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IMPORTANT NOTICE 

 

This document is the copyright of Datafile Software Solutions Limited and may not be 

reproduced, stored in a retrieval system, or transmitted in any form or by any means, 

electronic, mechanical, photocopying, recording or otherwise, without the prior written 

consent of Datafile Software Solutions Limited. 

 

Whilst all possible care is taken in the preparation of this document, Datafile Software 

Solutions cannot be held responsible for any inaccuracies that may be found nor for any 

consequences resulting from such inaccuracies.  Datafile Software Solutions Limited reserves 

the right to make changes without notice both to the material contained within this document 

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 under licence to the purchaser as 

described in the licence agreement supplied with the software.  It is against the law to copy 

software for use at any other site in contravention of the terms of the agreement, and it is the 

responsibility of the purchaser to read and to abide by the terms of the agreement.  Datafile 

Software Solutions Limited will be happy to supply further copies of the agreement at any time. 

 

(c) Datafile Software Solutions Limited 2015 
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Chapter 1 

Introduction 
 

Release 6.9 is the second major update of 2015 of the Datafile system following the Payroll update earlier 

this year.  Enhancements and improvements 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 from users and 

partners.  Feedback is always added 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 have continued development of our new product Datafile 2016.   

 

Datafile 2016 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 improve 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 new version 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 there is no re-work required by the client. 

 

If you are interested in finding out more about Datafile 2016 please call your Datafile Partner. 

 

Features introduced in Release 6.9 and Datafile 2016 include: 

 

 Save Turnover & Costs for Previous Years in Sales/Purchase 

 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 

 Additional Secondary 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 6.9 
 

Updating Your Registration Number 
 
To update your serial number to the new release (6.9) you need to enter the upgrade code that was 
supplied via your reseller. 
 
Sign on with the SLAVE user-ƛŘ ŀƴŘ ǇŀǎǎǿƻǊŘ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ Ψ¦ǇƎǊŀŘŜ ǘƻ [ŀǘŜǎǘ wŜƭŜŀǎŜΩ.  
 
The upgrade code is 24 characters split into six groups of four, you need to press the <Enter> or <Tab> key 
after each part. Once the code has been entered press UPGRADE to update to the current release. 
 

 
 
If the code is not accepted re-check that you have entered the code 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 entered, or an updated security 
file has been supplied, as you will not be able to use the software. 
 

Upgrade Procedures 
 
Follow these instructions to update your system to Release 6.9. 
 
Note that you cannot use the updated programs unless you have a registration / serial number beginning 
with Ψ69ΩΦ  
 
Before you start, certain details are required: 
 

 Is Datafile installed on a network, if so are the programs run from the network or the local terminal? 

 Where are the Datafile programs held? 

 IŀǾŜ ȅƻǳ ŘƻǿƴƭƻŀŘŜŘ ǘƘŜ άwŜƭŜŀǎŜ сΦ9 ¦ǇŘŀǘŜΦŜȄŜέ ƻǊ ά5ŀǘŀŦƛƭŜ нлм6 ¦ǇŘŀǘŜΦŜȄŜέ? If not, download 
from the website now. 
 

Once these details are known you can begin the upgrade. 



Introduction  3 

 
1. !ƭƭ ǳǎŜǊǎ Ƴǳǎǘ ŜȄƛǘ 5ŀǘŀŦƛƭŜ {ƻŦǘǿŀǊŜ ŎƻƳǇƭŜǘŜƭȅΦ ¦ǎŜǊǎ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ΨvǳƛǘΩ ƻƴ ǘƘŜ Ƴŀƛƴ menu and 

ǘƘŜƴ Ψvǳƛǘκ9Ȅƛǘ 5ŀǘŀŦƛƭŜΩ ŦǊƻƳ ǘƘŜ ǎƛƎƴ-on screen.  Users should also exit Microsoft Word & Outlook 
programs. 

2. Double-click the downloaded update file. This is a compressed archive file which, when run, will 
unzip the updated programs and installation procedure. The default folder the system will wish to 
unzip to is C:\REL69UPD for the Version 6 update (C:\DF2016UPD for the 2016 update).  If this is 
acceptable click FINISH or use Browse to change to a folder of your own choosing. (If a new folder 
warning is displayed select YES to create this folder). The system will then expand the compressed 
files and then automatically launch the setup process. 

