched ON, forward
orders with a Priority Level of 0 will be allocated stock immediately upon update
(i.e. when the order is saved to the system). In this case, stock will only be
allocated up to the current free stock level.

Forward Orders with priority levels of 1 — 9 will have stock allocated to them only
when they become due. This will take place during the batch Allocations routine.
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The following flow diagram should help users step through the allocations routine
dependant on the settings in SOP Advanced Set Options

A
Is NO

Priority =0 ? é

Stock Allocated immediately in full. Will
cause negative Free Stock figures if
insufficient free stock.

4 )

If Priority set between 1> 9 will need to
use Allocations routine from the SOP
menu. Stock will NOT be immediately
allocated. This will suggest allocate up to
free Stock quantity, although will allow full

allocations of lines, possible causing
negative Free Stock figure, unless Restrict

YES

And IF

k Allocations is switched on.

NO THEN IS ?

Due Date =
Today’s Date

IF YES THEN

4 )

System will NOT allow
negative Free Stock
allocations

- J

>

All stock with Priority
of 0 will be allocate
stock even if Due Date

is future date.

J

/ Stock will NOT

immediately be

from the SOP menu.
This will suggest

quantity, although will

negative Free Stock

allocated. Will need to
use Allocations routine
allocate up to free Stock

allow full allocations of
lines, possible causing

figure, unless Restrict
Allocations is switched

~

\ on.
('

f priority is between 1-9 will
need to use the Allocations
routine to allocate. Will allow
negative Free Stock

Priority O Stock Allocated

immediately upto the Freestock
value. Will allow negative Free

kStock

J
<

W,
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3.6.4 The Allocations Routine

Note: This command is available if you use the Stock module.

The Allocations command is where stock can be allocated to different sales
orders in batches of documents. Allocations effect the distribution of available
stock to customer orders based on the due date and customer priority levels. If
you are use the warehouse feature, the availability of stock depends on the
warehouse code associated with each line item of an order. Allocation of stock

can be achieved in one of the following ways:

=10)'¢

Allocation When
Creating SOP
Records

Description

This applies if you have selected the Force Stock Allocation
option on the Advance SOP Option Settings form. Allocations are
made regardless of whether there is sufficient stock.

Allocation of
Priority 0 Orders

Automatic allocations are made if an order or detail line is created
with a priority rating of zero, but only if there is sufficient free
stock.

Using the Where neither of the above methods is used, stock must be
Allocations allocated using the Allocation command—the creation of order
Command records will have updated the stock record with the quantity on

sales order only, regardless of stock levels.

When the Allocations function is selected, the system will prompt the user to
select from a range of criteria:

To allocate SOP orders

1. Open the SOP folder, and then click Allocations.

2. On the Allocation Options form, use the boxes and options to determine
which order lines are presented for allocation.

3. Click OK. The Allocations form appears.

4. Depending on the selection of the Restrict Allocations option on the
Advance SOP Option Settings form, confirm or amend the allocations
required.

5. Click Post.

3 Allocations

Range : - All Orders

Range

Fram : CMATO44 QL | Car Mat - Small
Ta: D010 1| Sony Stereo WE-Ce00R

Due Date
From : [E To: |zEfo3jzoLz B

Pricrity

[Joue Today oy
From : E' To: E'
Include Megative Stock Items

2 [ o || conel

© Pegasus Training Services

Page 81



Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

Notes: Use the commands on the Action menu for additional processing options.

If the Use Picking Process and Picking from Allocations options are selected on Notes
the Advance SOP Options Settings form, a picking list is generated from the
allocations you make. If the Use Picking Process option is selected but the

Picking from Allocations option is cleared, you must use the Picking command in

the SOP folder to produce picking lists. One of four types of picking report is

offered: Summary, Item, Customer or Route.

The first part of the allocation procedure involves specifying the criteria that

determine which records are presented for allocation. You complete the following

details on the Allocation Options form.

Box Description

Range An option that determines what you can select under Range. You
can select Product, Account, Warehouse, Order No. or Route from a
list.

All An option that determines whether the allocation process is to apply

Orders/Gateway to gateway orders only or all orders. This only applies if you are using

Orders Only the Gateway module (and so have the Use Gateway option selected
on the Options tab of the Company Profiles form in the System
module).

Range The start and end references that determines the range of orders
selected for allocation. This depends on you selection in the Range
list.

Due Date The start and end dates that determines the range of orders selected
for allocation on the basis of whether the due date falls within this
range. The default for the To box is the system date.

Due Today Only  An option that determines whether you want to include only those
orders which are due today.

Include An option that determines whether you want to include stock items

Negative Stock that have negative in stock quantities. If you have selected the

Iltems Restrict Allocations option on the Advanced Settings form, negative
stock items are shown as exceptions and you cannot make
allocations. Otherwise, you can allocate negative stock.

Priority The start and end priority codes that determines the range of orders
selected for allocation. The default is all priorities (0 to 9).

Allocations Form

The processing associated with the Allocations form depends on the setting of the

Restrict Allocations option on the Advance SOP Option Settings form.

3 Allocations @
W/H Product Code Cust Code Drder Mo, Due Date | Outstanding = Allocated P
MAIN ECMHO0L HARDOO1 RDO0Z05 07j06/2010 1.00) o0.00 1
MAIN ECMHO0L AMDO00L ROO0Z65 24072010 1.00) 000 1
MAIN ECMHOOL AHLOOO1 RDO0Z71 10/09f2010 .00 000 1
MAIN ECMHOO1 DGRODOL RDO0DZ31 24/09/2010 7.00] 000 1
MAIN ECMHO0L GREOOO1L RDO0283 24j09/2010 14.00) 0,00 1
MAIN FPPSE3 CARDOOL ROO0280 24092010 ©.00) 000 1
MAIN FPPSE3 BOLO001 ROO0Z7S 10/09f2010 4.00) 000 2
MAIN H33W001 AMDO00L RDO0DZ73 10/09f2010 10,00 000 1
MAIN KAMBOD1AC GREOOO1L RDO0Z249 05{06/2009 2.00) 0,00 1
MAIN KAMBOD1AC HARDOOL RDO0Z05 07f06f2010 1.00) 0,00 1
MAIN KAMBO01AC AHLOO01 ROO0Z69 23/08f2010 3.00) 000 1
MAIN MMCADDL KDMOoO01 RDO0Z03 07f06f2010 1 a1
MAIN RADSETE HARDOOZ RDO0Z204 01j06{2010 2.00) 0,00 1
Quantity Allocated : || 0.00
)
Yigk Report Sequence : W/H and Stock Ttem
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With the Restrict Allocations Option Selected: The Allocations form lists all order
lines that have been fully or partially allocated. You can redirect allocations
between order lines where the allocations are incomplete, by clicking to select the
lines concerned and changing the allocated quantities accordingly using the Edit
command on the Action menu. If the number of order lines included in the process
is more than can be displayed on the form at one time, you can switch between
windows using the Switch Window command on the Action menu. You can use
the Sequence command on the Action menu to change the order in which detalil
lines are listed. This will toggle between warehouse and stock item order and
customer. The default sequence is either warehouse or cost code order. In each
selection, the orders are listed in product code order. Warehouse sequences only
apply if you have multi-warehouses feature activated.

With the Restrict Allocations Option Cleared: The Allocations form displays all
outstanding order lines regardless of whether stock is available. For any line on
the form, you can change the suggested allocation quantity in the Quantity
Allocated box. Note that if there is insufficient stock, a negative free stock balance
will result. You can use the Sequence command on the Action menu to change
the order in which detail lines are listed. This will toggle between warehouse and
stock item order and customer. The default sequence is either warehouse or cost
code order. In each selection, the orders are listed in product code order.
Warehouse sequences only apply if you have multi-warehouses feature activated.

The system will sort all order lines into due date and priority level order and will
suggest which order lines should be allocated the available stock. Again, the
system will suggest stock allocations only up to the current free stock level. From
here, the user must confirm or amend the suggested allocated quantities offered
by the system. Click on OK to confirm the allocation of stock to the system.

L] E Wauld waou like to accept the Allocations and update?
L]

[ Yes l [ Mo

When the Suggested Allocations List is produced, the setting of the Restrict
Allocations option dictates whether the amounts suggested by the system can be
overridden.

Restrict Allocations OFF

With this option switched OFF, the user can override the allocation amounts on
the Suggested Allocations List, even if this results in the allocation amount
exceeding the current free stock level, possibly producing negative free stock
levels.

Restrict Allocations ON

When this option is switched ON, the user will only be allowed to override
allocation suggestions made by the system in certain circumstances:
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If the suggested list contains both fully / part allocated order lines and unallocated
order lines, then the screen will be split into two windows: a Suggested Allocations
List and an Exceptions List:

“ Allocations @
W/H Product Code Cust Code Order MNo. DueDate OQutstanding Allocated P =
MAIN OTABLE ADADDOL RDO029% 13/04/2012 2,00 2,000 1
MAIN VHL2945 ADADDDL RDO0262 05/07/2010 3.00 3.000 1
4 L 3
W/H Product Code Cust Code Order No. DueDate Outstanding  Allocated -
MAIN CMATO44 ADADDOL 00290 23032012 F00.00| 0.00
MAIN CMATO44 ADADDO1 RDO0Z238 23032012 163,001 0,00
MAINM CMATOD44 ADADDOL RDO0290 23/03/2012 700,001 0.00
MAIN CMATO44 ADADDDL RDO0292 23032012 B00.00| 0.00 -
el m 3
Quantity Allocated : | IR
Action - ‘i’) Post | | Close
View Mode : Select [ Report Sequence : W/H and Stock Item Y

As before, the Suggested List will suggest stock allocation based upon order
Priority Level and Due Date, but only up to the current free stock level. Any order
that can be fully or part allocated will be displayed on this list.

The Exceptions List will display any order lines where there is insufficient free
stock to allocate any stock at all. From here, it is possible to reduce any of the full
or part allocations and redistribute the stock to an order on the Exceptions List.

The Exception line should be highlighted before the F6 Edit Action menu item is
selected. The Quantity to Allocate will be displayed. The Exceptions line will
reduce the quantity of the item available by its whole amount. The user must then
reduce any corresponding lines in the Allocations section of the form to allow this
guantity to be allocated.

When Restrict Allocations is switched ON, it is NEVER possible to allocate more
than a stock items current free stock level.

Picking List Production

If you have selected the Picking from Allocation option on the Advance SOP
Option Settings form, you can print a picking list containing the order lines you
have allocated.

-

Opera 3

& Please select the type of Picking Report required:

[

Item || Customer || Route
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Notes
w 4| M| » M [m—v|ﬂ9
Orion Vehicles Leasing Picking by W/H+Product Sequence
Prirted on 25042000 o 11:45 by MANAGER
Orion Vehicles Leasing Picking by WH+Product Sequence Page 1
Customes Ordet No. Due Date WH Stock Code Description Bin Loc. Outstanding Oty To Pick Oty Picked
WiH+Product : MAINCMATOA4 Car Mat - Small
ADADODT ORDOO1S7 0102009 MAIN CHATME Car Mat - Small 1.00 1.00
ANDODOT ORDOO219 OH0E/2009 MAIN CMATME Car Mat - Small 1.00 1.00
WiH+Product : MAINCMAT109 Cax Mat - Medium
ADADODT ORDO0 &7 e 008 MAIN CMATION0 Car Mat - Medum
3.6.5 De-allocation
Once an Order has had stock allocated to it by using the Allocation procedure, the
User may de-allocate the items from the Order if required. Firstly, the Order
should be edited. From within the Detail lines form the User should select the
Dealc/Undealc (F8) menu item. It may then be re-allocated by using the same F8
menu item or the Allocations routine.
General Iml
Reference :  [cPOLOO1 Wecehouse: [MAIN -] Instock: | 28 P.Orders: | s
Description : [Blectric Car Polsher Qty: | 2 Factor: |
Andlyss:  [acceo2  v[vat:[1 v|se: | 39.99 LneDsc: | 0.00 Ext: | 79.98
Job Date : 11 J Cost: | 15,00 Margn %: | 624 pProfit: | .98
JobRef : Due: |osns/zoo-a_.l]mw: 1= =
poect: [ vepartment:[ [~ Costng Analysis
Back Order, Fully Allocated .
F11 - Stock
F2 - Memo
FS - ECVAT
F6 - Discount
F3 - Costing Analysis
Action ~ Order total ex VAT 134.58 Bost Cose | oo o rchase Ocder
[View £8 -
NB: This is not available if the SOP Advanced Options are set to Force Stock
Allocations.
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3.6.6 Picking

The SOP module provides a facility to produce a picking list of stock items and the
guantities required to be physically picked from stock in order to fulfil outstanding
sales orders.

This only applies if you have selected the Use Picking Process option on the
Advance SOP Option Settings form. Use the Picking command to list items
allocated to orders and confirm or amend the quantities suggested for picking.
You can print a picking list, if required.

The first part of the picking procedure involves specifying the criteria that
determine which records are presented for picking.

Note: The picking procedure is not used for the picking of serial or batch numbers
for traceable stock. Picking of traceable records is done at the time of issue.
Traceable stock only applies if you have the traceability feature activated. If you
need to process stock records that are traceable by serial or batch numbers, refer
to the Traceability section within the Stock module documentation for information.

To generate picking lists

1. Open the SOP folder, and then click Picking.

On the Picking Options form, use the boxes and options to determine which order
lines are presented for the picking procedure.

3. Click OK. The Picking form appears.
4. Confirm or amend the picking quantities required.
5. Click OK.

Notes: Use the commands on the Action menu for additional processing options.
You can choose between printing a detailed or summary picking report.

If you have the Stock module installed and activated, only allocated order lines
are offered for picking. If the quantity to be picked is less than the quantity
allocated, the application deallocates the unpicked quantity automatically, unless
the Force Stock Allocations option is selected on the Advance SOP Option
Settings form. If you do not have the Stock module, all products matching the
criteria for selection are offered for picking, because you cannot allocate product
file items.

Notes: If you have selected the Picking from Allocations option on the Advance
SOP Option Settings form, when you use the Allocations command, the
application will not allow you to use it again without first producing the picking list;
the application will not run the pick list for you.

If you have cleared the Picking from Allocations option on the Advance SOP
Option Settings form, you use the Allocations command as often as you want
before producing the picking list.

Note: This only applies if you have selected the Use Picking Process option on
the Advanced Options form which is accessed from the Set Options form.
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Use the Picking command to list items allocated to orders and confirm or amend
the quantities suggested for picking. You can print a picking list, if required. If you
do not have the Stock module, all products matching the criteria for selection are
offered for picking, because you cannot allocate product file items. If you use the
Stock module, only allocated order lines are offered for picking.

The picking procedure is not used for the picking of serial or batch numbers for
traceable stock. Picking of traceable records is done at the time of issue.
Traceable stock only applies if you have the traceability feature activated. If you
need to process stock records that are traceable by serial or batch numbers, refer
to the Traceability section within the Stock module documentation for information.

There are two options on the Advanced Options form that affect how the picking
process works.

Option Description |

Force Stock If the option is ticked and the quantity that is picked is less than the

Allocations quantity allocated, the application de-allocates the unpicked quantity
automatically. If the option is not ticked, the stock allocation is not
changed if the picked quantity is less than the allocated quantity.

