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IMPORTANT NOTICE

This document is the copyright of Datafile SoftweBelutionsLimited and may not be

reproduced, stored in a retrieval system, or transmitted in any form or by any mé
electronic, mechanical, photocopying, recording or otherwise, without the prior wri
consent of Datafile SoftwargolutionsLimited.

Whilst all possible care is taken the preparation of this document, Datafile Softwa
Solutionscannot be held responsible for any inaccuracies that may be found nor for
consequences resulting from such inaccuracies. Datafile Soft3@gionsLimited reserves
the right to make chages without notice both to the material contained within this documg
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and to the software packages it describes. The description contained in this document does

not form part of a contract.

The software described in this document is supplied undemdieeto the purchaser a
described in the licence agreement supplied with the software. It is against the law to
software for use at any other site in contravention of the terms of the agreement, and it i

responsibility of the purchasdp read and to abide by the terms of the agreement. Datatfi

SoftwareSolutionsLimited will be happy to supply further copies of the agreement at any ti

(c) Datafile SoftwareSolutions Limited 20%
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This document was preped using MicrosofOffice365running under Windows.7

Datafile SoftwareSolutions Limited gratefully acknowledges all trademarks that appear in this
document.

Diamond and Diamond Data are registered trademarks of Datafile Software Limited.
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Chapter 1
Introduction

Release 6.% the second major update of 2Bbf the Datafile system following the Payroll update earlier
this year. Enhancements and impvements have been introduced into many areas of the system including
Sales/Purchase Ledgers, Order Processing, Bill of Materials together with general system features.

We continue to develop additional functionality to our modules based upon requests fisers and
partners. Feedback isalwaysadded to our development review list for consideration and potential
inclusion in subsequent updates of the software as this release continues to demonstrate.

In addition,we havecontinued development of our neproduct Datafile 206.

Datafile 2086 is a completely new version of our software written in a modern development environment.

It contains all the features and functions available in our current V6 product (plus more) and a fresh new
user interface to immve navigation and speed up information retrieval. This new development
environment gives us greater flexibility longer term to allow the inclusion of features and functions not
currently possible with v6 and ensures longevity of the software.

This newversion has been written with our many end users in mind to ensure a cost effective migration;
any customisations made to v6 including user menus, database table changes, screen designs, and reports
are automatically transferred across meaning that therad rework required by the client.

If you are interested in finding out more about Datafile 8@lease call your Datafile Partner.
Features introducedn Release 6.8nd Datafile 201@clude:

Save Turnover & Costs for Previous Years in Sales/Perchas

Additional Application Based Pick List Features

Report Generator Style Pick List Facility

Email CC / BCC Send Options

Master Stock Items for Pricing in Sales Order Processing

Save Demand, Sales Values & Cost Values for Previous Years on Stock
AdditionalSecondary Index Options for Faster Searches

Non-Base Currency Account Support in Automatic Payment Procedures (P/L)
Save Order Values to Accounts by Order Status

Additional Credit and Stock Level Check Options
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Installing Release .

Updating Your Redration Number

To update your serial number to the new relea$9) you need to enter the upgrade code that was
supplied via your reseller.

Signonwiththe SLAVEudeR | YR LI a362NR FyR &a4St SO0 G4KS 2LIGA2Y

The upgrade codis 24 characters split into six groups of four, you need to plessEnter> oK Tab>key
after each part. Once the code has been entered press UPGRADE to updateuodherelease.

P

s Upgrade to Latest Release ‘

Enter the product upgrade code as advised by Datafile Software

Your current product release is 6.8

Action ) Uparade | € Abandon | © Close

If the code is not accepted 1gheck that you have entered thede as supplied by your reseller. If the
code is still not accepted ask your Datafile reseller to arrange an update of the security file.

Do not proceed with the program update until the upgrade key has been entem@mdan updated security
file has beensupplied as you will not be able to use the software.

Upgrade Procedures

Follow these instructions to wate you system to Release%.

Note that you cannot use the updated programs unless lyave aregistration / serial numbebegiming
with 89Q @

Before you start, certain details are required:

B Is Datafile inslled on a network, if so are the programs run from the network orltdoal terminal?
B Where are the Datafile programs held?

B || @S &2dz R26yf 2 I9RERI i @MNS dendbs f 06! BRE £ St ddwnload
from the website now.

Once these details are known you can begin the upgrade.
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1 1ttt dASNE Ydad SEAG S5rGFFAES {2F06 NBnehandLX Sa S
0KSY Wvdzh Gk 9EA G -&nhisdeénFUsérsSstould b ¥xit MigtdSoft #vbra & Outlook
programs.

2.  Doubledlick the downloaded update fileThis is a compressed archifie which, when run,will
unzip the updated programs and installation procedure. The defaider the system will wisho
unzip to is GREBOUPDfor the Version 6 update ((DF20BUPD for the 208 update). 1 this is
acceptable cliclkINISH or use Browse to change to a folder of your own choosing. (If a new folder
warning is displayed select YES to create this foldag.system will then expand the compressed
files and then automatically launch the setppcess.

3. [/ K22aS W' LWIRFIGS tNRINIY CAfSaqQ

4.  Choose whether you wish to update your mentRespond Ne No updated menus are supplied with
this update.

5 / K22aS WbsdisanRylQyaiNd W[ 201t LyadrttriArzyQ a |
6. Next the system asks for the paths of the Datafile Software system.

PROGRAM®ath 1) location ofVersion 6Programs (DFWIN.EXE)

PARAMETERBath 2) location of main Datafile folder (DIAMOND.DOO)

DATA(Path 3) location of main company files (DIAMOND.DO05)

PROGRAMS20 (Pathcdpcation of Datafile 20nn Programs (DFWIN.EXIE)6 Upgrades Only

The system will validate that the pathnames entered here contain files appropriate forl@zation
(these ae the filenames in brackets above). To check the paths to be entereccgowse the
FINDSEARCHption on the Windows Start Menu.

7. Once the pathnames are accepted, press <NEXT> until the Licence AgreeménéisJt @ SR | YR
to accept this. The supplil programs will then be updated.

