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This module handles all money received, including:

Add, edit and delete projects/jobs/transactions;

LA L]

Generate Quotations;

Generate Invoices;

Track jobs/transactions not done;

Track jobs/transactions not paid;

Generate summary or detailed report of material used in jobs/transactions;

LA LN

LA LN

Archive data

@

Maintain diary on projects/jobs/transactions

Show client info on specific jobs/transactions;
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4 Use this filter to quickly search for a transaction relating to a specific client by typing
the company name.

2 Expand the transaction list to seen which transactions were “Not Accepted”, “Not

Done”, “Not Paid” or “Not Invoiced” by clicking on the required button.
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3 Create a new transaction, edit a existing transaction or delete a transaction by —
clicking on these buttons.

Add a new project/transaction

@ Click New. The system generates the next project number and adds a new project.
& Complete the form and click Save
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/A Fields to complete

Description
Capture job description e.g. ‘Drive way gate and Automation’. This will print at the top of
your quote & invoice.

Ref.No1 &2
This can be any reference number with regards to the transaction. Ref. No 1 will print on
guote & invoice.

Order
If the client supplied an order number fill it in here. The order number will print on quote
& invoice.

Company

@ Click dropdown menu indicator and choose a client.

@ If the company or client has not been entered before, type in the information. When
you save the project the system will display a screen with the new company/client. Capture
the information you have on the client and click Done to save it.



Surname

This will automatically be selected from your Client database. In the selection box next to
“Company” you can select your 1%t 2" or 3 contact name.

9 will allow you to select any additional name added to the client.

Name
Automatically selected from Client database.

Notes

Capture short notes here. Theses notes can be used as reminders or additional information
on the quote or invoice. By placing a tick in the tick box the note will be printed on the
quote or invoice

Quote Number
Click the arrow button for the system to generate the next quote number.

Quote Date
Click the arrow button and select quote date.

If at this stage you are only doing a quote, one do not fill in the remainder
of the fields — “Date Done”, “Invoice No”, “Inv. Date”. The software will
then handle the transaction as a Quote. In order to change the quote at a
later stage to a Invoice, one will “Edit” the transaction and complete this
information.

“<-” Button
If a project or transaction is entered and invoiced on the same day, click on this button to
let the system complete the fields for you.

Just make sure you have the Quote Number and Date in before clicking this button.

Date Done
Click the arrow button and select the date on which the project was completed.

Invoice Number
Click the arrow button for the system to generate next invoice number.

Invoice Date
Click the arrow button and select the Invoice date on the calendar.

Date Paid
This date will be inserted automatically when a payment is captured against the
transaction.
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Accepted
If a client accepts a quote, click here. If it is not ticked the software will automatically
complete the field when the invoice is done.

Note that your stock levels will be adjusted accordingly only after a job has
been accepted. aerad |

I Accepted
I~ Account

Account
When ticked, the project will no longer appear in the “Not Done” or the “Not Paid” list. It
will, however, be listed when you click on More, and then Accounts.

Also note that the date paid will change to statement date. More about that
under Accounts.

Agent
You may select an Agent or Sales person as per your Staff file for staff members that have
been ticked to “show in list.” More about that under Staff.

Detail Grid
Note: This information is printed on the Quotes and Invoices.

If the line is too small for the information, double click in the grid. Type the text and
double click again.

n —_—
lwecica blo T I| 1 I

Installation of Automated Gate and Paving, including LI
electrical....... | |
< 1
Mo Description Uit Oty Price SubTatal| % Discnt|
7 ] 1
* |

To do a heading in this description field (without a price) type “h” in unit field.

@ Type in the information or select from the price list.
& Click in the next line to save the previous line. The system will automatically generate the
Sub-total, Total, Grand Total, VAT and Profit.

Never type anything in the Subtotal column.
The system will calculate this column.




IMPORTANT

Entries into the grid area needs to be confirmed. This is
done by clicking in the next line when an entry is complete.
One can also use the arrow keys on the keyboard in order to
move to the next line. When an entry is in process you will

see a pencil to the far left of that line. |I As long as this is
shown one can not “Save”, “Cancel” or delete anything —
THE ENTRY MUST FIRST BE COMPLETED and the pencil
must disappear!
NOTE the grid layout is not “TAB” friendly. Do not use your
tab key — use your mouse or the arrow keys to move from
column to column or line to line!

© Price List

@ Click Price List. The price list will be displayed. PrssLit |
@ Select the required stock category.

@ Click on price to select items from the price list.

@ The selected items will populate the quote/invoice

& Click Hide to hide the price list. e |
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[D Groups

Add ToList

<222 BMS Complete

@ Click Groups. The group list will be displayed.

@ Select a group name.

@ Click on “Add To List” to add the group to the quote/invoice
@ Click “Hide” to hide the group list




[E Cost

When selecting items out of the pricelist there is a cost allocated to the
item. When entering line items manually there is no cost allocated to the
item. The software thus sees the price as 100% profit. Use this feature to
allocate cost to items inserted into the quote/invoice which does not form

part of the standard Price List.

& Select the line item in the Quote/Invoice grid
= Click on cost.

In the costing screen under “material, etc.” type in a description for the itemi.e. “Cost
price from Supplier” or whatever you want.
~ Type in the quantity and the cost price. Confirm the entry by clicking in the line below or
moving down with the arrow keys on your keyboard.

You will note how the values in the “Summary” screen changes and how
“Gross Profit” is adjusted.

Enter costing ||:> Notice profit
here. adjustment

One can select costing from the pricelist by clicking on “Cost Prices” or as a group by clicking
on “Groups”

When done click on “Done”

[E Notes
Pre-Load long notes which you might want to insert as headers in quotes/invoices.

& Click Notes. Type the note in the list — continue building a list of standard notes which
you may use.

@ If you want to edit a note select the not and click on “Edit”

& To insert a note — select the note and click on “Insert”. The note will be inserted in you
quote/invoice

@ To exit “Notes” click “Hide”



