Picking from If the option is ticked, when you use the Allocations command, you

Allocations must produce the picking list before you can use the Allocations
command again. If the option is not ticked, you use the Allocations
command as often as you want before first producing the picking list.

The first part of the picking procedure involves specifying the criteria that
determine which records are presented for picking. You complete the following
details on the Picking Options form.

Range : v All Orders v
Range
From: |CMATO44 Q| Car Mat-Smal

To: lzacooo7 Q| Sony Stereo WX-CS70R
Due Date
From : 1l E] To: |28f04j2010 E]
Priority
[] oue Today Only

From: | 0] To: | 9

Include Negative Stock Items

Option Description

Range An option that determines what you can select under Range. You can select
Product, Account, Warehouse, Order No., Route or Bin Loc. from a list.

Edit The start and end references that determines the range of orders selected for
picking. This depends on your selection in the Range list.

Due The start and end dates that determine the range of orders selected for

Date picking on the basis of whether the due date falls within this range. The

default for the To box is the system date.
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Due An option that determines whether you want to include only those orders Notes
Today which are due today. o e
Only
Include  An option that determines whether you want to include stock items that have
Negative negative in stock quantities.
Stock
Items
Priority ~ The start and end priority codes that determines the range of orders selected
for picking. The default is all priorities (0 to 9).
Picking Form
The Picking form displays all relevant order lines according to the criteria specified
and whether they are allocated (for Stock module items only). For any line on the
form, you can change the suggested picking quantity in the Quantity Picked box.
You can use the Sequence command on the Action menu to change the order in
which detail lines are listed. This will toggle between warehouse (if you have
multi-warehouses feature activated) and stock item order and customer. The
default sequence is warehouse and stock item (that is, warehouse codes are
sorted first, then stock items are sorted within warehouse code).
.3 Picking g|
wiH Reference Cusk Code Order Mo, Due Date | Outstanding | Qby Picked | P |
MAIN ECMHOOL ANDOO01 [ORDO0ZGS Z24j07jz010 1.00 1,000 1
MAIN ECMHOOL AHLOOO1 [ORDODET 1 10/09/z010 5.00) 5.001 1
MAIN ECMHOOL DiaRO001 [ORDODEE1 24f09/z2010 7.00 7.000 1
MAIN ECMHOOL GREOOOL [ORDO0ZES 24f09/z2010 14.00] 14,0001
MAIN FPPEE3 CAROOOL [DRDO0ZE0 24f09/z2010 6,00 5.00| 1
MAIN FPPEE3 EOLO001 [ORDOOZFS 10/09/2010 .00 .00 2
b d
< >
Quantity Picked : || 1.00
9 [ o [ e ]
View Report Sequence: W iH+Stock
Note: If you are using the Picking command in a multiuser environment, the
application permits other stock processing activities to take place while the
picking routine is in progress with the exception of Sales Order Transactions
command on the Action menu associated with the Warehouse Transactions View
form in the Stock module.
Opera 3 X
' E Would vwou like to accept the Picking and update?
L
[ Yes ] [ Mo
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Orion Vehicles Leasing Picking by WiH+Product Sequence Notes

Created a- 28032012 at 1241 by MANAGER

Orion Yehicles Leasing Picking by W/H+Produet Sequence Page 1
Customer Order No. Due Date WiH Stock Code Description Bin Loc. Outstanding Qty Ta Pick  Qty Picked
W/H+Preduct : MAINECMHO01 Mahile Phone Halder - Silver

ANDOD01 GRDO026S 2400752010 IMAIN ECHMHOOT Mcbile Phone Holder - Silver 1.00 1.00

AHLODOT CRO002T1 10/09/ 2010 AN ECMHCD1 Mobile Fhone Holdey  Silver 5.00 5.00

DGRA0O1 CRDO0241 24i09¢2010 AN ECMHOO1 Mebile Phons Holder - Silver 7.00 7.00

GREQOO1 GRDO0233 24i09¢2010 MAIN ECMHOO1 Mebile Phons Holder - Silver 14.00 14.00

WiH+Product : MAINFPPEE3 Foot Pump

CAR0001 GRDO230 24100:2010 RAIN FPPEB2 Foot Pump 8.00 &.00

BOLO0DT GRDOM27S 100210 MAIN FPPEB2 Foot Pump 4.0 400

The list can then be printed out and used as the basis for picking.

Hint: Clicking the Print Icon at the top of the screen will offer the Picking list to be
printed.

= F & Which Type of Picking Report Is Required ?

[ Surnrnar |’ Detailed ]

NB: If there is not enough stock to fulfil an order line completely, the Quantity
Picked field can be edited accordingly. If ‘Force Stock Allocations’ is switched off
and the user enters 0 as a picked quantity, the system will automatically de-
allocate the stock allocated to the order line.

Once all changes to the list have been made to reflect what has actually been
picked, the list can be confirmed.

Once the Picking List has been confirmed then, whilst editing a sales order in
SOP, the system will display what amount of the order has actually been picked.

From here, the order can be progressed to a delivery note.

Project :

Back Crder, Fully Allocated
Reference

ECAFOOL Poppy

ECCDO01 Digital ©

Picking From Allocation

If Use Picking Process is switched on in Advanced SOP Options, then the next
field Pick from Allocation becomes available to the user.

[V Use Picking Process

With this option switched ON, every time stock is allocated to a sales order within
the Allocations routine, a picking list is automatically printed.
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Once the items have been picked the user is able to access the Picking form.

[ 3 Picking @
W/H Reference Cust Code Order Mo. DueDate Qutstanding QtyPicked P =
MAIN CMATD44 ADADDO1 [ORDO0290 23f03/2012 700,00} F00.00(Q
MAIN CMATD44 ADADDO1L [ORDO0253 23/03/2012 153.00| 153.00) 1
MATN CMATD44 ADADDO1 (CRDO02S90 23/03/2012 700.00f 700.00( 1
MAIN CMATD44 ADADDO1 ORDO0292 23/03/2012 800,00} 800.00( 1

Quantity Picked : || 700.00

Action -+ ‘__-)) oK | | Cancel

View Report Sequence: W /H+5tock y

From here, the picking process must then be used to confirm what has been
picked before another allocation routine can be run.

NOTE: The Picking from Allocation option is not available when Force Stock
Allocations is switched ON.

3.6.7 Part Processing

The Invoicing module will always progress an entire document. There are no
part-processing capabilities to allow, for example, a sales order to be delivered in
two separate stages.

The SOP module does allow the part processing of documents within the sales
cycle, e.g. multiple delivery notes can be produced from a single sales order with
each delivery note being invoiced separately. This part processing capability in
turn provides the user with the facility to create backorders.

Part Processing a Sales Document

Use the Progress command on the Action menu associated with the SOP
Processing form to progress SOP records from one stage to another.

NOTE: It is important to select the correct document type from the Action menu
before selecting Progress. For example, to progress a sales order to a delivery
note, select F6 Delivery in order for the Delivery Browser screen to appear, and
then highlight the appropriate sales order and select F9 Progress.
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From here, it is possible to edit the original order before progressing it to a
delivery note.

L] E Would wou like to edit before posting?
[

l[ Mo

Selecting ‘Yes’ will allow the User to edit the Header and then the Line details if
required. They will then be taken into the Delivery Details form. Selecting ‘No’ will
allow the User into the Delivery Details form:

.3 Delivery Details [g|

General | Memo ‘

Reference: | ECAFOOL | wirt: [ mam vaT Code : [1

Description : Poppy Coral Air Freshener

Analysis : ACCEDZ Sell : 5.95 | Line Disc, : 0.00 | Ext, : 89.25
Job Date : I Cosk 2,12 | Margin %: 64,37 | Profit : 57.45

Joh Ref Due: | 23/08/2010 Priority 1
In Stock ! 141.00 P, Orders ! 25.00
Project Depattment :

Code Gty Ord, Pres, Delyv, Cutstand Sugg. Delv., Del. Gy, »
ECAFDO1 15.00 0.00 15.00| 15.00) 15.00
ECCDOO1 15.00 0.00 15.00) 15.00) 15.00

4

< | >

Quantity : || 15.00 ADADODL  Adams Light Engineering Ltd Order Tatal Ex WAT: 408.30
9 (o J(ow ]

Wigw D

The form will display the Quantity Ordered, Previous Delivery, Outstanding,
Suggested Delivery, Delivered Quantity, Allocated quantity and Picked Quantity.
The User may edit the Quantity field, which in turn would update the Del. Qty.
column. This action may be performed as many times as required to produce
multiple delivery notes from one order.

Code Qby, Ord, Prev, Delv, Outstand Sugg. Delv, Del, Qby, ~
ECAFDO1 15.00 0,00 15,00 15,00 15.00
ECCDO01 15.00 0,00 15,00 15,00 15.00
A
< | >
Guantity : || 15.00 ADADDDL  Adams Light Engineering Ltd Order Total Ex YAT: 408,30
Action &i) [ QK ] [ Cancel ]
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The following commands are available via the Action button:

e = s 3
E-Mai Address : [james.miler Gadams.co.0k Telephooe : 01662678543 | DA ﬂ\ "
wose: [ Delivery e [ NI
Ctl4P - Print
Memo | Document | DocDate Type Number Date CustRef, | stats [R|*
1 DOCO0S03  [05/04/2004 |Document  |DOCO0SO3  [05/04/2004 |CO92988  |Contract Cti4D - Delete/nDelete
] DOC00s0s  [05/04/2004  [Quote |Quooooos  [ospo4/2004  [PQass proted 8 cotan - New
pocooss  [0s/s/2004  [ordip ORD00118  [05/05/2004  [S04005 privted |5
DOC00521  06/05/2004  Ord\D ORDO0I21  06/05/2004  SO4006 Cul4€ - Edt
e e e P

Status Types
A sales document can have one of the following status types:

Ord - Nothing Delivered or Invoiced
Ord\D - Part-Delivered, Nothing Invoiced
Delivery - All Delivered, Nothing Invoiced
Ord\D\I - Part-Delivered, Part-Invoiced
Invoice - All Delivered, All Invoiced

From the Browser screen, the following functions are available via the Action
button:

View - Lines

J Lines : DOCO07 20 - Adams Light Engineering Ltd

Stock WiH Crdered Delivered Invoiced Description
ECAFOO1L MAIN 15.00 0.00 0.00 Poppy Coral Air Freshener
EcCDool MaIN 15.00 0,00 0,00 Digital Compass

This function allows the user to view each transaction line and to view the
guantities on each line that have been delivered and / or invoiced.

In order to zoom in on the detail behind the summary details lines single-click on
the appropriate record. This will display the quantities delivered and invoiced and
the relevant document numbers for each transaction.
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3.6.8 Part Processing - Progression to Invoice ot

If the Order has been progressed several times to produce multiple delivery notes,
when the delivery notes are progressed into the Invoice the following form may
load:

et IR | [ Ll

iddress ¢ Close Road Current Balance : | [d] 66718.15
Gosforth Industrial Park Order Balance 316914,90
Gosforth p - o 432643.40
3 List Deliveries EJ —
Maorthumbetrlan 0.00
NS 1'WR Delivery No. Delivery Date Select |
iccount E-Mail ¢ | im@ale.co.uk EECIoE SR AT e E: | Mr IMiller
DELOOZZ0 2g/03/2012
Jrder E-Mail gs@ale.co.uk Gordon Smethwick
e Site ¢ win, ale, co,ul 01662 678543
01662 775510
Memo Document  Doc D3 ef. Status | RoGA
DOCO0748  |05/09/20 v Printed a
DOC00749  |05/10/20 Prinked &
DOCO0750 0511208 Prinked a
DOCO07s1  |05f12/208 [ Action - ] ’ [4]4 I ’ Cancel ] Prinked  |&
DOCO0752  |28/03)2 Printed B [
| | | | v
< *

il lin]

Within Processing the User is not able to consolidate multiple delivery notes into
one invoice therefore they must select the required delivery note line. Multiple line
selection is not allowed.

3.7 Processing Traceable Items within Invoicing/SOP

In the same way and for the same reasons as Stock movement transactions, it is
necessary to specify exactly which batch/serial humbers are leaving, being
returned to stock or discarded when the source of the stock transaction is from the
Invoicing/SOP modules.

Ll S s s i
[Juser Input O Delivery Numbers Cash Account Prefix | Kke

[Juser Input O Invoice Numbers

. Display Documents For Last 0 | Months
|:| Use Systemn Dake On Conkrack Invoices

[JExclusive Batch Processing Update Stock At: Delivery w

i ijf ilne :‘TQ
< [¥] Select Traceable Humbers On Quantity arnings Faor: | Free Stock < Document Oty

[ allow Qutstanding Order Lines On Deliveries
Orverride Credit Exceeded and A/C On Stop Status
[J1include Uninvoiced Deliveries in Customer Balance
[J5top Orders being processed when &/t is on Stop

() @

In Options the user may select to ‘Select Traceable Numbers On Quantity’. The
system will display the picking form of available serial or batch numbers after
tabbing from the quantity field when raising an Invoice. [Note: This option will only
be applicable if the Delivery Process is not in use in Advanced Options or if
raising an Invoice from new or progressing a document through to the Invoice
stage, disregarding the Delivery process]
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Upon raising an Invoice that includes a traceable stock item, the system will
immediately display the picking form after tabbing over the quantity field.

&+ New Invoice : ADADOOI - Adams Light Engineering Ltd
4 4 .,

" New Invoice Details : ADAOOOL - Adams Light Engineering Ltd

General | Memo

Reference ;—conians n orch, » loaang [ tnctac. By 0 Aedece . 20
%+ Serial Number Picking : CPOLOGL =

Analysis : Serial | 6740330039 Bi

Description

in Locos | [CFick 35,99

Job Ref:

Project :

Job Date : Serial Humber Supplier's Lot Number Bin/Loc Picked 20.99

6740390039
6740390040
6740390041

6740390042
6740390043

Refe 6740390044
6740390045

11 i

Issue Qty 1 Remaining

LOCO08

LOCO8 -

1 Total Picked 0

Coom] @

View

&

New 0 |-

acion - | &) Invoice total ex VAT

0.00 Post Close

Bcion ~ | @

If the system is set to Update Stock At: Delivery in Options, and the user is raising
a Delivery Note, this will force the Allocations screen regardless of whether the
‘Select Traceable Numbers On Quantity’ box is checked on. After confirming the
qguantity of the order to be delivered the Traceable Lines screen will be available

oK Cancel

to Assign the relevant serial or batch numbers (see below).

& S0P Processing : ADAODD - Adams Light Engineering Ltd

(===

generdl | pemo || st
Address : Close Road Current Balance : | [ 147914.59
&+ Traceable Lines =
Stock Description Quantity Assigned -
CPOLOOL Electric Car Polisher 1] 0

Unassign  F4

Clear Al F6

Cancel

Should the user cancel at this stage and not Assign any serial or batch numbers

to the delivered items they will see the following prompt.

r Opera 3 ﬂ

e Assignment incomplete
[ | . -
L. f 4 Delivery will not be posted.
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The Document will remain at the Order stage and will not be progressed through o
to a Delivery Note.

When picking Batch (or serial items) items the user must firstly confirm the
required amount and the use the Assign sub-menu to pick the Batch numbers to
be Delivered/Invoiced.