8. If installing to a Local Workstation then the update is now complete. If installing\ietaork then
G§KS dzZlJRIGS O2ylAydzSa o6& [alAyawdarRYyRdAV20OyG2 (8
regardless as to whier programs are run locally or over timetwork ¢ you still need to update the
local workstation for Microsoft Word links. After short pause the system will ask you to confirm
whether programs are run from thidetwork or Locally. Confirm as appropriate

9. If running programs locally you are then asked to confirm the local program Qatkually
CA\DFWINPROGRAMS. If running programs from the network then this prorskipped.

10. You are then asked to confirm the folder on the Start Menu to access DdtadilallyDATAFILE
SOFTWARE) before the system updates the appropriate local files.

11. Update of the workstation is now complete. To update other workstations you need to run
SETUP.EXE from the main Datafile folder on the network (use the Windows opticonRkuNStart
Menu) from each workstation this repeats options-91 above. You can noglelete the contents of
the REL8UPD/ DF20BUPDfolder and thecompressed archivéle.
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Important Notes

Increased Record Size / Data Items per Database

The Release 8.update increasag the maximum number of items per database to 320 and doubhes
maximum record size from 2K to 4K. Once these features have been taken advantagevif godonger
be able to use the DOS product or earlier versions of the Windowsuptdd conjunction with these
databases.

Microsoft Office Links

TheRelease 6.0 update introduceahproved links to Microsoft Word and Outlodtat are only applichle
for users using the XP, Vista or Server 2003/2008 operating systems together withdtosoft Office
2003/ 2007 packages.

Users on earlier Microsoft Office versions or on earlier operating systems should note that these features

should not be enabled Smilarly, use's using alternative email clients should not implement the Outlook
email links.

Increased File Sizes
The Release 6.4 update increases the maximum files sizes allowed for DFD and saved document files over

2GB. Once these features have been taken advantage of yomowdhgerbe able to use earlier versions
of the programin conjunction with these files.

Additional Secondary Indexes
This Release 6.9 / Datafile 2016 update allows, for Premier users, the option to convert the database extra
selection items to additional secondary indexes. Once these features are enatiedlilyno longer be

able to access these DFDs with earlier versions of the programs.

Youmust ensure that all access, including SQL replication processes, uses program versions F52 or later.
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Application leatures

Sales and Purchase Ledger

Save Turnover & Cost Values for Previous

Years

Diamondand PremierOnly

The Sales and Purchase Ledgers save period turnover and, in the case of sales ledger, cost of sales values or
a rolling calendar basis and at any point in time you have values for the last financialfieanew feature
allows for the system to maintain up to two previous financial year period turnover values for use in

comparison reports.

i)

Datafile Premier 2016© - Sales Ledger

Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help

S D6 | HdBRBPE

- = EN

CBRNERLCLHETOIE 00000

i
Account BALOOA MName
This Period
- T/Over 0.00
- Costs 0.00
- Margin 0.00 %
This Year
- T/Over 16400.00
- Costs 11450.00
- Margin 30.18 %
Action

Maintain Accounts - Enquire Turnover

Baldwin Industries plc

[= I L R S FUR X Y

-4 A A oW
WM = o

This Year

1400.00
1700.00
1500.00
1300.00
1400.00
1700.00
1500.00
1300.00
1400.00
1700.00
1500.00

0.00

0.00

Last Year

550.00
1200.00
1100.00
1000.00

550.00
1200.00
1100.00
1000.00

550.00
1200.00
1100.00

0.00
0.00

Year Before

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Utilities

Graph

Wail

Word

Links
Map

Zoom
Memo

Scans

Enquiries
Trans
Retained
Outstanding
Invoices

Aged

Close

F3-Zoom [F8-Memo |Comp DEM

Period / Year End standard period end functions are unchanged; as part of the period end the system will
updae the current period turnover/cost values into the appropriate period value for the current year.
2 KSNBE (KS LISNA2R SyR Aa

Ft a2

iKS

8SIFNJ SYR GKS &adea
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W SN .ST2NBQ yR K&y AWai@sS (KSS wd knia | S% INIDD ot If tdz&d
WeKAE |, SIENDO®
Installation

Database Changes

Changes are required to the Sales and Purchase Accounts databases to record the previous yearosalues.
add these items selecinstallation from the main menu followed byApplication Managerand then
Restructure A DatabaseSelect the Sales &urchase Ledgeapplication as required. Elect to update the
Live Filesand then select th&alesPurchase Ledger Accourfite.

To insert a new item press <> against a blank entry, enter the title as required and press <Enter>,
select the item type (using the dregown list if required), and depending on item type select the size
required.

Item Name Type Description

PREVI/O-01 K, L Holds T/Over Value fdPrevious Year Period 1.

PREWI/O-N K, L Holds T/Over Value for Previous Year PeriodCreate
items for up to 13 periods in a consecutive block.

PRVIT/O-01 K, L Holds T/Over Value for Year Before period 1.

PRVIT/O-N K, L Holds T/Over Value for Year fBee period n. Create

items for up to 13 periods in a consecutive block.

PREV-CT@1 K, L Holds the T/Over Value for the previous year period 1 in
the currency of the account. This item, and the
following currency items, are not required if foreign
currency not in use.

PREWCTEN K, L Holds the T/Over Value for the previous year peniod
the currency of the account. Create items for up to 13
periods in a consecutive block.

PRVIFCT@1 K, L Holds t/over value for year before period 1.

PRVIFCTEN K, L Holds T/Over value for year before period Create
items for up to 13 periods in a consecutive block.

PREMCOSTH1 K, L Holds cost of sales value for previous year period 1. This
item, and the following cost items, are not required for
Purchase édger.

PREMCOSTSI K, L Holds cost of sales value for previous year pend
Create items for up to 13 periods in a consecutive block.

PRViICOSTH1 K, L Holds cost of sales values for year before period 1.

PRViICOSTSI K, L Holds cost of sales valuesrfyear before periodn.

Create items for up to 13 periods in a consecutive block.