3. /ƘƻƻǎŜ Ψ¦ǇŘŀǘŜ tǊƻƎǊŀƳ CƛƭŜǎΩ 

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

5. /ƘƻƻǎŜ ΨbŜǘǿƻǊƪ LƴǎǘŀƭƭŀǘƛƻƴΩ ƻǊ Ψ[ƻŎŀƭ LƴǎǘŀƭƭŀǘƛƻƴΩ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ 
 
6. Next the system asks for the paths of the Datafile Software system. 
 

PROGRAMS (Path 1) ς location of Version 6 Programs (DFWIN.EXE) 
PARAMETERS (Path 2) ς location of main Datafile folder (DIAMOND.D00) 
DATA (Path 3) ς location of main company files (DIAMOND.D05) 
PROGRAMS20 (Path 4) ς location of Datafile 20nn Programs (DFWIN.EXE) ς 2016 Upgrades Only 

 
The system will validate that the pathnames entered here contain files appropriate for each location 
(these are the filenames in brackets above). To check the paths to be entered you can use the 
FIND/SEARCH option on the Windows Start Menu. 

 
7. Once the pathnames are accepted, press <NEXT> until the Licence Agreement is ŘƛǎǇƭŀȅŜŘ ŀƴŘ Ψ¸9{Ω 

to accept this. The supplied programs will then be updated. 

8. If installing to a Local Workstation then the update is now complete. If installing to a Network then 
ǘƘŜ ǳǇŘŀǘŜ ŎƻƴǘƛƴǳŜǎ ōȅ ŀǎƪƛƴƎ Ψ5ƻ ¸ƻǳ ²ŀƴǘ ǘƻ Lƴǎǘŀƭƭ [ƻŎŀƭ tǊƻƎǊŀƳǎΩΦ  wŜǎǇƻƴŘ Ψ¸Ω ǘƻ ǘƘƛǎ ǇǊƻƳǇǘ 
regardless as to whether programs are run locally or over the network ς you still need to update the 
local workstation for Microsoft Word links. After a short pause the system will ask you to confirm 
whether programs are run from the Network or Locally. Confirm as appropriate.  

9. If running programs locally you are then asked to confirm the local program path ς usually 
C:\DFWIN\PROGRAMS. If running programs from the network then this prompt is skipped. 

10. You are then asked to confirm the folder on the Start Menu to access Datafile (usually DATAFILE 
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 option RUN on the Start 
Menu) from each workstation ς this repeats options 9-11 above. You can now delete the contents of 
the REL69UPD / DF2016UPD folder and the compressed archive file. 
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Important Notes 
 
Increased Record Size / Data Items per Database 
 
The Release 5.9 update increased the maximum number of items per database to 320 and doubles the 
maximum record size from 2K to 4K. Once these features have been taken advantage of you will no longer 
be able to use the DOS product or earlier versions of the Windows product in conjunction with these 
databases. 
 

Microsoft Office Links 
 
The Release 6.0 update introduced improved links to Microsoft Word and Outlook that are only applicable 
for users using the XP, Vista or Server 2003/2008 operating systems together with the Microsoft Office 
2003 / 2007 packages. 
 
Users on earlier Microsoft Office versions or on earlier operating systems should note that these features 
should not be enabled.  Similarly, users 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 you will no longer be able to use earlier versions 

of the program in 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 enabled you will no longer be 

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

 

You must ensure that all access, including SQL replication processes, uses program versions F52 or later. 
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Chapter 2 
Application Features 

 

Sales and Purchase Ledgers 
 

Save Turnover & Cost Values for Previous 
Years 
 

The Sales and Purchase Ledgers save period turnover and, in the case of sales ledger, cost of sales values on 

a rolling calendar basis and at any point in time you have values for the last financial year.  This new feature 

allows for the system to maintain up to two previous financial year period turnover values for use in 

comparison reports. 

 

 
 

Period / Year End ς standard period end functions are unchanged; as part of the period end the system will 

update the current period turnover/cost values into the appropriate period value for the current year.  

²ƘŜǊŜ ǘƘŜ ǇŜǊƛƻŘ ŜƴŘ ƛǎ ŀƭǎƻ ǘƘŜ ȅŜŀǊ ŜƴŘ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƳƻǾŜ ǘƘŜ ǾŀƭǳŜǎ ŦǊƻƳ Ψ[ŀǎǘ ¸ŜŀǊΩ ǘǳǊƴƻǾŜǊ ǘƻ ǘƘŜ 

Diamond and Premier Only 
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Ψ¸ŜŀǊ .ŜŦƻǊŜΩ ŀƴŘ ǘƘŜƴ ƳƻǾŜ ǘƘŜ Ψ¢Ƙƛǎ ¸ŜŀǊΩ ±ŀƭǳŜǎ ƛƴǘƻ ǘƘŜ Ψ[ŀǎǘ ¸ŜŀǊΩ ǾŀƭǳŜǎ ōŜŦƻǊŜ ȊŜǊƻƛƴƎ ǘƘŜ ǾŀƭǳŜǎ ŦƻǊ 

Ψ¢Ƙƛǎ ¸ŜŀǊΩΦ 

Installation 
 

Database Changes 

 

Changes are required to the Sales and Purchase Accounts databases to record the previous year values.  To 

add these items select Installation from the main menu followed by Application Manager and then 

Restructure A Database. Select the Sales or Purchase Ledger application as required. Elect to update the 

Live Files and then select the Sales/Purchase Ledger Accounts file.  