“Traceabl'eLins | = '@
Stock Description Quantity Assigned -
CPOLO01 Electric Car Polisher 1 0
]« I b
Ackion — 2} oK ] ’ Cancel
Assign F5
View Unassign  F4 g
—_— Clear Al F6
4 [ m b
—  (Cancel
Arkinn - Cloca

If the Sell By or Use By dates on Batch items a prior to the current system date
the user can expect to see an * in the column next to the relevant date.

! Picking Batch Numbers for VPAC802 [ = [ =[]

Batch | ACLRC-2211-5001 Bin PEIN Pick Qty |
Batch Number Split  BinjfLog Sell By *  UseBy ~ ailable  Pick Qty =

ACLRC-2211-5001 i
ACLRC-2211-5002 1
ACLRC-2211-5003 1
ACLRC-2211-5004 1

I 4| 1 b
Issue Qty 5.00 Remaining 5.00 Total Picked 0.00
) o [ o
View

3.7.1 Traceable Items on Credit Notes

If a Credit Note is being created and items are being Returned To Stock or
Discarded, then the batch/serial numbers of the items being returned or discarded
must be confirmed.

An invoice with a quantity of 3 of the same traceable items, is being progressed
into a Credit Note. If the original quantity of 3 is to be credited and discarded the
user may select Post without editing the Qty field.
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To post...

1. The Traceable Lines screen will automatically be displayed, in order for the
user to confirm which serial or batch numbers are to be discarded.

2. The trace numbers available to pick will be those that were previously issued
to that customer.

3. The Discard Qty must match the Total Picked quantity before the user can
select OK.

4. This will return the user to the Traceable Lines screen and the Credit Note will
be generated.

5. A Traceable History Enquiry in the Stock Module will confirm the quantity of
the traceable items that has been discarded plus the serial or batch numbers

involved.
“ Traceable History EI@
Criteria | View
Stock Ref: CPOLOO1 GRM Ref: GRMNO00O7 Reference: | 675
Warehouse : | MAIN RTV Ref : Type : Receipt
Supplier : CARDOO1 Customer: Date : 10/05/2006
Job Document Ref : Quantity : 1
Code : Batch/Serial : | 6740390039
Bin : LOCOS Comment : Stock Assignments
Stock Ref WH Bin Batch/Serial Type Date Quantity =
fcPoLo01 MAIN |Locos 740390039 eceipt  [10/05/2006 104
CPOLOO1 QURN 740390040 eceipt 5/11/2006 1
CPOLOO1 QURN 740390040 ransfer 02/12/2006 -1
CPOLOO1 MAIN 740350040 ransfer [02/12/2008 1 i
I—:nl. oas Ann —ansnARA mmmimt lnEta 4 tmans r<
@
Criteria returned : 208 records Y

If the items are to be returned rather than discarded the user must edit the Qty

field. The user may choose to return the full quantity, or discard a proportion of the
guantity.

& New Credit Details : ADAODO1 - Adams Light Engineering Ltd =]
General | Memo
Reference: | CPOLO01 Warehouse : | MAIN Returned : 0| Discard. : 1
Description : | Electric Car Polisher qQty: 1| Factor:
Analysis 1 ACCED2 E VAT : |1 E Sell: 39.99 | Line Disc : 10.00 | Ext: 35.99
Job Date : i B Costinc. LC : 15.00 | Margin %: 53.32 | Profit: 20,99
Job Ref : & Retumn To Stock @ 1 wjo P/O
Project : Costing Analysis
Issued Warehouse : MAIN [
ReturnTo Stock : | [ R
Reference Price Disc. VAT  Value =~
cPOLODL [Eiectric Car Palisher 3999 10.00[t 3599
@ Credit total ex VAT 35.99 Post Close
Modified (] [ y
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1. For example, to discard a quantity of 1 of the original quantity, the user must
edit the Qty field. This will prompt the Return To Stock window. To discard the
item, enter 0 in the Return To Stock field.

2. This will amend the Discard figure to 1 and the line Quantity to 1.

3. To return the remaining traceable items on the line the user may now add a
second line to the Credit Note detailing the quantity to be returned to stock.

4. The Credit Note is now ready to be Posted

GPS NAVIGATION SYSTEMS 1 300,00
GPS NAYIGATION SYSTEMS 2 300,00

5. On selecting Post, the Traceable Lines screen will be displayed for
the user to confirm the serial or batch numbers to be discarded or
returned using the Assign sub-menu from the main Action menu. The
trace numbers available to pick will be those that were previously
issued to that customer

6. Once fully assigned the Traceable Lines screen will be updated with
the Returned and Discarded quantities.

GPS NAYIGATION SYSTEMS
GPS NAYIGATION SYSTEMS

7. A Traceable History Enquiry in the Stock Module will confirm the
guantity of the traceable items that has been discarded plus the serial
or batch numbers involved.
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3.7.2 Traceable Items in Batch Processing o

Document Range

Use the drop-down list provided to select the progression to be performed. In the
above example, all orders that match the above sequence, due date and priority
level range will be progressed into deliveries.

3 SOP Batch Processing
Sequence ;& all Orders
Docurment
From : 2200503 w
To: L 200503 R
Document Range
Fram : Document k4 To: | GQuote v
Due Date
From : I B To: |zafosfzoiz D
Fareign Currency Priarity
b Fraom : o To:
Tax Point @ | 26/03/2012
[C1E-Mail cnly
ML Posting Date : Za/0502012 Mar 2012
g) o] 4 l [ Cancel

If you wish to Include Traceable Items you must check the box indicated above.
This check box will only be available if the user is progressing to Delivery if Use
Delivery process is active in the Advanced options, or to Invoice stage.

1. If traceable items are included in the Batch Processing procedure, you
must assign serial or batch numbers as they are progressed.

2. A Suggested Delivery list will appear, clearly showing a ‘T’ for documents
that include traceable items. These lines will not automatically be selected
to progress and will display a ‘No’.

" Batch Processing : Suggested Delivery List =3 B
Number Date Customer CustRef, WiH Route Goods val Total Val Select T 1=~
bRDUUZUE 01/06/2010 [HARO0DO1 JAIN M&N 599.93] 719.98) * X
ORD0O0208 07/06/2010 (KDMO0OO1 IAIN M6M 233,99 359.99| No X
ORD00238 25/06/2010 (MACO001 JAIN 1N 15.00| 19.20) * X
ORD00237 25/06/2010 |PREDOD1 IAIN M6M 33.99| 47.99) No X
ORDO0D254 11/10/2010 |FRAODO1 IAIN EXP 59997.01 59997.01 Yes -
ORD00261 28/06/2010 (TVOOD0DO1 IAIN EXP 15.00| 16.00 Mo X 1
ORD0O0262 05/07/2010 |ADAOOO1 IAIN  (A1N 31100.00| 37320.00| Yes
ORD00268 23/08/2010 |ADAOOO1 JAIN [AIN 408.30] 489,96 Yes
ORD00270 10/09/2010 |ADADOD1 IAIN (AN 114.60] 137.52| Yes
ORD00277 24/09/2010 (BARDOO1 JAIN 15 2975.00| 3570.00| Yes
ORD00279 24/03/2010 (BRIODO2 IATN 15 185.00| 222.00| Mo X
ORD00231 24/09/2010 [DGRO0O1 JAIN XX 291.04 346,34 Yes
ORD00232 24/03/2010 |ELIDOD1 IAIN PO 89.75| 107.70 =
ORD00234 24/09/2010 [HARDOO1 IAIN  M&N 3780.00| 4536.000 *
ORI?@DZSS ;3/03/2012 ADADDO1 50123456 IAIN 1N 722,19 866,54 Yes -
Kl . 13
?
View &y Sequence: Selection Y
3. The user can either Select F5 each line in turn from the Action button,

which will introduce the Traceable ltems Assignment screen followed by
the Picking screen, and pick the serial or batch numbers for the line or
alternatively use the Fulfil Traceable F4 option. This will simply pick the
next available serial or batch numbers from the warehouse indicated on
the line.
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4. The associated Delivery Note will clearly show the assigned serial/batch
number(s)

'@ DFGDFG.PDF - Adobe Reader

o .

File Edit Wiew Window Help

RAZEEH L@@ [«=]-]| B EH| 2 2|

Orion Vehicles Leasing

Orion House
Orion Way
Kettering
Northants -
NN15 6PE DELIVERY NOTE Delivery Note
Our Order No.
ADAD0O1
Adams Light Engineering Lid
Close Road
Gosforth Industrial Park
Gosforth
Northumberiand
NC5 1WR
Gordon Smethwick
PRODUCT CODE DESCRIPTION UNIT QTY ORDERED QTY SENT
CPOLO01 Electric Car Polisher Each 1 1
6740240039
Mains operated (24897 Tandom orbital polishing action.

Adjustable ergonomic handle. 4.5 metre power cord. Complete
with 1 towelling and 1 finishing bonnet

GOODS RECEIVED IN GOOD CONDITION
SIGNED: ... ... PRINTNAME: DATE:

5. From the main Processing screen, the Status F12 sub-menu will provide a
breakdown of all Documents for the customer. If a particular Document
contains traceable items, the View — Lines F12 from the main Action menu
will give the user a breakdown by tab of Summary Details, All Details,
Delivery Details, Batch/Serial numbers picked and Memao.

& Lines: DOCO0762 - Adams Light Engineering Ltd

Summary Details | Batch/Serial | Memo

Returns : 6740390039

6. Each individual tab is introduced into the users view by clicking on the
appropriate line.

Tools Sign Comment

Click on to add text
() Hireemmreme
®  PDFFile.

DEL00324
DOCDO761

09/05/2012
ORDO00299
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3.7.3 Traceable Items in Repeat Invoice Facility

The user may select traceable items to appear on a Repeat Invoice if required.

1. On running the Repeat Invoice utility the Suggested Repetitive Invoices
List will clearly show if the Invoice contains traceable items by placing an
‘X in the ‘T’ column.

“ Repeat Invoice : Suggested List '?‘@
Nurmber Date Customer Cust Ref, M Goods Value Total Value  Select T Due -
DOCO0503  [05/06/2010 |ADADOOL [CD92988 453.99) 459.35* ¥ P5/06/2010
DOCO0503  [05/07/2010 |ADAQOO1L [CD92938 453.99) 459.35° ¥ P5/07/2010
DOCO0503  [05/08/2010 |ADAQOO1L [CD92938 453.99) 459.35° ¥ P5/08/2010 L
DOCO0503  [05/08/2010 |ADAQOO1L [CD92938 453.99) 459.35° ¥ P5/09/2010 1
DOCO0503  [05/10/2010 |ADAQOOIL [CD92938 453.99) 459,350 ¥ P5/10/2010
DOCO0503  [05/11/2010 |ADAQOO1L [CD92938 453.99) 459,350 X P5/11/2010] |
DOCO0503  [05/12/2010 |ADAQOO1L [CD92938 453.99) 459,350 ¥ P5/122010
DOCO0503  [05/01/2011 |ADAQOO1L [CD92938 453.99) 556.79Mo ¥ p5/o1f2011
DOCO0503  [05/02/2011 |ADAQOO1L [cD92988 453.99) 556.79No ¥ P5/02f2011
DOCO0503  [05/03/2011 |ADAQOOL [cD92988 453.99) 556.79No ¥ P5/03f2011
DOCO0503  [05/04/2011 |ADAQOO1L [cD92988 453.99) 556.79No ¥ 5042011
DOCO0503  [05/05/2011 |ADAQOO1L [cD92988 453.99) 556.79No ¥ P5/05/2011 -
«[m 3
Totals : 0.00 0.00
9
View (]

2. If traceable items appear the user must select each line in turn and pick
the serial or batch number. The (De) Select F5 is a sub-menu from the
main Action menu.

LA

ct

Rewerse Selection F&

3. Upon selecting a line, the Traceable Lines screen will appear, from which
the user must Assign F5 the serial or batch number (s) to be invoiced. The
Issue Qty and Total Picked qty must match before the user may select OK.

& Repeat Invoice : Suggested List

T 6 Serial Number Picking : CPOLO0L
|

Serial | 6740390040

Serial Number

Suppler's Lot Number

BinfLoc Picked ~

6740330039
6740330040
6740320041
6740320042
6740390043
6740320044
6740390045

I«

NE-N-N-0-0-0-0-0-0-0-0-0-1

Issue Qty

Remaining

0

Locos v

n

LOCO8 -

r -

Total Picked 1

Elx

r View
View

Uwe

4

gL

View
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4. Once the serial or batch number(s) have been assigned the Suggested -

N
Repetitive Invoices List ‘Select’ column will read ‘Yes’ to confirm that the noes
assignment has taken place.

Number
DOCO0503
DOCo0503

5. The user may then Post the Invoice(s).

6. The Invoice will display the assigned serial/batch number(s)

INVOICE

ADADODY

Adams Light Enginsedng Ltd
Close Road

Gosforth Industrial Park

Northumbearand

DESCRIPTION

GPS NAVIGATION SYSTEMS
SEROONEE
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3.8 Deleting Stock Records

You can mark stock records as deleted as long as they do not have any
transactions linked to them. An item that is marked as deleted is not removed
from the database until the Period End command (Stock - Utilities - Period End) is
run. However, even if an item is marked for deletion but not removed from the
database you will not be able to use it in Opera.

Notes:

1. If the message 'Stock still active' is displayed when you try to delete a record,
this means that the stock item has transactions linked to it in Stock Control, Sales
Order Processing, Purchase Order Processing or Bill of Materials. They need to
be removed before you can mark the item as deleted.

You can see whether an item is included in a transaction by using the View
command on the Action menu (Stock - Processing - View) and choosing Purchase
Order Transactions, Sales Order Transactions, Stock Transactions or Works
Order from the Action menu.

Transactions can be removed as long as they are completed by using the Stock -
Utilities - Period End, Sales Order Processing/Invoicing - Utilities - Reorganise or
the P.Orders - Utilities - Reorganise commands.

2. If the message 'Supplier Product(s) exist. Unable to delete Supplier record' is
displayed when you try to delete a record then the stock item has supplier product
records linked to it. To mark these records as deleted, use the Supplier command
on the Action menu. Then run the P.Orders - Utilities - Reorganise command to
remove the records before trying to delete the stock item again.

3.8.1 To Delete Stock Records

1. Open the Stock folder and then click Processing or click the Supply Chain
Management tab on the Ribbon Bar and then click Stock - Processing.

2. Retrieve the stock item record that you want to delete.
3. To delete the record, click the Delete icon on the toolbar or press CTRL+D.

4. The warning message 'Are you sure you want to delete this Stock Item' is
displayed. Select Yes if you are sure that you want to delete it.

5. To remove the item from the database, run the Stock - Utilities - Period End
command.

Tip: An item that has been marked as deleted but not removed from the database
can be retrieved or 'undeleted'. Simply edit the record and select Yes for the
message 'This record is currently deleted and cannot be modified unless it is first
undeleted. Do you want to undelete this record? .
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Accreditation Training Courseware
4 Reports

4.1 Publishing a Report

Sales Ledger reports can be accessed via the Reports Menus in the respective
Module. It is possible to tailor the layout of these reports under development
mode (ADMIN). Once your report criteria has been selected and any matching
data found, a Publisher form will be presented allowing a choice of Screen,
Printer, File or Email output.