Application Features

Once the required items have been recorded press the <ESC> key and seld®0Ad Bbutton to save

GKS RIGFIolrasS OKIFy3aSao 2 KSy LINE ExkicSHEistingSataJoyNew W, Q
Database Structur® I Y RX A F CopyLJalePENRSiER froih ©E Database to New Datal@Bmal

LINE Y LJ( & Remévé (.OLR) Databa®e | y @arryliGut tHé Same Restructure on the BASE File as
wellx; respond as requiredf you select to update the base file you need to manually insert the new items

at the same data item positions as on the live file.

Set Database Profiles

The new saved period value data items need to be referenced within the Database Profiles. T® updat
these settings selednstallation from the main menu followed bypplication Managerand Set Database
Profiles Choose theSalesor Purchase Ledgeapplication as required before selecting ti¥ev Year
Valuesparameter screen.

i Datafile Premier 2016& - System Manager - 0
Datafile Edit Reports Memo Toolz User-Routines Install ‘Window Help
| ABRBYHY LAY S wd @398 00000
i Database Profiles =
Prev Year Values List of Data ltems
Turnover First per 321 ltem No ltem Name |Type |Size |“
Turnover Last per 333 1 ACCOUNT X 10

2 MNAME X 30
Curr T/O First per | 0 3 ADDA1 X 30
Curr T/O Last per | 0 4 ADD2 X 30
5 ADD3 X 30
Costs First per m 7 6 ADD4 X 30
Costs Lastper | 0 7 POST-CODE X a
8 TELEPHOMNE X 20
9 COMMENT X 25
10 BAL-BF L 14
11 BALANCE L 14
12 UNALLOCATED L 14
13 OPEN-TEM ? 1

14 FIRST-TX Y 6 v

ﬂSave | @Abandun |

Data item types allowed are: LK

F4-Select |Comp DEM

On the left of the sreen is the prompt to define the data item ranges for the appropriate turnover and cost
values. Against these item reference the data item number of the equivalent item created above, <F4
Select> is available if required.

Once you have update the pit&s for the previous year items repeat for tReevious Yearl Values
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Notes

Once the profiles for the previous and year before values have been enabled the options to
output the T/Over History to Excel and the Graph Enquiry options will take thmseitams

into account when displaying the previongeriod values.

If enabling this feature you are likely to be part way through the current financialgyasusuch
you will need to transfer data from t/oveseriod-n to t/over period13 from the currehyear
t/over values into the previous year whends the current financial period. Repeating for costs
of sales and currency t/over values as required before zeroing these items.

Transfer Outstanding Balances

Diamondand PremierOnly

The Sales / Purchase Utilities optialtows the facility to transfer invoice balances between accounts, this
option has now been extended to allow for the transfer of payments, credits, invoice adjustments and

payment adjustment transactions.

i Datafile Premier 2016© - Sales Ledger

Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help

- o IEN

403 IBEPHY UBRNAU LS46ETHIT (00000

F7-MNotes |F8-Zoom |F9-Memo |Comp DEM

i Transfer Balance =]
Account-code BALOO1

MName Baldwin Industries plc

Date Reference * Total|! | Outstanding|Descriphon Tx-Type
26/01/15 000001 1346.47 1246.47 Dining suite DB-Inv
26/01/15 0oooo7 1410.00 1410.00 Dining suite DB-Inv
26/01/15 000008 27259 272.59 Garden Furniture DB-Inv
26/01/15 000009 87296 872.96 Dining Suite DB-Inv
26/01/15 000015 872.96 872.96 Sales Invoice DB-Inv
3101115 |BAC | ] 250.00 | 250.00|Payment - Thank You |cR-Pay

s Transfer (mE3m]

Transfer outstanding balance ? |Y|



Application Feature®

Selecting to transfer a credit note or invoiegjustment operates in the same manner as an inv@ce
asking for the transfer amount, then confirming the transfer VAT code, the amount (and VAT amount) plus
GKS GNIYaFSNI wiz2Q | O002dzyii O2RS o06ST2NB lFalang3a (2
description. As part of the transfer the system will apply the nominal/analysis defaults set within the
Application User Facilities. The transfer of the Credit / Invoice Adjustment will create an invoice on the
WFNRBYQ | 002dzyli IlWRSdeXBYOWNBERAYI &K y@2aA®SH 002dzy (i @

Selecting to transfer a payment or payment adjustment operates in a similar mgrasds for the transfer

amount, the new account code and to confirm the new transaction reference and description. The transfer
ofapaymgg i gAff ONBFIGS | LI e&YSyid | R2daAadYSyld 2y (GKS U
GKS Wwi2Q | 002dzyis 6AGK GKS NBOSNBRS AF GNIYyATFTSNI I
Installation

Application User Facilities

The ability to transfer payments etc. is enabledamatically on update to Release 6.9 / 2016 but you may
wish to review the default nominal and analysis values for invoices and set transfer values for the
payments.

To update Installer users can rigtitck on the menu option fofransfer Outstanding Balecesand select

0KS W/ 2y FA3dzNBE hLIiA2yQ FLOAtAGE |yR Y2@S (2 aONX
Installation from the main menu followed byApplication Managerand thenApplication User Facilities

Select the required application ke selectingSales/Purchase Transactiomsd move to screen 2 of the
parameters.
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o) Datafile Premier 2016& - System Manager - 0
Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help
W 3l <~ . | T ] o M . R el = [ |
KB QRERBPHY LUBANSH ML wd gHAI QRO
i Transaction Features @
Transfer of Outstanding Balances Transfer of Outstanding Balances
Invoice / Credit / Inv-Adjust Payment / Pay-adjust
Transfer to Alc code | Transfer to Alc code
nominal nominal
general code | 0 general code | 0

analysis code | 0
Transfer from nominal Transfer from nominal
general code | 0 general code | 0

analysis code | 0

Default tax code |S

Acton §  opt1| opt2| opt3| opts4| opts| M §ave| @5bandun| © Close

F4-Select |Comp DEM

Invoice / Credits / Invoice Adjustments

Transfer to A/C Code set default account code for transfer to (this may be useful where transactions are
raised to the customet supplier but processed for payment by a thipdrty.