.3 Publisher |i

Please select a destination device For the document wou are about

|_‘i to publish,
|

o/| e | e |

Screen E,
ARL PDF Refresh List
Microsaft %P5 Document Writer

(5

b Office Document Image Wriker (Windows D

W

[] align Printer
Mo. of Copies

I

Paper Source

Defaulk tray »

Marme:  Microsoft Office Document Image Wriker

Where:  Microsoft Document Imaging Writer Part:

@ Publish ] ’ Cancel

To print a report;

1. Open the required module folder, click Reports and then click appropriate
report

2. Define the range of records you want included in the report by entering From
and To values.

3. Click OK.

© Pegasus Training Services Page 103



=

Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

4.2

Orders Listing

Use the Orders Listing command to
report on all orders in the system,
whatever their current status. You
can produce the report for a given
date range, in summary or detail
format and by customer, product,
document or territory and region.
You can also show the quantities on
the detailed report. If you are using
the Gateway module (and so have
the Use Gateway option selected on
the Options tab of the Company
Profiles form in the System module),
you can also choose whether to
include all orders or gateway orders
only in the selection criteria. There is
an option to exclude those orders
that have been invoiced.

The summary report shows
document number, customer code,
name and reference, order number,
date, order value, cost and margin.
The customer report shows
customer reference and name,
document and order number, date,
value, cost and margin.

The detailed report shows product
code and description, order and
date, customer code and reference,
order number, quantity, value, cost
and margin. The report by document
number shows document number,
customer code and reference, order
number and date, product code and
description, quantity, line value cost
and margin. The report by customer
account shows customer code,
name and reference, order number
and date, stock code and
description, quantity, line value, cost
and margin.

Totalling is by order and customer.
The region or territory report shows
customer code, name and reference,
order number date and value.
Totalling is at territory and region
levels. All reports show quantities if
this option is selected.

Tip: If you also want to include
orders that have been fully
invoiced with those that have
been part-invoiced (a sales order
with some lines fully-invoiced but
other lines not invoiced, or a
sales order with lines that are
part-invoiced) or not invoiced,
select the Include Invoiced
Orders option. Orders that are
either part invoiced or not
invoiced are included in the
report whether the option is
ticked or not.

List of Reports

Name & Description Example |

3 Orders Listing E|

Range

From :

Tao:

Reqgion

From :

To:

Farmat

Report
Type :

Sequence :

CUFrency

o Yaluations

CECTI

ADBO001 2, | Adams Light Engineering Lkd
YOUO003 @, | foungs {Aberdeen) Ltd

| All Orders |

Detailed w

all Orders

TR
Eam

Include Irvoiced Orders
[JBv Due Date

9

| [ cancel

Note: If you are using the Gateway module (and so have the Use
Gateway option selected on the Options tab of the Company Profiles
form in the System module), click to select whether you want to include
all orders or gateway orders only in the selection criteria.

Orion Vehicles Leasing
Report Farmat is Datallett

Currency Is Starfing

Orders Listing By Account (Selected from ADAD0O1 to YOU0003)

Giesled on 2810012012 ot 622 by MANAGER

Al Drdars From # 1 To 2810312012
9

Orion Vehlelos Loasing

Customer  ADAGOOT

Dos Mo, DEGOOSHH
ook Cody
CHIATO4

CHIATIG
CHIATI22

Doc.No.  DOCONNS
Stock Gods
CMIATO
CMIATIRY
oMATIZ2

Doc.No.  DOCODE2E
Stock Code
OMATONS
oMATIN
oMATIZZ

Doc.No. DGOV

Ordors Listing By Account F
‘Adams Light Enginasring Ltd

OrderNo.  ORDOYT Daie 0W01/2009  Customer ef.

Daacription Liw Ve oot Magin  Duw
Carblat. &mall 1200 750 /0 0802090
Carbhat. Medium 1082 780 W5 0mO2090
Carbhat - Lage 1400 s 1954 onozees

Total For Order ORDON £ ez 2685 278

OrderNo.  ORDOITT Daw 0142009 CustomerRet,
Daseription Line Value st Wagin  Due
Carblat. Smoll 12030 7800 /0 OOV
Carbat. Medium 0020 006 Wy OGN0
Carbdat - Loge R 11250 s oueIRNee
ORDOY 77 w20 260.50 EE]

CustormerRef,

Yot For Ordar
OrdorNo.  ORDOO1OT Date  01/08/2009
Doscription Line Value cost Margin - Due
Carblat Smoll 2400 45,60 W0 1601200
arbast - Medium 2194 a0 W 150112010
artdat - Luge 20950 2210 64 15012010

Total For Ordar ORDO 57 704 .70 EE

OrderNo.  ORDOO2I Dale  3IANI09  Gustomer Ref.
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Suggested Deliveries
Use the Suggested Deliveries

customer level.

the priority code

selection criteria.

3 Supgested Deliveries

customer level.

Note:

the Use

criteria.

) Notes
command to show all transactions ¢ | e
that the system deems to be of the Sequence : |n|| Orders |
correct status to be delivered. If you
are using the Gateway module (and ENE
so have the Use Gateway option Fram ADA00D1 Q) | Adams Light Engineering Ltd
selected on the Options tab of the
Company Profiles form in the To: ¥OLIOo03 @ | Youngs (aberdeen) Ltd
System module), you can also
choose whether to include all orders [] include Megative Stock Items
or gateway orders only in the :
selection criteria. The report [Jpslivery Due Date
contains, customer, order, document From: | 28/03/2012
number and date, the customer's
reference and route. It also contains, B¢ EETRIEIZ
line by line, stock code and
description, quantity ordered and Delivery Priotity
value. Totalling is at order and g Ech': El
Notes: Under Delivery Priority,
range is
_dl_splayed. Th|§ is not editable as @ ’ oK ] ’ Cancel
it is always for invoicing.
If you are using the Gateway
module (and so have the Use s ot o b, i Suggested Deliveries By Account
Gateway option selected on the
Options tab of the Company Orion Vehicles Leasing Suggested Deliveries By Account Page
Profiles form in the System customer  ADAOOY  Adams Lign Ergnasog Lt
module), click to select whether Docme  DOONE  Caken DELMY
you want to include all orqers or oo o e e
gateway orders only in the - e
owrieg ot e bt Gaon
Customer  AHLODOT Abington Hire Limited Gustomer ol e
Suggested Invoices - . 1
e ) O Suggested Invoices X
Use the Suggested Invoices —
command to show all transactions
that the system deems to be of the Sequence | v |.n.|| Orders |
correct status to be invoiced. If you
are using the Gateway module (and Rangs
so have the Use Gateway option From: | ADAODOI @ | Adams Light Engineering Ld
selected on the Options tab of the
Company Profiles form in the Ta: YOUO003 @ | voungs (Aberdeen) Lkd
System module), you can also
choose whether to include all orders BEREy
or gateway orders only in the Code :
selection criteria. The report :
contains, by customer, order number B”a"tg'c,e Z8fu3fz012 G
and date, document and delivery
numbers and route. It also shows @ ’ po l ’ Canel
line by line, the stock code and = =
description, quantity ordered and
value. Totalling is at order and e s e Suggestad Invoicos
Orion Vehieles Leasing Suggested Invoices
N Customer BAR00OM Barto Williame Limited
If you are using the Invoice Date 28103/2012
GateWay module (and so have Order No. ORDO027 Date 240972070 Cust, Ref. Route mis
Gat eW ay optlon Stock Code Pescription Quantity Line Value
selected on the Options tab of Eccon Dol Sompass.
the Company Profiles form in OncerTotl e
the SyStem mOdUle), CIiCk to Customer  BOLO0O Bolton Gomputer Centre Custemer 1ol e
select whether you want to Invoice Date 28103/2012
include all orders or gatEWay Ordor No. ORDIO2TE Date 24092010 GustRef. Route MEN
. . Document. DOCO0730 Delivery DELQO318
orders only in the selection coscrpion quity Lievke
Onder Total 0536
Custorner Total 230436
Customer  FRAGO01 Francois Poggenpoel
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Product Price List

Use the Product Price List command
to produce the product price list
either by product, category or
gateway category. Gateway
category is only available as a
sequence option if you are using the
Gateway module (and so have the
Use Gateway option selected on the
Options tab of the Company Profiles
form in the System module). You
can click Display Data to show all
items included in the list. You can
then deselect items to exclude them
from the list to be printed.

3 Product Price List

{Qpt

sf|

Range

From: | CMATO44 Q| Car Mat - Small
To: ZACDO10 Q| Sory Steren WH-CAO0R

() Standard Price List
) Display Data
O Euro Price List
9
3 Product Price List [z
Options | Suggested Stock Price List |
Description Price Cat. | Select ~
Car Mat - Small 12.0[acc [ Yes | -
Car Mat - Medium 10.9|ACC | Ves
Car Mat - Large 14.0|ACC | Yes
Electric Car Polisher 39.9(ACC | Yes
Dialatron 16 Mobile Telephone 85.0(ACC | ¥es
Dialotron 52 Mobile Telephone 115.0[ACC | Yes
Poppy Coral Air Freshener 5.9|aCC | ves
Digital Compass 21.2|ACC | Yes
Heat and Massage Cushion SLOJACC | Yes &
I< | >

Q9

Orlon Vehicles Leasing

Product Price List

Cosale o ZONIIZ at 037 by MANAGER

Orian Vehicles Leasing

Prouct

Produst Price List

Duccription Gamgory S

Price Ghangs and Dacs

e
CHATIS
CHATIZ2
cRoLE

DrRcHIs

Dragusz

ECARO

Ecopon

o0

Ecksol

EcFDon

Prr— ac

Disktran 12 Wioble Tesphane e
(Compse wilh a1 cas ki, beather case, bafiery chasgss

e spave batery.

Foppy Caa A Fresheass mee

Siybeh design - kel o he G, office o e
Lo g v mrded s v b0 3 morihe)

e

e

[ —
3 independnl massage segions.

arikin mastage it
ot T B e T [6S 0T
[iorentieep Hapiasie

120k cowered o i s
1 e 340 3l adaptafr e ane e 118
Hkits Phone Fobler Shst oo
- s ctrn
i M st mobke phowe
it vonl g
s v sl b anbpaed

1 Bant Fadar da 5600 Laser rateaion 5010 1k
V32 Ur debectable It K frls Oebacto Celectind
G,

1z00
1082
400
£

830

Shipping Labels

Use the Shipping Labels command
to produce labels, either singularly or
per line, for each order, delivery note
or invoice or both deliveries and
invoices.

Notes: If you want a label for
each transaction line of a
document, select the A Label
For Each Transaction Line
option.

You can save the criteria so that
the same selections are
presented next time you produce
shipping labels. To do this, select
the Save Criteria as Default
option.

By selecting the Report
Progress option, the application
will display the documents being
processed in the title bar of the
Shipping Labels form. Without
this option selected, no indication
that records are being processed
will be given until the output is
produced.

R.ange
From ORDO0LE7 Q
To: ORDO0ZE4 Q

Mo, OF Copies For
Each Label :

[ 4

[ 5ave Criteria As Default
|:| Report Progress

[]& Label For Each Transaction Line

@

oK l ’ Cancel
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shipping

Contract Invoices

LRl A=
Notes
#dams Light Engineering Ltd Agington HireLimted | e
Close Road Crion Wy
Gostott Industral Park Hettering
The facility to report on progress N Hortharts
is designed as a visual cue to e R
activity in circumstances where OrderNo : ORDOO11E Crer No: ORDO0119
there are many records to be
processed. Be aware that the
use of the progress option may
slow down the production of
|abels anyWay, Allip and Sons Limited Adams Light Enginesring Lid
depending on the speed of the oLt ot
computer or network and the 7a280 Mordiilers Gostrtn
number of documents involved. e i
Orcler Mo : ORDO0120 Order No: ORDO0121
“' Contract Invoices @
Use the Contact Invoices command
to detail the contracts set up within
the SOP module in either summary Sequence E
or detail format. In summary form Range
analysis sequence, the report d
shows, within sales code by From : ADADOO1 @ | Adams Light Engineering Ltd
customer, the customer reference,
document number and date and To: YOUD003 Q) | Youngs (Aberdeen) Ltd
gross and net values. The detailed
report includes the product Format Invoices From
description and quantity. The report
d qual : From: |08/05/2012 )
can also be printed in customer Detailed E 105
sequence, showing all instances of To: 08/05/2012 E]
the contract document between the
dates selected for each customer.
Currency Code
@ oK ] ’ Cancel
T Pageous Opara 3+ Ovion Vehichs Laasing - Wan Systam
" Feport Preview - Cantract Invoices (sqopdzontn) I
m\onvom_m_o_u‘wnq‘_ _ Contract Invoicing Detailed Report
o At 0 T OV
[—— [Er— -
fuaner - ane Goods var Total
Camct Dadue W
sk Co Cxscrpion Cumity
U —
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SOP (Specific)

Back Orders

selection criteria.

uotations and Proforma Invoices 2 ]
Q 3 Quotes and Proformas &|
Use the Quotes and Proformas — Notes
command to produce a listofall (| e e
quotations, pro forma invoices or Sequence ! v
both. You can choose the sequence
for the report and an appropriate Range
range. The report can be in either From: |CMATO#4 Q| Car Mak- Smal
summary or detail form.
To: ZAcCDo10 1| Sony Steren WX-CAO0R
Farmat ! Detailed v Include :
Include CRM Prospect Quotations
[Jinclude CRM Inactive Quotations
S
= I |
all Due Dates
o (11
ot 28/03j2012 B
@ [ [o]4 l l Cancel
mmv‘;‘w::u::‘::?m . Quotes and Proformas By Product
Oron Vetices Lowsng Queton o0 Profornes By Prodct
Fraduct Descpuon
N Pt
Cutomer B Doc il duowin  Dwe  GustRer Gty vabie ot nbwge D
ADADI01 LOCO0B08 QL0052 0TMNZON 10.00 12000 7800 3600 0TOHROW
Touis o vy s
et pescaien
CMAT109 Car Mat - Wadium
Cuslomer P Dac Ne. Quokation Dame Cusst, Ref. Gugmtity Value Cost % Margin D
) Totals 000 %20 00 T
N BT e
Cutoner P Docte  uwin  Dww  Gusumel Guamity vae ot bwan Do
ADADDO1 DOCO0608 QU052 Ll ) 10.00 14000 1250 1964 OO0
Tos o wm am
P~ P
MHCAD Videa Traveller W200
Customer P Doc No. Quokation Dar Cusst, Ref. Guantity Value Cost % Margin Due
Totals 2 606.98 360.00 3600
|.._. ac raers
3 Back Ord 1%
Use the Back Orders command to —
report on back orders up to a given
date, in summary or detail format, Sequence : | All Crders |
and by customer, product or
document. If you are using the REEE
Gateway module (and so have the Frarm : ADAD001 @ | Adams Light Engineering Ltd
Use Gateway option selected on the
Options tab of the Company Profiles To: ¥oU0003 @ | Voungs {Aberdeen) Ltd
form in the System module), you can
also choose whether to include all Format all Orders Prior To
orders or gateway orders only in the
9 Y y | Detailed v | | 28/03(2012 HE
. The summary report shows
code, description, quantity, cost Currency Code :
and margin. The report by
document number shows
document number, customer @ [ o4 l l Cancel
code, order number, date,
customer reference, cost and
margin. The report by customer
account shows order number,
date, customer reference, last
delivery date, last delivery
number, value, cost and margin
outstanding.
. The detailed report shows
product code and description,
order and due date, quantity,
customer code and reference,
order number, cost and margin.
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The document report shows