Transfer to/from Nominal Codeselect the nominal code to be used for the transfer transactions. You can
use different accounts for the from/to entry but it is usual to reference the same accaypitally a
suspense account.

Transfer to/from General Codgwhere not using a Nominal Ledger set the transfer from/to general code.
Transfer to/from Analysis Codgset the analysis code to be used for the from/to transactions.

Default Tax Code setthe tax code to be offered by default for transferusually set to standard rate.
b2G4S a4 GKS GNIyaF¥SNI ONBIFGSa + TSN ySia STFSOi
purposes only.

Payments / Payment Adjustments

Transfer to A/C @le ¢ set default account code for transfer if required.

2y
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Transfer to/from Nominal Code select the nominal code to be used for the transfer transactions. You can
use different accounts for the from/to entry but it is usual to reference the same accotihts would

typically be a contra or suspense account.

Transfer to/from General Codewhere not using a Nominal Ledger set the transfer from/to general code.

Duplicate Reference Ched&/L Only)

Diamondand PremierOnly

Purchase Ledger Invoice entry has the facility toqgrenfduplicae entrychecks against the supplier invoice
reference to warn againshultiple entry. This warning is optional and chethks WO dzNNBy (1 Q &G NI y &l
an account (these are transactions entered this period or were outstanding at the sthis gferiod).

This new #cility allowsthe option to make anyduplicatewarnings mandatory with an optional password
override plus options to limit the check to just transactions entered in the current period or expand the

check to the full transactionistory for the account.

i Datafile Premier 2016® - Purchase Ledger - Invoice - 0
Datafile Edit Reports Memo Tools User-Routines Install ‘Window Help
YA s i M Wl T R e T ] o M » 1 [l = [ |
o [ [6] Q58T i | BNSA AP wE FD T (<X XOX7)
i Invoices £2
Utilities
Account code  BLADO1 Date 31/01/15
J. Black & Partners Reference 000016
9 Shakespeare Road Description Goods
Wellesbourne Credit days D30 Due date  |02/03M15 Wil
Stratford Supp Inv No Goods
Word
Links
Analysis N Error Map
€3 Same Reference found on Transactions for this Account
Scans
Enquiries

Comp DEM
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Installation

Application User Facilities

To configure the duplication check parameters new features have been added to the Purchase Ledger
Application User Facilities. To update seletdtallation from the main menu followd by Application
Managerand thenApplication User Facilities Select thePurchase Ledgeapplication and therPurchase
Transactiondefore moving to screen 2 of the parameters.

i Datafile Premier 2016& - System Manager - 0
Datafile Edit Reports Memo Toolz User-Routines Install ‘“Window Help
YA i W i M [ T B e T ] o M » R el = [ |
do Lé Lo Ql L Hig 0 = LGJ S 31 gi g e /rg LW = 0 " 4 \‘.-'J I‘;‘ @ @ W @ @
i) Transaction Features 3

Alternative Titles in Transactions

Invoice / Credit / Inv-Adjust.
"Reference”
"Description”
"Analysis”
"Stk/Prod"

Payment / Pay-adjust.

"Reference”
"Description”

Perform lookup to external file for validating / updating ? [
Copy tx header item into tx detail - Reference to useritem2o0r37? (0 |+
Copy tx header item into tx detail - Descript to useritem2or37? |0
Check for duplicate reference for inv/cred on tx RefilDesc/User-1? |24

i Check for Duplicate Reference @I
Action | Make check mandatory
Optional password override
Check which transactions | Current Transactions A

Comp DEM

Check for Duplicate Reference for Inv/Crd on Tx Reéference the datatem to perform the duplication
check against. This is usually either the Reference item or the User One item. When seipaf@op will
allow entry of additional parameters.

Make Check Mandatory, set to Y to apply a mandatory check, leave blankottioue warning.

Optional Password Override; if mandatory check set, if required, an optional override password. If
defined the user will be able to press FA1IJi A2y H 2y (GKS 5dzLX AOFGA2Yy WS
password to proceed with the transaoh entry.

Check Which Transactonsa St SOiG (KS WNIy3ISQ 2F GGNIryalOliAiAzya
available include
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1 Current Transactions checks for duplicates against transactions entered in this/forward period and
that were outstanding gthe start of this period.

1 All Transactions checks for duplicates against the full transaction history for the supplier account.

i This Period Only checks for duplicates against transactions entered in this or the forward period
only.

Include Currencyccounts in Autdayment Procedure@/L
Only)

The Purchase Ledger includes a series of actjdaamed the autepayment procedureg, that allows for

the system to create payments for suppliers based on their outstanding invoices. In a currency
environment, however, only base currency accounts could be processed. n&hisfeature allows for
accounts in other currencies to be processed.

Run Proposed Payments

Selecting this option will still ask for the currency to process but instead of restrictingaliie base
currency §TG GBP) the system will also allow other currencies to be selected.

i) Datafile Premier 2016© - Purchase Ledger - a
Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help
G| || e —— - "] EE e o o R I 0 Y @
[0 [0 || QT8 TS i | BN AP Lswd DA QOO
s Automatic Setting of Proposed Payments @

Specify for which currency USD
Selective Accounts [
Or Account Code blank for all

Proposed Payment Date |31/01/15
Include Transactions up to Due/Sett Date |ERI[RIAH]

MNumber of Accounts to Pay
Total Value of Proposed Payments

including settlement discount

Enter date in format DDVMMMY™Y

F4-Select |Comp FCS
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Only one currency can be processed in any one run, however, you can run for multiple currencies one after
FYy23KSNJ 682dz R2y Qi KI @Spaynent cdeation tedré StartidgRydzNEUR.run). NXzy
Note that values displayed for total value of proposed payments / settlement discount are in the currency
2F GKS WNHzy Qo

Print Supplier Payments

This report processes all accounts subject to normal caitepayment dates / Ro-Pay checks etg, but
Ffaz2 Fftf2ga GKS WwSLERNI 2KAOK [/ dINNBYyOASaQ 2LNiAz2y
(leaving blank processes all applicable accounts).

The report displays the values as per the déemis configured (i.e. if print item Total from the transaction

file then is the base currency always, if print'Fal is in the currency of the transaction).