Orion Yohiclos Loasing
Zmated on ZHOVZO12 3l 031 by MANAGER
Repot Format 1 Detailect

Al idars Prior To 281082012

Back Orders By Account (Selected from ADA0G001 to YOU0003)

document number, customer St Notes
COde and reference’ order Orion Vehicles Leasing Back Orders By Account Page
number and date, product e e S TR G
code and description, quantity, e e Bl e
due date, cost and margin. B Do 2005
account ShOWS Customer Stock Code Description Guantity Line value Due Date Cont Wargin
code, name and reference, oo o o vy e we s
order number and date, stock Temroromr  oRowz0 w020 wa
Code and deSCrlpthn, quantlty, nus.u:mhk;z:nom ::'::I,::;n ORD00270 Date  10/09/2010 Customer Rel. vty e Vate. Due e o g
line value, cost and margin. fipal v s e Tiee o T
Note: If you are using the
Gateway module (and so have
the Use Gateway option
selected on the Options tab of
the Company Profiles form in
the System module), click to
select whether you want to
include all orders or gateway
orders only in the selection
criteria.
Forward Orders 3 Forward Orders
Use the Forward Orders command
to report on orders up to a given
date and include back orders if Sequence : all orders
required. You can produce the report
in summary or detail format and by Bae
customer, product or document. If From: | ADAOOOL Q, | Adams Light Engineering Lkd
you are using the Gateway module
(and so have the Use Gateway To: YOoU003 @, | Youngs (Aberdeen) Ltd
option selected on the Options tab of
the Company Profiles form in the
System module), you can also Farmat : | Detailed v
choose whether to include all orders
or gateway orders only in the ﬁ:':?;d,ers 28j03j2012 (]  Dlinclude Back orders
selection criteria. '
The summary report shows Egrdr:'?c‘f’ v
code, description, quantity, cost )
and margin. The document :
report shows document number, Q) ’ oK ] [ Cancel
customer code, order number,
dater CUStomer referencev COSt Orion Vehicles Leasing Forward Order By Account (Selected from ADA0DO1 to YOU0003)
and margin. The customer report e e
shows order number, date, e
customer reference, last delivery ,_m_!;_m P —— -
date, last delivery number, Customer ADANIS  Adares Light Engineering L2d
Xaltiféfgig and margin BT, S T T o oo o e
u ng. ey Pt e O 0 prefioneyoicrisr Sl o
The detailed report shows Totrerely o - — =
o oy T R T e T B
product code and description, stk o s Gty Lnethe Dl G e
order and due date, quantity, e oo o pee  mw ew
customer code and reference, Tren e e
A R = R T R o L
order number, cost and margin. Stook Code Descrpon Ourby e vaie Due Dite [ —
The document report shows ans e poe priaeuct an _ oe
document number, customer o oy e e
code and reference, order et o T
number and date, product code
and description, quantity, due
date, cost and margin.
Note: If you are using the
Gateway module (and so have
the Use Gateway option
selected on the Options tab of
the Company Profiles form in
the System module), click to
select whether you want to
include all orders or gateway
orders only in the selection
criteria.
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Works Orders

Use the Works Orders command to
produce a list of internal works
documents based on SOP records
held on file that are identified by an
internal document number. For
example you can select documents
that were progressed to invoices for
goods sold, to make up a works
order to manufacture more goods to
replace those sold. If you are using
the Gateway module (and so have
the Use Gateway option selected on
the Options tab of the Company
Profiles form in the System
module), you can also choose
whether to include all orders or
gateway orders only in the selection
criteria.

Notes: Use the Mark command
on the Action menu to toggle the

selection of a record in the
suggested document list.
Use the Reverse Marks

command on the Action menu to
reverse the current selection;
marking unmarked ones and vice
versa.

3 Works Orders b__<|
ot | Notes
Sequence : ‘Document v | ‘AII Orders |
Range
From: | DOCOOSOS Q)
3 Works Orders E\
Cptians | Sungested Document List |
urnber Date: Customer Cust. ref. Mem Goods Walue  WAT Walue | Total Value Select A
ADADDDL CD92955 425,00 74.90 502.90( Yes |7
ADADOODL 36,92 5,54 4Z.46) Ves
AHLOODL 28,27 .24 32,51 Ves
ANDO001 119,00 17.85 136,85 Yes
EBAROODL 35,29 5,74 44.03) Ves
BOLO00L 12,00 .10 14,10 ves
EBRIODOZ 428,00 64,20 492.20( Yes
—ARO001 69,00 10,35 79.35) Ves
DERO001 20,20 291 23,11 Yes
ELIDOOL 127,65 19.15 146,80 Yes o
5
L velucles Lisrsarg
ot Huues
Coian i
Karirirg otk Drel
::}%"‘é‘;’é Dae:  2%IRI0NE Puge:  Fage 1
Telephone © 01526 #9020 VAT Reg No. 112233242
F%: 01556 85001
Accound:  ADATOIT
Addarea 1ot Foginaarng |
hial Fek
Nl T autand
NE5 TR
Diciurikart Nuri bsr DOCHISNE our Ref, COE2838 Dote  O1SLRTHO
Guartity  Description waT Prica Dic, Line Yalu
1.20 el Lo €lorziact Manibly Pagrent 1 Ealvi} Belvi}

Back to Back

Use the Back to Back command to
produce a list of all records
generated using the Processing
command where either the P/O or
WI/O option has been selected on
detall lines. You can select
customer, product, document or
territory and region sequence. There
are options to include invoiced
orders and select by due date and to
restrict the selection to a given date
range.

Notes: If you want to include
invoiced orders in the report,
select the Include Invoiced
Orders option.

If you want to select on the basis
of due date, select the By Due
Date option.

.3 Back To Back

x)

Sequence :

Range

Region

Frarm ¢

—

Scope :

Include Invoiced Orders
|:| By Due Date

From : ADBO001 24 | Adams Light Engineering Led
To: Yialoon3 1 | Youngs (Aberdesn) Lbd

All rders From

From: | 28/03/2012 D
To: 26/03/2012 E]

@
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Back to Back...

Pk peeview ] page 1
Wb [ ] B &

Orion Vehicles Leasing Back to Back Listing By Account (Selected from ADA0001 to YOUD003 )
N

Pt o FEA4R010 8 15102 by MANRGER

PURN3E OrOers SEcted
&3 Qs Frorh J64/2008 To 26042010
"

Orion Vehicles Leasing Backta Bock Listing Poge 1
Customer  ADADOY  Adoms Light Engnesring Lid
Doc Mo, DOCOOSZS  Ovier Mo,  ORDOIIET Crstonmar Rat. Dats 01067000

Orter MadeRecsd
Stock Cade Ordered Quantity [ Ouamtay  Order Na. Suppiiss
CMATIME
Can Ml - Srrall [T 200 w0 PO GRODON
DucMo.  DOCOGEY  OvderMo.  ORDWZN Customer Rt Dale 20062000

ortsr MageReca
Stock Cade Ordored auaniny Oumty Ouantmy  Oraer No. Suppiies
FABC100
Coalcushion Sea Fabic 20082000 100 100 PO PORBOIOD WaRIn01

4.3 Invoicing/SOP View options

There are various view options available. View details of the record status,
header, detail lines, totals, the customer account or turnover analysis. If you
choose to view detail lines, the form displayed also includes an Action button with
a View Memo command. You can use this to view the memo according to the
document type (document, quote, order, and so on). You can also drill down by
double-clicking a detail line which will show a Memo tab containing the delivery or
invoice memo according to the progression status.

Header
Prink Chrl4p Lines
Delete/UnDelete  Chrl+D Totals
Mew kel Account F11
Edit Chrl+E Turnover Analysis

Status

This Status screen will detail the stages the document has been progressed
through, the dates it was progressed and the reference numbers that were
assigned at each stage, as follows:

3 Status : DOCOD503

Tvpe Murnber Date Revision
Cuoke [
Profarma i
Order [
Delivery I
Inwnice i
Credit i

)
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Header

This will show all information entered onto the document header. It will also
display the logon name of the user who created the document.

3 Header : DOC00503

CEX

Account ADADDDL Delivery :

Adams Light Engineering Ltd

Close Road

Gosforth Industrial Park

Gosforth

Northumberland

MCS 1WR Raised By : ADMIN
Cust Ref @ 092988 Territory @ Ex1 K Mihlister
Despatch TRA Transporter Region : MNE Morth-East England
Route Al A1 NorthfMEJE Scot' WiHouse : MAIN || Main Warehouse
Project : ” Departrent : | ||
Comments

Q

Lines

This will show the transaction lines of the document and the status of each line i.e.
whether quantities of that line have yet been delivered and / or invoiced.

3 Lines : DOCO0503 - Adams Light Engineering Ltd

Stock WiH Cuantity Delivered Inwvoiced Description
LCT226 1.00 0.00 0.00 Yehicle Lease Contrack - Monthly Payment
< |
Select an entry From the list above,
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3 Totals

=S

Goods Value
Line discount
Settl, @ 1 days
Settl, @ 2 days
Orverall discount
VAT Yalue

Cost walue inc. LC

akerling
423,00

74.90

uto ]

Profit value 428,00
Margin % 100,00
Tokal walue 502,90

9

This will show various values of the document, such as the Goods Value, VAT
Value, Profit and so on.

Account (F11)

This is identical to the View function in Sales Ledger Processing. This offers a
quick, comprehensive, on-screen enquiry of a Customer’s Ledger transactions,
such as Invoices, Credit Notes, Receipts and Refunds. The operator is given the
opportunity to view all transactions, outstanding transactions only or those that fall
within a specific date range.

3 View Account Transactions

Please specify whether you would like to view
all kransactions or the outstanding
transactions only, & date range may then be
applied to either selection,

Wiew Tranzackions:

() Outstanding

Dake Range:

From : I E]
To: !} E]

@ [ o [ coa |
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3 Account : ADADOOT - Adams Light Engineering Ltd ‘._”E”i‘
Date Type Ref 1 Ref 2 Stat Debit Credit Balance | A
05/04(2010  |Inw INYOD521 92988 078 502.90)
07j05/2010 |Rec o013 heque 075 443, 64
28/05/2010  |Inv IMYODE30 078 43.35|
11j06(2010  |Rec 511 heque 076 500.00)
11j06(2010 |Dis 511 076 34,66
18/06/2010  |Inw IMYODE3D CONSOLID 051 1207.81
10/072010  (Inw IMNVODE41 053 407810.78) 1810.78
09/08(2010  |Rec 00615 heque 077 480.00) D
09/08{2010  |Dis 000615 077 12,20
23/08(2010  |Rec 000620 heque 078 1000.00)
30/08/2010 |Rec 00641 fpart heque 079 200000, 00)
ninatznin I THYNNAST CONSOI T RT3 ud
|1< | >
Description 5 Morths+ 4 Months 3 Months 2 Manths 1 Month Current Tatal fad
65630,95 513.60 513.60) 0.00) 0,00 657.60) 67375.75)
Unallacated ‘ 0.00 0.00 0,00 0.00) 0,00 0,00 0,00 v
Q

Turnover Analysis
This is identical to the function in Sales Ledger Processing.

3 Turnover Analysis : ADAODO1 - Adams Light Engineering Ltd |ZHE

X

Turnover Analysis : ADA0O0OL1 - Adams Light Engineering Ltd

300,000 4

200,000 [

Turnover
£

2
“B

% “,

% i) % % % % “

Periods
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Accreditation Training Courseware
5 Utilities

5.1 Global Price Changes

Use the Global Price Changes command on the Utilities menu to update cost
and/or selling prices on the stock/warehouse or product records or special price
lists. This provides an effective way of updating cost and selling prices for stock or
product records based on a variety of criteria. You can also update cost and
selling prices on warehouse records if you have multi-warehouses feature
activated and you have selected the Use Multi-Warehouse option on the Set
Options form in the Stock module. Once you have specified your price change
criteria, the system calculates the new prices and updates the files automatically
and produces a report.

3 Global Price Changes fg|
Type
(®)iPerfarm Global Price Changes!
) Recaloulate Landed Costs
Sequence
(®) Stack ref, From : | CMATO$4 Q) | Car Mat - Small
O Category To: |zacooio ), | Sony Stereo WX-CE00R
File
(®) product Mo Range For This Sequence
) Price list
() Warehouse
Change by i o E
@ PerElErp Prices Percentage Skark Finish —
O vaiie [Jcost 0.00 =
(O Last cost [sell 0.00 g
[Inext 0,00 || 28i03/2012
[sale 0.00 || 2si03j2002 | . | 28j03/2012
) (o J( o= )

To update prices globally

1. Open the SOP folder, double-click Utilities and then click Global Price Changes.

In the boxes provided, complete the options that determine which prices are
changed and by what means.

3. To update the prices, click OK, then click Yes when the report is produced.

Notes: If you choose to update a price list, you can select the currency to be
updated by selecting the Currency option and then selecting a currency from the
list box. The Cost and Last Cost options under Change by will be unavailable.

If you have multi-warehouses feature activated and you choose to update
warehouse prices, the Next and Sale options under Change by will be
unavailable.
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If you choose to update supplier prices, the Last Cost, Sell, Next and Sale

options under Change by will be unavailable.

Note: File Options that determine the files to be updated. These are: Product
(price change details are written to the selected stock or product records); Price
List (price change details are written to the range of price lists you specify);
Warehouse (if you have multi-warehouses feature activated, price change details
are written to the range of warehouses you specify in the From and To boxes that
appear) and Supplier (price change details are written to the range of supplier

records you specify).

Criteria

Criterion Description

Sequence Options that determine the sequence and range selections. You can
select either stock or product reference or stock category codes. You
then define the range in the From and To boxes. If you select
Category, all stock or product items associated with the category
range will be included in the price change process.

File Options that determine the files to be updated. These are: Product
(price change details are written to the selected stock or product
records); Price List (price change details are written to the range of
price lists you specify); Warehouse (price change details are written
to the range of warehouses you specify in the From and To boxes
that appear) and Supplier (price change details are written to the
range of supplier records you specify).

Change By Options that determine how prices are changed. You can choose
between value, percentage or, for cost price changes, the last cost.

Note: If you select Last Cost, only the cost price is updated by the last cost
price held on file.

Prices Options that determine which prices are changed.

The Cost box is selected automatically if you have selected Last
Cost under Change By.

Changes to Sell, Next and Sale prices are based on the existing
selling price on the stock item or price list; even if Next and Sale
prices are already used.

Example ... a stock item has a selling price of £10, a next price of
£11 and a sale price of £9. You select the Value box under Change

by ...

. and select the Sell box, you enter '£1' in the Value box and
complete the process; the selling price is then changed to £11.

... and then select the Next box, you enter '£1' in the Value box and
complete the process; the next selling price is also changed to £11.

... and then select the Sale box, you enter '£1' in the Value box and
complete the process; the sale price is also changed to £11.

The result of each price update is the same because the uplift is
always based on the existing selling price; the next and sale prices
are ignored.

For stock or product items associated with profiles where the Selling
Price is Cost + option is selected on the Profiles form, the price
change for the cost price is performed first, and then uplifted to
determine the selling price.

Note: If you select Warehouse under File, only selling and cost
prices can be changed - cost.
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Value The value of the price change in actual or percentage terms
depending on your selection under Change by.

Start/Finish If you have selected Next under Prices, you specify the date on
which the next price becomes effective. If you have selected Sale
under Prices, you specify the start and finish dates that determines
the sale period.

Important: Only stock items, or product records (if the Stock Control application
is not used), that are linked to a profile are included in this process. All stock
items or product records that are not linked to a profile are ignored. Stock Profiles
are defined on the Stock Control - Maintenance - Profiles form. Product Profiles
are defined on the Invoicing/SOP - Maintenance - Profiles form.

5.2 Reorganisation

Use the Reorganise command on the Utilities submenu to reorganize and reindex
the files associated with the Invoicing/SOP module, removing deleted and
completed items. The process removes all items marked for deletion. Options are
also provided as indicated in the table below:

‘* Reorganise @

Sequence ; e S~ |
From : CON1022 E|
To: WOR 1008 E|
Delete Transactions Prior To : I E]

[ recalculate Order Balances
[] complete Desc, Only Documents
[] cancel unposted PO request already invoiced

[ use scheduler

)

Box Description

Sequence An option that determines whether you want the reorganization to
be carried out for a range of customers or document numbers. You
can then define the range in the From and To boxes.

Delete The date that determines which documents, eligible for deletion, are
Transactions Prior  removed. Only eligible documents dated before this date are
To processed.

Recalculate SOP An option that determines whether the application recalculates all

Balances customers' order balances and the total order balance that appears
when you use the Monitor Companies command in the System
module. This option is available in case of computer failure during
SOP processing. For example, if you have a power failure while
processing, the application may have recorded a transaction, but
not updated the balances.

© Pegasus Training Services

Page 117


stockcontrol.chm::/Profiles_Stock.htm
invoicingsop.chm::/Profiles_SOP.htm

Accreditation Training Courseware - O3Training_Accreditation_SCM40InvSopR1.4.docx

Complete An option that determines whether documents with outstanding
Description Only description-only lines are regarded as complete and eligible for
Documents removal.

Cancel unposted An option that determines whether purchase orders requested as a
PO request already result of back to back order processing, that have already been
invoiced (SOP) invoiced, are cancelled. This only applies if you have the Purchase

Orders module.

Use Scheduler Scheduler is a separate application that works with Opera 3 to allow
tasks to be scheduled to run at a later time. Running some tasks
during normal working hours can interrupt other essential daily
processing tasks in Opera 3 and reduce data processing time.
Using Scheduler you can plan and process the tasks outside of
your normal working day and be confident that normal processing
tasks can be done without interruption.

This feature is available in Opera 3

This option determines whether this process will be run at a later
time. Pegasus Scheduler must be installed on the Opera 3 server
before you can tick this box.

A note is displayed if a problem prevents this box being ticked:

e No Scheduler permissions - your network permissions for
the Scheduler Dynamic share locations are not set
correctly. See the Scheduler Technical Information Help
topic for details.

e Scheduler not available - the Dynamic Link Library
Pegasus.Schedulerinterface.dll cannot be found. This is
displayed if the Pegasus Scheduler (1.30 or later) client
installation has not been installed or an earlier version of
the Scheduler client is installed.

e Scheduler Server installation invalid - the Dynamic Link
Library Pegasus.SchedulerInterface.dll is installed and
registered correctly but an earlier version of the Scheduler
client is installed. Install the Pegasus Scheduler (1.30 or
later) client installation to correct this.

e Invalid Scheduler configuration - this is a ‘catch-all' error
where a problem is detected but it is not one of the errors
described above. Install the Pegasus Scheduler (1.30 or
later) client installation to correct this.

Tip: First print any reports you need and then take a backup of your data files.

1. Open the Sales Order Processing or Invoicing folder and then click Utilities or
click the Supply Chain Management tab on the Ribbon Bar and then click either
Sales Order Processing - Utilities or Invoicing - Utilities.

2. Click Reorganise.
3. Inthe boxes provided, specify the criteria for the process.

4. Tick the Use Scheduler box to schedule to run this process at a later time. This
feature is available in Opera 3

5. Click OK.
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5.2.1 Scheduling

Select Yes to schedule the task yourself in Task Scheduler. The Pegasus
Scheduler client installation must be installed before you can select this option.

Select No to send a message to nominated administrators to schedule the task for
you in Task Scheduler. The nominated administrators' Opera 3 login names must
have been entered on the Set Options form in Task Scheduler. This is your final
step in the process if you select this option.

Important: If the login names are not entered on the Set Options form in
Scheduler, the message will not be sent.

Note: This form is displayed if the Use Scheduler option is used on these forms:

- Sales Order Processing/Invoicing - Repeat Invoices

- Sales Order Processing/Invoicing - Utilities - Reorganise
- Purchase Order Processing - Utilities - Reorganise

- Stock Control - Utilities - Period End.

This feature is available in Opera 3
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Accreditation Training Courseware
Appendix

Appendix A — Invoicing/SOP Integration with Advance Nominal

Invoicing/SOP Postings

If the Advanced Nominal Ledger is activated, and the modular options are set to use Dimensions 1 and 2,
when posting to the Invoicing/SOP module the User can expect to see additional fields for Project and/or
Department where appropriate.

>
i=)
o
®
>
o
X

Invoicing/SOP (SL) Analysis Details

Despatch : TRA + | Transporter The Analysis details form has
been enhanced to include Project
: A1N &1 Morth/MEJE Scok'd .
Route : 3 e and Department fields. These
Region ! ME + | Morth-East England may be defined per Customer
Tertitory : Ex1 w | K Mclister record if required and may be
amended per transaction if
Cost Centre AL | Sales necessary.
Praoject Q4
Diepartment Q
@ oF ] [ Cancel

Entries into these fields will always be offered as the default and may override the default set against the
Nominal Code (if specified).

The Analysis details may have been defined against the customer record in the Sales Ledger. These
Analysis details can be changed per transaction posting if necessary but will always be offered as
default. The above example shows the same Analysis details as seen in the Sales Ledger previously.
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When processing any documents in the Sales cycle the additional fields will be automatically
populated if defined in the Analysis details, but will be dependant on the Nominal Code allowing either
Optional or Mandatory use of the additional dimensions.

3 New Order Details : ADAOODY - Adams Light Engineering L td 3
General IMEK|
Reference : Warehouse ! In Stock P.Orders
Description : |Car Mat - Small | Qby Factor : I:I
Aralysis:  |ACCEDL v |WAT |1 v sl | 12.00 | Line Disc ;
Job Date : D Costinc, LC: Margin %a: Prafit : 4,20
Jab Ref : I:I Due E] Priority : (2]
Project : I:I Department I:I |:| Costing Analysis
Due Order
Reference Description Quankity Price Disc, (VAT Value R
CMATO44 Car Mat - Small 1,00 12,00 1 12,00 B
v

@ Order tatal ex WAT 12.00 Post

Wigw

I Close

The Project and Department may be changed as necessary throughout the documents life up to the
point of Invoice. An Invoice may not be edited.

The Project and Department fields will not be available should the User enter a description only line
and does not specify an Analysis code.

3 New Order Details : ADADDO1 - Adams Light Engineering Ltd

General I Mema |

Reference : |CMATD44 | Warehouse : In Stock : P.Crders :
Description ; |Car Mat - Small | Qb : Factor : I:I
Analysis: | ACCEDL o+ |vaT: |1 METN 12.00 | Line isc Ext:
Job Date : E] Costinc, LZ ; Margin % Profit 4,20
Job Ref : I:I E] Priority ; Crio
Project : I:I Department : I:I [ costing Anakysis

Cue Crder

[wr]
c
g

Reference Descripkion CQuankity Price Disc,  WAT Yalue

>

The above example shows a Quote for CMAT044 — Car Mat — Small.

The Stock item is attached to a Sales Code of ACCEO02, which in turn allows analysis through the
Nominal Code of K120. It is the Nominal Code that governs whether the Project and/or Department
fields may be left blank (Optional) or must be specified (Mandatory). The Nominal Code may be
changed if the Stock Item has been set up to allow this to be overridden.
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Appendix B — Notes

Most maintenance forms have a Memo tab you can use to record notes about the record currently
displayed on screen. You can also use object linking and embedding to attach documents or images. In
addition to these facilities, further notes can be attached to certain master records which are more
structured, and that can be used to record and monitor actions or tasks to be carried out by someone
else. Notes can also be generated automatically as a result of a particular process; for example, putting
an account on stop.

Notes are created, edited and viewed by selecting the Notes button on the toolbar, or by pressing
CTRL+0O, once you have retrieved the master record concerned. The facility is not available for all
records, or under all circumstances. You can only create or view notes for a record when this button is
available on the toolbar.

For each note record you create, you can enter a subject heading and the details of the note. The
default date of the note will be the processing date and the originator's user name is also recorded. You
can assign a priority to the note, depending on it's level of importance (low, normal or high). If the note
relates to a task or action to be undertaken by someone else, you can select one of the persons
identified on the People Profiles form and record a date by which the action should be completed. If that
person record has an e-mail address associated with it, or if you type an e-mail address on the note
record, the application will automatically generate an e-mail message, using your default MAPI-
compliant e-mail software, when the note is saved.

The note can be retrieved for viewing or editing at any time when the master record is displayed using
the same Notes toolbar button used to create it. You can create many notes for the same master
record; each one is summarized in the grid in the bottom half of the Notes form. A report is available to
list the notes created for the master records.

If the note relates to an action, you can record when the action has been done using the (Un)Complete
command on the Action menu associated with the Notes form.

You can identify when a record has a note attached by an icon that appears in the form's status bar:

Action ~ / The notes status bar icon
IView l | | ’ |

If a note has been assigned a high-priority status, this is indicated by an exclamation mark in the status
bar of the Notes form, provided that note is the one currently selected in the grid:

Action - | //_,_,/ Indicates a high priority status
|b‘iew | | I ‘,ﬂ R I_

You can mark a note for deletion by retrieving the note record concerned and using one of the normal
record delete functions. Records marked for deletion are removed using the Reorganise System Files
command in the System module. You select the Tidy Notes option on the Reorganise System Files form
for this purpose.
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Automatic Notes Creation

Some processes result in the automatic creation of a notes record, including:

e On production of a sales statement.

e When a sales or purchase account is put on stop or subsequently released.

e When a sales or purchase invoice is marked as being in dispute or subsequently released.
e When an e-mail is produced for a customer or supplier via the Processing menu.

e  Optionally when producing e-mails from the Customer Contacts or Supplier Contacts reports, provided the
Note of E-Mails option is selected.

Automatically generated notes do not have corresponding actions; no entries are made in the Action
For, E-Mail, or Done By fields. However, the Completed field is updated with the same date as the
note's creation date.

Note Reports

For those modules where notes can be maintained, you can print the notes created for master records
using the appropriate command on the Reports menu. You can use selection criteria to determine which
note records are listed. For example, you can restrict the list to a range of master records, persons
identified in the Action For box, user records (those responsible for creating the notes) and action dates.
You can also select by priority level and optionally include notes not intended for action, or that have
already been marked as complete.

Prerequisites

Before you create a note record, you need to have created the master record to which the note will be
attached. If you want to record an action for a specific individual in the Action For box, you must create
the person record using the People Profiles command in the System module. In order to make it
possible to generate a default e-mail message when the E-Mail box is used, you must have a MAPI-
compliant e-mail software application installed on your PC.

To create a note record

Retrieve the record for which you want to create a note record.
On the toolbar, click Notes.

On the Record menu, click New.

In the boxes provided, enter the details of the note record.

If you have entered an e-mail address, on the Record menu, click Save. (You do not need to use the
Save command if the record has been created without an e-mail address.)

6. To close the Notes form, click Close.

a s e

Note: If an entry is made in the E-Mail box, saving the note will result in the application starting your default e-
mail software and generating a default e-mail message.
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Note Entries

Box

User

Date

Priority

Action
For

E-Mail

Done By

Subject

Note

Description

The user name of the person creating the note. This is automatically based on the name used to log on and
recorded in the User Profiles form of the System module. You cannot override this on the note record.

The date on which the note was created. The default is the current processing date. If you want to change
this, type a new date or use the calendar button alongside the box to select an alternative. Once the note
record is stored, you will not be able to amend this creation date.

An option that determines the level of importance for the note. You can select 'Low’, ‘Normal' or 'High' from a
list. The default selection is 'Normal'. Once the note record is stored, this priority level is reflected in the grid
in the bottom half of the Notes form in the column headed P. 'L' means 'low', 'H' means ‘high' and no entry in
this column means ‘normal’.

A reference that identifies someone on the People Profiles form in the System module to whom the note
relates. You can select from a list. If the note is not relevant to a particular individual, or the person does
have a corresponding record in the System module, leave this box blank.

If you do select a person record and they have a corresponding e-mail address, that address will appear in
the following box.

The e-mail address of the person for whom the note is intended. This may be shown automatically if one
exists on the person record. If not, you can type an e-mail address. When the note record is saved, the
application will automatically generate an e-mail message using your default e-mail software. If you do not
want an e-mail created, leave this box blank.

A date by which the action or task should be completed. You can leave this blank if the note has no deadline
or time restriction. You can use the calendar button alongside the box to select a date. Once the note record
is saved, this date will appear in the Be Done By column of the grid in the bottom half of the Notes form.

The subject of the note. This is also used as the default subject line if an e-mail is generated. A default
subject heading will appear in the note has been generated automatically.

The detail of the note. This will appear as the message text if an e-mail is generated, preceded by the ID and
name of the record to which the note relates. A default message will appear in the note has been generated
automatically.

To mark a note as completed

1. Retrieve the record for which you want to update the note record.
2. On the toolbar, click Notes.

3. On the Action menu, click (Un)Complete. The current processing date appears in the Completed column of
the grid in the bottom half of the Notes form.

4. To close the Notes form, click Close.

Note: You can reinstate a note to its incomplete state by reselecting the (Un)Complete command on the Action
menu associated with the Notes form. This causes the date in the Completed column of the grid on the Notes
form to be removed.
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Appendix C - Object Linking and Embedding

You can link objects to be associated with records such as customers, suppliers, stock items,
employees and so on. A representation or placeholder for an object is inserted on the O.L.E. form
associated with the record. The object exists in the source file and, when it is changed, the linked
object is updated to reflect these changes. You can attach a picture as well as an object placeholder.
This can be associated with the OLE data object or be independent. You can link several objects to
each record. Double-clicking on the icon associated with the OLE Data heading will start the
application used to create the object, assuming the application and document is available to you.
Right-clicking on an icon associated with an OLE Data heading displays a shortcut menu. The menu
options on the shortcut menu are dependent on the type of object, and provide the ability to edit the
object and/or edit the package using Object Packager.

Pickure CLE Data:
Mo Picture Recorded Mo OLE Data Recorded

Comment :

Date Camment ~
v

< >
)
Wig

To link objects

1. Open the relevant module folder, and then click Processing.

Retrieve the record for which you want to store object details, click Action and then click O.L.E. The O.L.E.
form appears.

On the Record menu, click New.

Under Picture, click the browse button to locate the file that contains the image you want to link.
Under OLE Data, click the browse button to locate the file that contains the document you want to link.
In Comment, type a comment that identifies the objects you have linked.