The exceptions to this is the special item F&2yment Amount; this item prints in the basem@ncy unless,

GKSY NHzyyAy3d (GKS NBLRNIX e2dz aSié GKS 2LJWiA2y F2NJ
WIT[Q AY 6KAOK OlFasS (KS @I ftdzSa Aad NBLR2NISR Ay (K¢
base currency the value imfed on the transactions and their exchange rate, the value actually paid in the
base currency may be different due to exchange rate fluctuations since transactions were originally
entered.

b23S GKIFG aL3SoadT dzyAil S'YD |YAM cloachirBn@y of the atcouatlregardledsyof G K S
setting.

i Datafile Premier 2016® - Purchase Ledger - 0
Datafile Edit Reports Memo Toolz User-Routines Install ‘Window Help
W Ml — -e = T ] o s [ » 1 @ O~ A ¥ — 2 @R :
A 868 QBO i/ || BN Y AP L iwE gHLE (<X XOX7)
it Supplier Payment Report @
Date of Report 31/01/15
Report "As At" Date 31/01115
Range of Account Codes - From To
Include Forward Transactions v
Specify any Selection Criteria r Q Previous Criteria
Proposed Payment Date 31/01/15
Including up to Due/Sett date 31/01115
Include Unauthorised Trans i~
Only Include "P to Pay" Trans r
Report Comment Printed Pay Date 31/01/15 / Due 31/01/15
Report Which Currencies uso|
Action @ Print & Options @gluse

Leave blank for base values, Specific Currency, or ALL

F4-Select |F6-Mext |Comp FCS
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Generate Payments

a8 gAGK GKS Wwdzy t NRLRASR tlIeaYSyiQ LINRPOSRA2NBE KA :
but will only process one currency at a time.

s Datafile Premier 2016© - Purchase Ledger - O
Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help
06 ABBYVHY | UBIAIKSHA WP AwE U E |OQ00O
s Automatic Generation of Payments @
Specify for which currency UsSD
Payment transactions, Date 31/01/15
Bank account 760
Reference
Description
Due date to take settlement discount

MNumber of Accounts Paid

Total Value of Payments Written

including settlement discount

Enter date in format DDVMMMY™Y

F4-5elect |Comp FCS

As with base currency processirgetsystem will create payments for each account set for payment, for
currency accounts the system will apply the appropriate exchange rate based on the payment date and
generate any exchange difference transactions if appropriate. Again, values dispfageceen are in the
currency being processed.

Installation

No setup changes are required.

Default Invoice Status by Account (P/L Diamondand PremierOnly
Only)

Purchase Ledger transaction entry allows the facility to either mark all invoices posted as unauthorised or
to allow confirmation of transaction status during document production. This new feature allows you to
flag at an account level a default statgsallowing you to set selected accounts to be automatically
authorised, or invoices for a selected account to be redror contra.
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Account Maintenance

A new flag option is available within supplier maintenance.

o) Datafile Premier 2016® - Purchase Ledger - 0
Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help
TN e B i B Wl ] : ] = s s [ .- ] = :
Hld 8| QI8P & Qe@hﬁ'ﬁ@ k@ erﬂ.‘h’E@d@ @@@@@
i Maintain Accounts - Update =
Utilities
Account BLADO1 VAT Code S
EC Country GB Graph
Name J. Black & Partners VAT Reg No
Address 9 Shakespeare Road Wail
Wellesbourne Credit Terms D30 .
Stratford Credit Limit 0.00 Word
Warks. Sett Terms
WK4 WG Sett Disc% 0.00 Links
Pay Priority 1 Map
Tel 01772 789345 Def Nominal 101
Fax 01772 769344 Def Inv Status ? Zoom
i Memo
Ema|l. Robert@JBlack Co Uk AJIC on Stop B Invoice Stalus @
Website Scans
Turnaover Per Flag |Status |
Contact Mr R Black Turnover YTD A authorised nguiries
Balance C cpntra S
Supplier Analysis Code Last Invoice 26/01/2 |0 dispute _
1Account Analysis 1 Last Payment 26/01/2 |U unauthorised Retained
P to-Pay Outstanding
X omit Invoices
e I[N
Action

F8-Memo |Comp DEM

Default Inv Statug; enter the default status for invoices posted for this account.

A
gNRGS
A
A
A
A
dza A y 3
A
A

Purchase Ledger Invoice Entry

02

iKS

0K®t WERRRRIAS2Y |
be clearel if not applicable within processing dates)

Existing of A 2 y
dza SNJ Ay i

a FT2NJ t dzNOKI a$s
SN} QiAz2y

[
2NJ | ff2

~

a

2}

LJF

NIi

g AGK

27T

U ¢ Unauthorised; set to mark traasactions posted for this account as unauthorised
P ¢ ToPayq set to mark transactions posted for this account to be marked for payment. (note if
0dKS

RISNI Ly@2A0S SyiaNE |
F2N) O2y FANNIGAZ2Y

A ¢ Authorisedg set to default transactions as authorised (note irmes posted under this status
GNI yalr OdAz2zy FAES
C¢ Contrag set to default transactions as marked for contra.
D ¢ Disputec set transactions posted for this account as marked for dispute

WotlylQ &i

Ldzi2YlFGAO

X¢ Omit ¢ set to mark transactions posted to this account to be omitted from statements.
(blank)c Noneg set to apply normal status rules (i.e. post as unauthorised)



Application Featured 7

interacts with both of these featureg if confirmation ofinvoice status is not in use then the account
RSTlLdzAE G A& | LIWIXASR ldziz2YlIGAOlIfEtesxs AF aidliddza O2y ¥
default.

i Datafile Premier 2016® - Purchase Ledger - Invoice - 0

Datafile Edit Reports Memo Tools User-Routines Install ‘Window Help

i Invoices £2
Utilities
Account code  BLAOO1 Date 31/01/15
J. Black & Partners Reference 000016
9 Shakespeare Road Description Dining Suite
Wellesbourne Credit days D30 Due date  |02/03M15 Wil
Stratford Supp Inv No
Word
Links
Analysis MNominal Goods Amount Tax Tax Amount Map
1 101 100.00 | ||S 20.00
Scans
Enquiries
i Purchase Status ==
Invoice Status ~ | A-authorised, C-contra, D-dispute, U-unauthaorised, P-to-pay, X-omit

F8-Zoom |F3-Memo |Comp DEM

Invoicerc Purchase Invoice Entry

Existing options for Purchase Invoice Entry allow ifmoices to be processed as unauthorised if set
accordingly within the Purchase Ledger System Profiles. If the Supplier Account has a default status set
then invoices posted to that account via the Invoicer application will also apply that default status.