To store the object details, click OK.

n

No oM

Notes: An icon appears on the status bar of the record processing form to show that an object record exists. You can use the New
command button on the toolbar to add additional objects. To start the application used to maintain a data object, double-click the icon
under OLE Data. To delete an OLE entry, click to highlight in the list and then click the Delete command button on the toolbar. Both
picture and OLE data objects are removed as one item. Deleted OLE files are removed when you use the Reorganise System Files
command in the System module with the Tidy System Files option selected.
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Appendix D - What's Reverse Charge VAT Accounting for Goods?

The Reverse Charge accounting procedure was first introduced by HMRC to combat Missing Trader intra-
community (MTIC) fraud, also know as carousel fraud, in business-to-business (b2b) transactions in the
United Kingdom. It applies when a supply of mobile telephones or computer chips exceeds the HMRC de
minimis level of £5000, exclusive of VAT. In this situation the buyer rather than the seller must account for
the Output VAT to HMRC. Full details of the procedure are available on the HMRC web site.

A report called the Reverse Charge Sales List (RCSL) has been added to the System - Maintenance - VAT
Processing form. This report is designed to be submitted electronically via the HMRC web site and the
Government Gateway. Once you declare to HMRC that you need to use the Reverse Charge accounting
procedure, the RCSL must be submitted to HMRC for each VAT period, even when no Reverse Charge
supplies are traded.

Important: Supplies to customers in the United Kingdom who are not VAT registered are unaffected by
Reverse Charge accounting; as the supplier you must account for the output VAT in the normal way.

Definition of mobile phones and computer chips

Mobile Phones
For the purpose of the reverse charge, mobile telephones include:

e Any handsets that have a mobile phone function (i.e. the transmitting and receiving of spoken
messages), whether or not they have any other function - it therefore includes other communication
devices, such as Blackberrys.

¢ Mobile phones supplied with accessories (such as a charger, battery, cover or hands-free kit) as a
single package and Pay As You Go mobile phones.

The reverse charge does not apply to the following:

e Mobile phones that are supplied with contracts for air time.
e Mobile phone accessories which are supplied separately from a mobile phone.
e 3G data cards or Wi-Fi cards.

Computer Chips

As a guide, all computer chips covered by the reverse charge fall within the tariff commodity code 8542
3190 00. The term covers the following:

e Small integrated circuits (Central Processing Units or CPUS)

e Discrete integrated circuit devices (Microprocessors or Microprocessor Units - MPUS)
e Microcontrollers or Microcontroller Units (MCUSs)

e Chipsets - the dedicated cluster of integrated circuits that support MPUSs.

The reverse charge applies to such items when they are in a state prior to integration into end user
products. Items such as computer servers, laptops or desktop units are excluded from the scope of the
reverse charge.
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Appendix E — Data Structures & Technical Information

The following pages contain the Database Structures & Technical Information of the Invoicing/SOP Ledger Module
as of the 6.70.00 release.

VAT & Exchange Rates

TS Sales Ledger ) ZTAX
. \ e
. \ o ZVTRAN is updated
: "'0.,. either at month end or
raaq Sales Order \ when an audit trail is run
Processing
\ \ ."0.... Sg>
N — Y ZVTR
:-> Purchase --------------- N
E | adnar ’
: Exchange
: Rates are
: used by the
|}
raad Purchase Order
Processing
O
~
Nominal Ledger ZXCH
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Sales (Inc. Cashbook)

SPARM SPRFLS STERMS SLOOK
| If Real-Time is
ON will update
directly if in
ZTAX > SNAME < SSALE
LXCHG QO
SNOML el NTRAN
ZVTRAN
Invoice
C Note
HSANAL
/ e ONLY IF CASHBOOK PRESENT \
” u a4
b
o ”
Payment N N
Refund AENTRY > ATRAN > ANOML
\ 4

Each time the STRAN table is updated then the Sales Ledger Total
Balance will update SEQCO (Dependant on Update Company

Balances option in System Preferences).
This is recalculated at each period end
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Invoicing/S.0.P.)

SNAME

Updated for
orders and
invoice totals

Discounts and
Defaults for
customers

IPARM IHEAD

A 4

To Sales Ledger Tables

IHEAD ->STRAN
ITRAN ->SANAL

From Stock Price

or Product file /N > Tables ITRAN

\ 4

IALLOC

Each time the STRAN table is updated then the Sales Ledger Total Balance will

update SEQCO (Dependant on Update Company Balances option in System

Preferences). This is recalculated at each period end.
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Joins Information

TABLE N[e]]\

ihead LEFT JOIN ihead ON ialloc.it_doc=ihead.ih_doc

ihead INNER JOIN ihead ON itran.it_doc=ihead.ih_doc

ihead LEFT JOIN ihead ON dmereg.document= ihead.ih_doc

ihead LEFT JOIN IHEAD ON DMPERITEM.INVREF= IHEAD.IH_INVOICE OR DMPERITEM.CRREF=

IHEAD.IH_CREDIT

ihead left join ihead on dmereg.document= ihead.ih_doc

ihead left join ihead on dmperitem.invref= ihead.ih_invoice or dmperitem.crref= ihead.ih_credit

Codes of interest

Breakdown of Codes

Transaction Types (IHEAD — Status)

Type Description

U Document

Q Quote

P Pro-Forma

o Order

D Delivery

[ Invoice

C Credit Note

Breakdown of Codes

Transaction Types (ITRAN — Status)

Type Description
A Ordered
X Delivered
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Table: 1ALLOC Table Description : Allocations

Field Name Description Type Length DPs  Further information

IT_ DOC Document Number C 10 0 Internal document number.

IT_ STOCK Stock Reference C 16 0  Stock reference.

IT_DESC Description C 40 0 Item description.

IT_QUAN Line Quantity N 9 0 Line quantity.

IT_DATE Date D 8 0 Date line entered.

IT_RECNO Record Number N 7 0  Sequence within document.

IT_PRIORTY Priority N 1 0  If the document is an Order this field is thepriority
with which the order line will beprocessed if there is
insufficient stock tosatisfy it. The priority flag from
the documentheader is used as a default, but the field
ismodifiable at line entry time.An entry of zero
indicates top priority and stockis allocated
immediately (on entry).

IT_DUE Due Date D 8 0 Due date for the shipping of this line of goods inthe
order processing system.The date from the document
header is used as adefault, but is over-rideable.

IT_QTYALLC Quantity Allocated N 9 0 This is the quantity of goods allocated from stockto
this line or edited by user.

IT_DTEALLC Date Allocated D 8 0 This is the date of the allocation of stock tothis line.

IT_QTYPICK Quantity Picked N 9 0  This is the quantity of goods picked from stockfor
this line.

IT_DTEPICK Date Picked D 8 0 This is the date of the picking of stock for thisline.

IT_QTYORIG Original Quantity N 9 0  This is the original suggested allocation quantityfor
this line.

IT_QTYEDIT Quantity Edit Saved N 9 0 This is the 'saved' edited allocation quantity forthis
line.

IT_GASH Work Field C 2 0  Working field - do not use.

IT_ACCOUNT Account Cc 8 0  Customer account number (taken from
documentheader).

IT_SORDER Sales Order Number C 10 0  Sales order number.

IT_ORDDATE Order Date D 8 0  Sales order date.

IT_CWCODE Warehouse Code C 4 0  Warehouse code.

IT_ALLODIS Allocation Quantity C 11 0  Allocation quantity, used for display only.

IT_ANAL Analysis Code C 8 0  Sales analysis code for this line.

IT_COST Cost Price N 10 0  Cost price per unit of this line.

IT_ROUTE Route C 3 0 Route from sales account (or edited entry).

IT_BIN Bin Location C 10 0 Bin location

IT PQTY Qty Made/Received N 9 0

IT_PORDER Purchase Order L 1 0

IT_WORDER Works Order L 1 0

IT_UQALLOC Unique Allocation Identifier C 11 0

ID Unique ID N 10 0

Default Value :  NEWID(ALIAS())

Table: IDTAB Table Description : ID table

Field Name Description Type Length DPs  Further information

ID_UNIQUEID Record # N 10 0

ID_DESCRIPTION Narrative C 35 0

ID_OLDTABLE_FI Legacy information Cc 20 0

© Pegasus Training Services



Pegasus Opera Il Enterprise VFP Database Structures

ID_PREFIX_TEXT Prefix text C 10 0

ID_NUMERICID Actual number N 10 0

ID_SUFFIX_TEXT Suffix text C 10 0

ID_MAX_NUMBE Maxiumum number N 10 0

ID_MAX_NUM_WI Maximum width N 2 0

Table: IHEAD Table Description : Headers

Field Name Description Type Length DPs  Further information

IH_ DOC Document Number C 10 0

IH_ACCOUNT Account C 8 0

IH_NAME Name C 30 0

IH_ADDR1 Address Line 1 C 30 0

IH_ADDR2 Address Line 2 C 30 0

IH_ADDR3 Address Line 3 C 30 0

IH_ADDR4 Address Line 4 C 30 0

IH_DATE Date D 8 0

IH_CUSTREF Customer Reference Cc 20 0

IH_DESP Despatched Method Cc 3 0 Despatch method code for delivery processpurposes.
The code from the customer record isused as a
default.

IH_DELAD1 Delivery Address L1 C 30 0

IH_DELAD?2 Delivery Address L2 C 30 0

IH_DELAD3 Delivery Address L3 C 30 0

IH_DELADA4 Delivery Address L4 Cc 30 0

IH_DELADS Delivery Address L5 C 30 0

IH_DELADPC Post Code C 8 0

IH_IGNORE Ignore C 1 0

IH_SDIS1 Settl Discount N 5 2

IH_SDIS2 Sett2 Discount N 5 2

IH_ODISC Overall Disc. N 5 2

IH_NARR1 Narrative Line 1 Cc 75 0

IH_NARR2 Narrative Line 2 C 75 0

IH_PRODATE Proforma Date D 8 0

IH_QUODATE Quotation Date D 8 0

IH_CREDATE Credit Note Date D 8 0

IH_INVDATE Invoice Date D 8 0

IH_DELDATE Delivery Date D 8 0

IH_ORDDATE Order Date D 8 0

IH_PROFORM Proforma C 10 0

IH_QUOTAT Quotation C 10 0

IH_INVOICE Invoice Cc 10 0

IH_CREDIT Credit C 10 0

IH_DELIV Delivery Cc 10 0

IH_SORDER Sales Order C 10 0

IH_EXVAT Excluding VAT N 12 2

IH_VAT VAT N 12 2

IH_SDAYS1 S1 Discount Days N 2 0

IH_SDAYS2 S2 Discount Days N 2 0

IH_SAMNT1 Sett.1 Disc. Amount N 12 2

IH_SAMNT2 Sett.2 Disc. Amount N 12 2

IH_OVERVAL Overall Disc. Value N 12 2

IH_POSTACC Post Account C 8 0

IH LOC Warehouse Code C 4 0

IH_DOCSTAT Status C 1 0 Latest status of the document. Q=Quote,P=proforma,
O=0Order, D=Delivery Note, I=Invoice,C=Credit
Note, U=Undefined (cumulative document).

IH_MEMO Memo M 10 0 Notepad relevant to the document, and is carriedwith

the document as it progresses. It may beedited at any
time.
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IH_PRIORTY Priority
IH_REGION Region
IH_TERRTRY Territory
IH_ROUTE Route

IH_ DUE Due Date
IH_REVQUO Rev.Quotation
IH_REVPRO Rev.Proforma
IH_REVORD Rev.Order
IH_REVDEL Rev.Delivery Note
IH_REVINV Rev.Invoice
IH_REVCRN Rev.Credit Note
IH_PRTSTAT Prn Status
IH_DCONTR Cl Days
IH_SCONTR Start Contract Inv.
IH_ECONTR End Contract Inv.
IH_FCURR F.Currency
IH_FCDEC F.Decimal Places
IH_FCVAL Foreign Value
IH_FCRATE F.Exchange Rate
IH_FCVAT FVAT

IH_ADDPC Post Code

IH_ DELT Delivery Terms
IH_NTRN Nature of Transact.
IH_MTRN Mode of Transport
IH_FCMULT F.Multiply

IH_EDI EDI Processed Flag
IH_ EDITX EDI Transaction No.
IH_EDIVN EDI Trans. Version
SQ_USER Soft Lock User ID
IH_RAISED Raised By
IH_ANALSYS Analysis/Cost Centre
ih_ccard Credit Card No.
ih_expiry CC Expiry MM/YY
ih_cauth CC Authorise No.
ih_cname CC Name
ih_ebridge Gateway Document
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If the document is an Order this field representsthe
default priority with which the order will
beprocessed if there is insufficient stock tosatisfy it.
The priority flag from the customerrecord is used as
a default, but the field ismodifiable at order entry
time.An entry of zero indicates top priority and
stockis allocated immediately (on entry).

Region code for sales analysis purposes. The
codefrom the customer record is used as a default.
Territory code for sales analysis purposes. Thecode
from the customer record is used as adefault.

Route code for delivery process purposes. The
codefrom the customer record is used as a default.
Default due date for the shipping of goods in
theorder processing system.

Revision letter for Quote. A-Z.

Revision letter for Pro-Forma. A-Z.

Revision letter for Order. A-Z.

Revision letter for Delivery Note. A-Z.

Revision letter for Invoice. A-Z.

Revision letter for Credit Note. A-Z.

Print Status. E=Edited, P=Printed, N=Not Printed.
Number of days for generation of contractinvoices.
This field is only active if withinadd/edit a
cumulative document and repeatindicator is set to 'D’

Start date for contract invoices. This field isonly used
for the repetative invoice option whenthe repeat
indicator isnot N or Y.

End date for contract invoices. This field is onlyused
for the repetative invoice option when therepeat
indicator isnot N or Y.

This field indicates the currency of the document.
This field indicates the number of decimal placesof
the currency.

This is the value of the document in foreignvaluation.

This is the currency exchange rate at the time
ofcreatation of the document.

This is the foreign valuation of the document VAT.

Document Header Post Code.
Key to terms of delivery file
Key to nature of transaction file
Key to mode of transport file

Has this Document been processed by EDI module.

Used when document transmitted via EDI to
trackthrough to EDI Enabler/\V AN/Recipient batch
ofdocuments. Will be updated by EDI Module.

Each time the EDI document is transmitted thiswill
be incremented by 1. To indicate version
oftransmission.

Contains the 1D of the user who 'owns' the rowwith a
soft lock

Originator of order

Analysis Code or Cost Centre
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Default Value : F.

IH_PROJECT Nominal Project C 8 0

IH_JOB Nominal Department C 8 0

IH_TAXPOIN Tax Point Date D 8 0

IH_REVCHRG Reverse Charge L 1 0 Reverse Charge

IH VALIDTO Document Valid Until D 8 0 Document Valid Until

IH_ CONTID Contact ID | 4 0 Contact ID

IH_OWNERID Owner 1D | 4 0 OwnerID

IH_SPROJID Sales Opportunity C 15 0  Sales Opportunity

IH_STATUS SPM Document Status C 15 0 SPM Document Status

IH_PROSPEC Prospect Document L 1 0 Prospect Document

Table: IPARM Table Description:  Options

Field Name Description Type Length DPs  Further information

IP_ORDERNO Order Number C 10 0

IP_INVNO Invoice Number C 10 0

IP_PROFNO Proforma Number C 10 0

IP_QUOTNO Quotation Number C 10 0

IP_CREDNO Credit Number C 10 0

IP_DELIV Delivery Number Cc 10 0

IP_DOCNO Document Number C 10 0

IP_CASHACC Cash Account C 8 0

IP_SPECRTN Special Function C 8 0  Name of Fox program (.FXP) to execute
immediatelyprior to printing an invoice. This routine
iscalled when creating invoices interactively, andcan
be used to manipulate the invoice data in anon-
standard way.