Purchase Order Processing

Existing options for Purchase Order Processing Invoices allow for invoices to be processed as unauthorised
if set accordingly within the Purchase Ledger System Profiles. If the Supplier Account has a default status
set then irvoices posted to that account via the POP application will also apply that default status.

In addition document parameter options allow for the invoice to be marked as authorised for payment. If
this option is enabled then the system will offer the sttselection options as per direct invoice entry
above.
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Installation

Database Changes

Changes are required to the Supplier Accounts (PLA) database to add the new default statlie fhaigl
this item selectnstallation from the main menu followed bjpplication Managerand thenRestructure A
Database Select thePurchase Ledgeapplication. Elect to update théive Filesand then select the
Purchase Ledger Accourtite.

To insert a new item press <Enter> against a blank entry, enter the title ageédcnd press <Enter>,
select the item type (using the dregoown list if required), and depending on item type select the size
required.

File Item Name Type Description
PLA DEHRNMSTAT X Holds the default status for invoices posted for this
accourt.

Once the required items have been recorded press the <ESC> key and seldBDA& button to save

0KS RIGFEoFAS OKFIy3aSaod 2 KSyYy LINP Exilacs RxistingSHatal2oyNew W, Q
Database Structur® I Y RX A T CopyLJalePERi¢KromiGBdsDatéhase to New Databa@€inal

LINE Y LJ( & Remévé (.OLR) Databa®e | y @arryliGut tHé Same Restructure on the BASE File as
well<x; respond as required. If you select to update the base file you need to manually insert the new items
at the same data item positions as on the live file.

Database Profiles

The new data item needs to be referenced within the Database Profiles. To update these settings select
Installation from the main menu followed bypplication Managerand Set Databasé’rofiles Choose the
Purchase Ledgapplication as required before selecting tAecount Mandatoryparameter screen.
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i Datafile Premier 2016© - System Manager - 0
Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help

ARE A BRYIY | BN AR D E T QWO ©

il Database Profiles (=3l
Account Mandatory List of Data ltems
Account code | 1 ltem No ltem Name |Type |Size |"
Account name | 2 1 ACCOUNT X 10 ;
Balance bfforward | 10 2 NAME X 30
Current balance | 11 3 ADDA X 30
Unallocated total | 12 4 ADD2 X 30
Open item | 13 5 ADD3 X 30
Analysis code | 28 5 ADD4 X 30
First transaction | 14 7 POST-CODE X 3
Last. transa.ctmn 15 3 TELEPHONE X 20
First active tx | 27 9 COMMENT X 25
10 BAL-BF L 14
Supp-Ref mandatory | 0 i BALANCE L 14
First contact | 85 12 UNALLOCATED L 14
Last contact | 86 13 C2ELIEL z L
Default Inv Status |94 |% 14 FIRST-TX Y 6 b

HSave | @Abandun |

Data item types allowed are: X (Currently selected item is: DEF-INV-STAT)

F4-Select |Comp DEM

On the left of the screen is the prom@efault Inv Status¢ against this item reference the data item
number of the equivalent iterareated above, <F&elect> is available if required.

Application Screen Layouts

The new default status flag needs to be updated to the supplier accounts maintenance screen. To update
the screen layout users can select thestallation option from the main menu followed byApplication
Managerand thenApplication User Facilities Select théPurchase Ledgeapplication before selecting the
Maintain Supplier Recordscreen and thé\dd New Accountscreen.
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o) Datafile Premier 2016& - System Manager - 0
File Edit Tools

$36ABRVYLHY UBNSHPAwEFHUE 0000@

Maintain Accounts Screen
Eccount VAT Code E_‘
EC Country
Name Contract Cleaning Services Ltd VAT Reg No
Address [119 South Mill Street
Hammersmith Credit Terms [D30
London Credit Limit ([0.00
Sett Terms
W5 3D Sett Disc% 0.00
Pay Priority |1
Tel 0181 742 3344 Def Nominal
Fax Def Inv Statu
Email L/C on Stop
Website
Turnover Per (11578
Contact |Mi88RF'E|atiﬂe Turnover YTD (11578
Balance 98.96-
Supplier Analysis Code Last Invoice [26/01/2015
Last Payment 126/01/2014

PURCHASE LEDGER ACCOUNTS (094) DEF-INV-STAT Cce1,L12 ce2,L12 Text Overtype
F4-Data ltem |Comp DEM

Screen Design is in the usual manpefo NS NI G SEG t 1 68fa&a adzOK & WwW5ST¥
position the cursor where required and then type the required text. To insert the data items position the
cursor where required and press the <gdlect> key and choose the data item required. \@atther

items are viewonly, mandatory or require uppercase input as required. Once the layout is complete
choose File and then Save & Exit.