IP_SPECRT2 Special Function 2 C 8 0  Name of Fox program (.FXP) to execute
immediatelyprior to printing an invoice in the batch
process.It is used similarly to IP_SPECRTN.

IP_SAVE Save Invoices C 1 0  Save Invoices as Documents ?, Y or N.

IP_UPDST Update Stock C 1 0  When to update stock ?, D=Delivery Note,l=Invoice.

IP_SHOWSP Show Selling Price C 1 0 Show selling price & quantity in stock on
stocklookups (invoicing only) ?, Y or N.

IP_ADAR Additional Date/Ref C 1 0 Input additional date & reference on documentlines
?,YorN.

IP_PICKING Picking Indicator C 1 0 This field indicates if the company requirespicking to
part of the order processing cycle.

IP_DELIVRY Delivery Process C 1 0  This field indicates if delivery processing ispart of
the order cycle.

IP_ALL2PIK Picking After Allocs C 1 0  This indicator allows for the production ofpicking
lists after allocation update.If set the picking update
will only be based onthe last allocation update.

IP_CNOR2DL Consolidate Orders C 1 0 This indicator allows for the consolidate ofmultiple
orders onto one delivery.

IP_CNDL2IN Consolidate Delivery C 1 0 This indicator allows for the consolidate ofmultiple
deliveries onto one invoice.

IP_CNOR2IN Consolidate Orders C 1 0 This indicator allows for the consolidate ofmultiple
orders onto one invoice.

IP_SHOWCST Show Cost Margin C 1 0 This indictor controls the display of cost priceand
margin on the entry of documents.

IP_RESTRIC Available Allocate C 1 0  This allows for the allocation edit to go greaterthan
the available stock but not greater than thetotal
quantity remaining to allocate.

IP_IMMEDPR Print Immediately C 1 0 Thisis used in the processing program to indicateif
any documents entered must be printed whileposting
the document.

IP_HEADFIR Process Header First C 1 0  This field is used in the processing to indicateif the

transactions should be entered prior to theintake of
the header or visa versa.

© Pegasus Training Services



Pegasus Opera Il Enterprise VFP Database Structures

IP_STKMEMO Stock Memos on SCR C 1 0 This field is used to indicate if the stock memoshould
appear on screen when entering
anorder/delivery/invoice.

IP_AUTOEXT Auto Extension C 1 0 If this field is set to "Y' or the stock
extendeddescription is not blank, then on entry of
thestock item the user will be prompted to edit
theline memo which will default to the stock
extendeddescription.If the field is set to 'N', then the
user is notprompted automatically with edit the
memo line ifthe stock extended description is blank.

IP_FORCEAL Force Orders C 1 0  This indicator will force orders generatedmanually or
from other documents to allocate evenif insufficent
free stock. If items are not pickedthey remain as
allocated instead of returning toback ordered. If a
delivery from order is editedand the items are
returned to back order then theywill be allocated.

IP_CONDATE Contract Inv Date C 1 0 If this option is set then the repeat invoiceroutine will
set the generated invoice date to thesystem date. If
not set it will set the generatedinvoice date to the due
date of the contractinvoice.

IP_USERINV Override Invoice No. C 1 0 This indicator, if set, allows the user toover-ride the
invoice number generated by thesystem.On entering
a direct invoice the user may enterthe invoice
number in the invoice header or leaveit blank to be
system generated.

IP_USERDEL Override Delivery No C 1 0 This indicator, if set, allows the user toover-ride the
delivery number generated by thesystem.On entering
a direct delivery the user may enterthe delivery
number in the delivery header orleave it blank to be
system generated.

IP_FORWARD Forward Cc 1 0

IP_USERORD User Order C 1 0

IP_SPECLST Special List C 8 0

IP_BATCHEX Exclusive Batch Opt. C 1 0 If'Y’, batch processing is exclusive

IP_WHEDIT Edit Line W/H Flag C 1 0 If "Y'then edit Warehouse on every line,
otherwiseskip over (editing still enabled).

IP_LRECALC Runtime Line Recalc C 1 0 If "Y' then when processing an order to a deliveryor
invoice,prompt for recalculation of order line values.

IP_WORDREQ Allow W/O Requests C 1 0

IP_PORDREQ Allow P/O Requests C 1 0

IP_PORDDOC Allow P/O Documents C 1 0

IP_PORDERS Allow P/Orders C 1 0

IP_MONTHS Display Last No of Months Data N 3 0

IP_PICKQTY Pick on Quantity L 1 0

IP_UPDTRAN Transactions Updated L 1 0

IP_LTEXCHR Latest SL Exch. Rate L 1 0

Default Value : F,

IP_SHIPDATE Shipping Label date default N 1 0

IP_SHIPSEQ Shipping label sequence defaut N 1 0

IP_INCSOLINE S/O lines on deliveries L 1 0 Parameter option to include outstanding order lines
on deliveries

Default Value :  F.
IP_IGSTCR Batch Ignore Cr and Stop L 1 0 Specifies whether the new functionality should be
used
Default Value :  F.
IP_OSINV Include Uninvoiced Delvs L 1 0
IP_ORDSTOP Stop Orders being processed L 1 0  Stop Orders being processed when A/c is on Stop
Default Value : F.
Table: ITRAN Table Description : Transactions
Field Name Description Type Length DPs  Further information
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IT_DOC
IT_STOCK
IT_DESC
IT_ANAL
IT_ QUAN
IT_PRICE
IT_DISC

IT_VAT
IT_LINEVAL
IT_SDISC
IT_ODISC
IT_STATUS
IT_DATE
IT_RECNO
IT_ EXVAT
IT_DISCVAL
IT_SETTL
IT_SETT2
IT_OVERALL
IT_VATVAL
IT VATPCT
IT_MEMO
IT_COST
IT_PRIORTY

IT_DUE

IT_QTYALLC
IT_ DTEALLC
IT_QTYPICK
IT_DTEPICK
IT_QTYDELV
IT DTEDELV
IT_NUMDELV
IT_ QTYINV
IT_ DTEINV
IT_NUMINV

IT_EXDATE

IT_EXREF

Document
Stock Reference
Description
Analysis Code
Line Quantity
Item Price
Disc.

VAT Code
Line Value
Sett. Disc
Overall Disc
Status

Date

Record Number
Goods Value
Disc. Amount
Sett.1 Disc.
Sett.2 Disc.
Overall Disc. Amount
VAT Amount
VAT Rate
Memo

Cost Price
Priority

Due Date

Quantity Alloc.

Date Allocated
Quantity Picked SOP
Date Picked SOP
Quantity Delivrd
Date Delivered
Delivery Note
Quantity Invcd

Date Invoiced
Invoice Number

Extra Date

Extra Reference
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Internal document number.

Stock reference.

Item description.

Sales analysis code for this line.

Line quantity.

Item price.

Item line discount (may be compound for
chaineddiscounts).

Item's tax code.

Value for this line.

Document line status. A=Added,
D=Deleted,E=Edited.

Date line entered.

Sequence within document.

Goods value excluding tax.

Line discount amount.

Line settlement discount level 1.

Line settlement discount level 2.

Overall discount amount.

Tax amount.

Tax percentage.

Chained discount description.

Cost price per unit of this line.

If the document is an Order this field is thepriority
with which the order line will beprocessed if there is
insufficient stock tosatisfy it. The priority flag from
the documentheader is used as a default, but the field
ismodifiable at line entry time.An entry of zero
indicates top priority and stockis allocated
immediately (on entry).

Due date for the shipping of this line of goods inthe
order processing system.The date from the document
header is used as adefault, but is over-rideable.

For SOP only. This is the quantity of goodsallocated
from stock to this line.

For SOP only. This is the date of the LASTallocation
of stock to this line.

For SOP only. This is the quantity of goods
pickedfrom stock for this line.

For SOP only. This is the date of the LAST pickingof
stock for this line.

For SOP only. This is the quantity of goodsdelivered
from stock for this line.

For SOP only. This is the date of the LASTdelivery
of stock for this line.

For SOP only. This is the number of the
LASTdelivery note for this line.

For SOP only. This is the quantity of goodsinvoiced
for this line.

For SOP only. This is the date of the LAST
invoicefor this line.

For SOP only. This is the number of the
LASTinvoice for this line.

Extra date allowed (by option) to be tagged ontothe
document line. Useful in conjunction
withIT_EXREF for certain types of business who
need ajob date/ref on a document per line.

Extra reference allowed (by option) to be taggedonto
the document line. Useful in conjunction
withIT_EXDATE for certain types of business who
need ajob date/ref on a document per line.

© Pegasus Training Services



Pegasus Opera Il Enterprise VFP Database Structures

IT_FCURR

IT_FCRATE

IT_FCDEC

IT_MARK

IT_ DELT
IT_NTRN
IT_MTRN
IT_COMCODE
IT_SUPUNIT
IT_CNTORIG

IT_NTMASS
IT_VATTYP
IT_FCMULT
IT_JCSTDOC
IT_JPHASE
IT_JCCODE
IT_JLINE
IT_BTCHSER
IT_FROMIC
IT_ QTYOVER
IT_QTYORIG
IT_MASSUT

IT_CWCODE
IT_BSCOST
IT_WORDER
IT_WOREF
IT_PORDER
IT_POREF
IT_POLINE
IT_UORDER
IT_ULINE
IT_PACC
IT_PPROD
IT_PPRICE
IT_PFCURR
IT_PFCRATE
IT_PDISC
IT_PQTY
IT_PONOW
IT_POCHG
IT_ WOCHG
IT_LINENO
IT_ WONOW
SQ_AMTIME
SQ_AMDATE
SQ_AMUSER
IT_FUNDEC
IT_PFUNDEC
IT_DELAD
IT_DELAD1
IT_DELAD2
IT DELAD3
IT DELAD4
IT_DELADPC
IT_NARR1L

F.Currency

F.Rate

F.Decimal Places

Mark

Delivery Terms
Nature of Transact.
Mode of Transport
Commodity Code
Supp. Units

Origin Country

Net Mass Per Unit
VAT Code Type
F.Multiply

Job

Phase

Cost Code

Job Line
Batch/Serial Nos
From Costing
Quantity Over
Original Quantity
Net Mass = Multiply

Line Warehouse
Batch Serial Cost
Works Orders
W/Order Reference
Purchase Orders
P/Order Reference
P/Order Line Number
Uncommitted Order
Uncommitted Line
Supplier Account
Supp Product Number
Purchase Price
Purchase F.Currency
Purchase F.Rate
Purchase Discount
Qty Made/Received
Raise P.O. Now

P.O. Changed

Works Order Changed
Line no

Raise W.0. Now
Edit time

Edit date

editor

Foreign Unit Decimal
Supp Foreign Dec.
Supp Name

Supp Address 1

Supp Address 2

Supp Address 3

Supp Address 4

Supp Post Code

Supp del instruction 1
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This field indicates the currency of thetransaction,
this field will be the same as IHEAD. It is stored here
to make displaying and reportingeasier.

This field indicates the exchange rate of thecurrency
of the transaction, this field will bethe same as
IHEAD. It is stored here to makedisplaying and
reporting easier.

This field indicates the number of decimal placesfor
the currency of the transaction, this fieldwill be the
same as IHEAD. It is stored here tomake displaying
and reporting easier.

Key to terms of delivery file

Key to nature of transaction file

Key to mode of transport file

Commaodity code.

Supplementary Units For EC-VAT

Country of origin of stock item. Required for
EECVAT moule.

Net Mass/Unit used for EC-VAT 'SD' Reporting.
VAT Type related to ZTAX Table (S,U or N).

Quantity over delivered

Original quantity

Net Mass = Multiply , .T. = Multiply by quantity.F. =
Net Mass is total

Line Warehouse.

Foreign Unit Number of Decimals
Supplier Foreign unit decimal
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IT_NARR2
IT_DELWARE
ID

IT_JLINEID
IT_PJCODE
IT_PJLINE
IT_PLINEID
IT_JWIPRID
IT_ PROJECT
IT_JOB
IT_UQALLOC
IT_MULTSU

IT_RCVAT

IT_ACTIVID

Supp del instruction 2
Intended Warehouse
Unique ID

Job Line ID

Purchase Cost Code
Purchase Job Line

Purchase Job Line ID
Revenue Line ID

Nominal Project

Nominal Department
Unique Allocation Identifier
Multiply Supp. Units by Qty.

Reverse Charged VAT Value

Originating Activity Record

rooozzooz 200

=z

75 0
4 0
10 0
Default Value :
10 0
16 0
10 0
10 0
10 0
8 0
8 0
11 0
1 0
Default Value :
12 2
4 0

NEWID(ALIAS())

T

States the value of VAT that has been reverse

charged on the transaction
Originating Activity Record
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Accreditation Training Courseware
Other Guides and Help

The following user documents are also provided with the respective software. Guides are available from
various sources including Answerlink, the Opera Il CD and from the Opera Il Client installation’s main
folder, normally C:\Program Files\Pegasus\Client XXX\User documents (where XXX is either VFP or SQL).
Some guides are also available from the Opera Il Help menu or respective software Help menu.

Readme File

The Readme file is an HTML document. It contains late breaking news and any othef release specific
important information.

Note: This file can also be accessed from the Opera Il CD Installation Menu with regardé to Opera Il.

Release Guide

When new versions are released such as Opera Il, they are normally accompanied by a Release Guide
that contains information such as What's New in this Release, Release History, and Functional Differences
between versions.

Note: This guide can also be accessed from the Opera Il CD Installation Menu with regakds to Opera Il.

Installation Guide

The Installation Guide is provided to help you install the application in your chosen Wind{)ws environment.
It contains technical information and advice to ensure the installation process is successful.

Demonstration Data Guide

This guide is provided to assist the use of the demonstration data and contains pertinent fnformatlon that is
not contained elsewhere in the product documentation. It is recommended that the Help be used at the
same time. :

Implementation Guide

The Implementation Guide provides a high-level view of an application such as Ope:ra II'and how to
approach an implementation. It details how the modules are integrated, and recommends the order in
which elements should be set up.

System Requirements Guide

The System Requirements Guide details the minimum and recommended computér hardware and
software requirements that are required to install and use software such as Opera Il Enterprlse and Opera
Il Enterprise SQL.

It also includes guidance on using Opera Il Enterprise and Opera Il Enterprise SQL in a Termmal Services
environment run in Windows Server 2003 and Windows Server 2008 (32-bit & 64-bit). '

Help
F1 Help provides details of all the functions available in the application.

Document Management & Executive Dashboards Guides

Installation Guides are available for both Document Management and Executive Dashboards. A user guide
is also available for Executive Dashboards. Help for Document Management is in the Opera Il Help.

Note: The guides are in the respective folders on the Opera Il CD and can be accessed:from the Opera |l
CD Installation Menu.
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