Credit Control Manager Apply Colour DiamondandPremier 2016
Highlighting Rule€S/L Only) Only

This facility allows the facility to apptplour highlighting rules to the Credit Control Manager. You could
apply colour highlights to accounts for which the next action date is overdue, for accounts where there are
transactions over a set number of days overdue and so on.
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(/I;> Sales Overdue Debts (As At 15/12/15)
Home Tools Edit Links

fih Calculator E Price Checker (&5 Databases of Reports

@ About Company = 2
" - |
3] calendar s Discount Matrix (&7 Database Plus =] Tables

A Pause System )
Spooled Post Collect

Ledger Contacts -
Enquiry @ Word List  'iga Supplier Matrix & Forms E Multi-Task @ Change Printer Reports Messages Messages
Utilities Messaging
MName 5 | Cred Overdue| Days | LastPay |30Day |60Day |90Day |X | Defer

Y

7]

Comment

KARDD1 Karl's Electrical Supplies 1514.66 293
MARD02 Marton Machines D30 1410.00 293 25/01/15 01/12/15
MARD01 Markham Holdings Ltd D30 1410.00 293 01/12/15
DATOO1 Dataman Computers D30 1351.25 293
BALDDZ Baltimore Corporation D30 447.91 293
§WAL001 Walton Street Motor Company D30 206.78 293

Action MorefUpd Enguiry Zoom OfSTrans O/SMotes Debtor Memo Stop Status Comment 50 Day 60Day 20 Day Internal-STM Excel Mext-Action

F4-Select |Comp DEM [Entry 7 of 7 Total Overdue 10755.58

Installation

Apgication User Facilities

@ Close

To update Installer users can rigtlick on the menu option fo€redit Control Managewithin the Explorer

aSydz LIyS IyR ast $0d

iKS W/ 2y TAIdNB

hLli A2y Q TFI OAt

you can selectnstallation from the main menu followed bypplication Managerand thenApplication
User Facilities Select thesales Ledgeapplication before selectin§ales Transactionsnd move to screen

5 of the parameters.
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fl;\l Transaction Features - -
Home Tools Edit Links [?]
ﬁ I& E::L Calculator E Price Checker Databases .j Reports @ About Company 2
= Y
(1] Calendar i Discount Matrix Database Plus =] Tables .4 Pause System
Ledger Contacts — Spooled Post Collect
Enquiry Word List  rgs Supplier Matrix & Forms E Multi-Task lgd Change Printer Reports Messages Messages
Utilities Messaging
Acc user item shown (second) ? | A ﬂ

Show actions (next/date fuser) in pick list?
Selective pick on actions (next/date fuser)?
Comment action update Act (next/datefuser)?
Comment action also update Accountitem 17

FEO

Comment action also update Account item 2 ?

Line Colour Amend Apply
] O
O
| O
| [l
| [l
Action Opt1| |Opt2| |Opt-3| |Opt4| |opt5| | [} save ©) abandon ©) Close

F4-Select |Comp DEM

Up to five colour highlighting rulé8 y 6 S I LILX A SR® ¢2 dzLJRFGS &St SO
colour options will be displayed select the required colour and then enter the selection criteria for the
account that is required to apply that colour.

Highlight rules are appliedn the basis of the first matching entgyyou should apply the most important

highlights first. FoexampleA ¥ &2 dz KA3IKf AIKI SyYyidNARSa o6l aSR 2y 6K

you should set the highest statement flag as the first coldsimlarly, if the most important criteria is the

WySEG FOdGA2y RIFEGSQ Aa G2RIe k 2@0SNRdzS GKSy asSi (K

Stock Control

Save Demand & Sales Values for Previol  piamondandpremieronly
Years

Stock Control allows you to save demand, sales values and cosesfvsdlies on a rolling calendar basis
and at any point in time you have values for the last calendar year. This new feature allows for the system
to maintain up to two previous financial year period demand and values for use in comparison reports.
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i Datafile Premier 2016 - Stock Control - g
Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help

AB0 B RYVHY  UBNSAUPIWE GO E 0000 O

i Maintain Stock File - View Stock Demand @
Utilities
Stock CHO167 Per This Year Last Year This Year
Graph
Current Period 1 92.00 0.00 0.00
Demand 0.00 2 113.00 0.00 0.00
Sales Value 0.00 3 100.00 0.00 0.00
I
Sales Costs 0.00 4 86.00 0.00 0.00 woud
Forward Period 5 92.00 0.00 0.00 Image
Demand 0.00 5} 113.00 0.00 0.00 Links
Sales Value 0.00 7 100.00 0.00 0.00
Sales Costs 0.00 8 86.00 0.00 0.00
Year-to-Date 9 92.00 0.00 0.00 Zoom
Demand 1087.00 10 113.00 0.00 0.00 Memo
Sales Value 3324.56 11 100.00 0.00 0.00 Scans
Sales Costs 1569.20 12 0.00 0.00 0.00
Enquiries
Trans
Sales
Purchase
Works
Action Close

F8-Zoom |F3-Memo |Comp DEM

Peiiod / Year End; standard period end functions are unchanged; as part of the period end the system will
update the current period demand/sales and cost values into the appropriate period value for the current
year. Where the period end is also the yeaRen 1 KS a&aiSyY ¢gAftt Y20S (G(KS O ¢
G2 GKS W, SIENJ .SF¥F2NBQ FyR (KSy Y2@S GKS W¢KA&a St
@l fdzSa FT2NJ WeKAa |, SINDo

Installation

Database Changes

Changes are required to the StdRkcord databases to record the previous year valdesadd these items
select Installation from the main menu followed byApplication Managerand then Restructure A
Database Select the Stock Control application and then choose to updateitleeFilesand then select the
Stockfile.

To insert a new item press <Enter> against a blank entry, enter the title as required and press <Enter>,
select the item type (using the dregiown list if required), and depending on item type select the size
required.
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Item Name Type Description

PREMDEMO1 K, L Holds Demand Value for Previous Year Period 1.

PREMDEMN K, L Holds Demand Value for Previous Year Pemnioreate
items for up to 13 periods in a consecutive block.

PRVIDEMO1 K, L Holds Demand Value for Ydaefore period 1.

PRViIDEMN K, L Holds Demand Value for Year Before pennd Create

items for up to 13 periods in a consecutive block.

PREMSALES1 K, L Holds the Sales Value for the previous year period 1
PREMSALES! K, L Holds the Sales Value fohd previous year periogh.
Create items for up to 13 periods in a consecutive block.
PRViSALES1 K, L Holds Sales value for year before period 1.
PRViSALESI K, L Holds Sales value for year before perimdCreate items

for up to 13 periods in a coasutive block.

PREMCOSTH1 K, L Holds cost of sales value for previous year period 1.
PREMCOSTSI K, L Holds cost of sales value for previous year pend
Create items for up to 13 periods in a consecutive block.
PRViCOST81 K, L Holds cost ofales values for year before period 1.
PRViICOSTS K, L Holds cost of sales values for year before perind

Create items for up to 13 periods in a consecutive block.

Once the required items have been recorded press the <ESC> key and seld®DAd Bbutton to save

0KS RIGFEoFAS OKFIy3aSaod 2 KSyYy LINP Exilacs RxistingSHatal2oyNew W, Q
Database Structur® I Y RX A F CopyLJalePERSiER froin ©F Database to New Datal@Bmal

LINE Y LJ( & Remévé (.OLR) Databa@e |Gy2@arky Out the Same Restructure on the BASE File as
wellx; respond as required. If you select to update the base file you need to manually insert the new items
at the same data item positions as on the live file.

Set Database Profiles

The new saved griod value data items need to be referenced within the Database Profiles. To update
these settings selednstallation from the main menu followed bypplication Managerand Set Database
Profiles Choose th&tockapplication as required before seleagithePrev Year Valuegarameter screen.
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o) Datafile Premier 2016& - System Manager - 0
Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help

06 BB YVEHY UM PLiwE gHEE Q00000
] Database Profiles =

Prev Year Values List of Data Ttems

Demand 1st per ﬂ 7| | tem No Item Name |Type |Size |"
Demand Last per | 0 STOCK-CODE X 16
30

30

5

14

14

14

14

14

14

6

6

6

14 v

DESCRIPTION
DESCRIFTIONZ
IS5-UNIT
ON-ORDER
PHYSICAL
RESERVED
FREE-STOCK
BOM-ON-ORDER
BOM-RESERVED
FIRST-TRANS
LAST-TRANS
FIRST-ACTIVE
PER-B/F-QTY

Sale Value 1st per | 0
Sale Value Last per | 0

Sale Costs 1st per | 0
Sale Costs Last per | 0

(=T T L = I O, - PRI S B
LR A -

=
=

=
=

[y
M

[y
w

< < =< ||

=
-

I save ‘ @Abandon |

Data item types allowed are: LKM

F4-Select |Comp DEM

On the left of the screen is the prompt to define the data item ranges for the appropriate demand, sales
and cost values. Against these item reference the data item number of the equivalent item created above,
<F4Select> is available if required.

Once you have update the profiles for the previous year items repeat fdPtéeious Yearl Values

Notes

Once the profiles for the previous and year before values have been enabled the options to
output the Hstory to Excel and the Graph Enquiry options will take these new items into
account when displaying the previongeriod values.

If enabling this feature you are likely to be part way through the current financialyasusuch
you will need to transfedata from demaneperiod-n to demand periodl3 from the current
year demand values into the previous year wharis the current financial period. Repeating
for costs of sales and sales values as required before zeroing these items.
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Payroll

Employe Numbers; Year End Reset PremierOnly

Payroll generally uses the record number as the employee number but Datafile Premier Users have the
facility to use an alternate reference for this. Where employees are often hired ahite@ throughout

the year an option iswvailable so that this alternate reference can be split between an employee number
and a hire number setting the employee number format as 999/99, for example, where the value before
the delimiter is the employee number and the value after the suffikeshire number.

—h

Ly GKAa O2yFAIdzNI GA2y GKS tlFeé&N
SYLX 2e8S8Sa NBaSia GKS KANB StSy
reset and retain the cuent hire number.

N

w B

f . SIENI 9YR NBY2@:
yid ol 01 (2 wmQ T2

Installation

System Profiles

A new parameter has been added to the Payroll System Profiles to omit thegdaeset. To update the
profiles selectinstallation from the main menu followed bypplication Managerand System Profiles
Select thePayrollapplication and then select the parameter screayroll Profile
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i Datafile Premier 2016© - System Manager - 0
Datafle Edit Feports Memo Toolz UserBoutines Install ‘Window Help

ARE A BRYIY | BN AR D E T QOO ©

il Payroll Options (1 of 2) (=3
Type (1/2/4/M)}? M = Start year ? 2015 Save files for each period ? v
Pay day ? |31 First pay ? |30/04/2015 Save documents for desktop ? ¥
Pay in arrears: number of weeks? |0 No of days to retain docs ? | 999
Pay periods within the tax year ? |12
Extra payment in week 53/54? [ In-Pounds In-Pence
Current [ last pay period paid? |1 |« 1. [0 7. |30
Check for minimum wage by age ? [ 2. |20 8. |20
Payment methods - Coins/Cash (C) ? 3. 10 9. 10
Cheques (Q)? 4. |5 10. |5
Bank giro (B) ? ¥ Autobank (A) ? W S 1 1. |2
ETS/STS (X)? [~ BACS (2)? I 6 |0 12. |1
Tax refund limit ? 0.00
Pension calculation (B,G,FI)? |F |+ Must include(1:12) 0 |+ |0 |« |0 |=
Secondary comp calculation ? W Pay rounded to nearest(1:12) |0 |~
Pension deductible for tax calc? v
Holiday pay calculation (B,Y,I}? (B |+
Holiday credit type (B,G,F.I)? (B |+ Document link item -
Holiday pay excluded from NI? [
Statutory payments in Gross Pay ? v
Omit Reset of Emp-No at Year-End ?
Action Opt-1 | Opt-2| N Save | @ Abandon | @ Close

If uging unique Employee-No with /999-type suffix then this gets reset to /001 at Year-End.
Tick this box to prevent the Employee-Ne suffix from being reset.

Comp DEM

Omit Reset of EmyiNo at YeafEnd¢ set to omit reset of the hire humber as part of the payroll yead
procedure.

Sales / Purchase Order Processing

Application Rik Lists; Change Order Diamondand PremierOnly
Status

This feature allows for the option to change an order status as a pick list action. This option would allow,
for example, a review of sales order quotes to trigger updates to move the gquote to active status.
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Selecting he STATUS button against a highlighted record will prompt for any status change comment, if
configured, before prompting for the new status. Note that changing the status may mean that the pick list
selection criteria no longer applies for that entryf the criteria no longer applies no further action can be
taken against that order within the current pick list.

The Status option is also available for pick lists on the order details. Status changes are applied globally for
all entries on the order baskon standard system rules.