 

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 drop-down list if required), and depending on item type select the size 

required. 

 

Item Name Type Description 

 

PREV-T/O-01 K, L Holds T/Over Value for Previous Year Period 1. 

PREV-T/O-N K, L Holds T/Over Value for Previous Year Period n.  Create 

items for up to 13 periods in a consecutive block. 

PRV1-T/O-01 K, L Holds T/Over Value for Year Before period 1. 

PRV1-T/O-N K, L Holds T/Over Value for Year Before period n.  Create 

items for up to 13 periods in a consecutive block. 

 

PREV-FCTO-01 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. 

PREV-FCTO-N K, L Holds the T/Over Value for the previous year period n in 

the currency of the account.  Create items for up to 13 

periods in a consecutive block.   

PRV1-FCTO-01 K, L Holds t/over value for year before period 1. 

PRV1-FCTO-N K, L Holds T/Over value for year before period n. Create 

items for up to 13 periods in a consecutive block. 

 

PREV-COSTS-01 K, L Holds cost of sales value for previous year period 1.  This 

item, and the following cost items, are not required for 

Purchase Ledger. 

PREV-COSTS-N K, L Holds cost of sales value for previous year period n.  

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

PRV1-COSTS-01 K, L Holds cost of sales values for year before period 1. 

PRV1-COSTS-N K, L Holds cost of sales values for year before period n.  

Create items for up to 13 periods in a consecutive block. 
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Once the required items have been recorded press the <ESC> key and select the UPDATE button to save 

ǘƘŜ ŘŀǘŀōŀǎŜ ŎƘŀƴƎŜǎΦ ²ƘŜƴ ǇǊƻƳǇǘŜŘ ǊŜǎǇƻƴŘ Ψ¸Ω ǘƻ ǘƘŜ ǇǊƻƳǇǘǎ ǘƻ ΨExtract Existing Data to New 

Database StructureΩ ŀƴŘΣ ƛŦ ŀǇǇǊƻǇǊƛŀǘŜΣ ΨCopy Table Entries from Old Database to New DatabaseΩ. Final 

ǇǊƻƳǇǘǎ ŀǎƪ ǘƻ ΨRemove (.OLD) DatabaseΩ ŀƴŘ ǘƻ ΨCarry Out the Same Restructure on the BASE File as 

wellΩ ς 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 period value data items need to be referenced within the Database Profiles.  To update 

these settings select Installation from the main menu followed by Application Manager and Set Database 

Profiles.  Choose the Sales or Purchase Ledger application as required before selecting the Prev Year 

Values parameter screen. 

 

 
 

On the left of the screen 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 profiles for the previous year items repeat for the Previous Year -1 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 these new items 

into account when displaying the previous n period values. 

 

If enabling this feature you are likely to be part way through the current financial year ς as such 

you will need to transfer data from t/over-period-n to t/over period-13 from the current year 

t/over values into the previous year where n is the current financial period.  Repeating for costs 

of sales and currency t/over values as required before zeroing these items.   

 

 

Transfer Outstanding Balances 
 

The Sales / Purchase Utilities option allows 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. 

 

 
 

Diamond and Premier Only 
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Selecting to transfer a credit note or invoice adjustment operates in the same manner as an invoice ς 

asking for the transfer amount, then confirming the transfer VAT code, the amount (and VAT amount) plus 

ǘƘŜ ǘǊŀƴǎŦŜǊ ΨǘƻΩ ŀŎŎƻǳƴǘ ŎƻŘŜ ōŜŦƻǊŜ ŀǎƪƛƴƎ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ƴŜǿ ǘǊŀƴǎŀŎǘƛƻƴ ŘǳŜ ŘŀǘŜΣ ǊŜŦŜǊŜƴŎŜ and 

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 

ΨŦǊƻƳΩ ŀŎŎƻǳƴǘ ŀƴŘ ǘƘŜ ŎǊŜŘƛǘ κ ƛƴǾƻƛŎŜ ŀŘƧǳǎǘƳŜƴǘ ƻƴ ǘƘŜ ΨǘƻΩ ŀŎŎƻǳƴǘΦ 

 

Selecting to transfer a payment or payment adjustment operates in a similar manner ς asks for the transfer 

amount, the new account code and to confirm the new transaction reference and description.  The transfer 

of a paymeƴǘ ǿƛƭƭ ŎǊŜŀǘŜ ŀ ǇŀȅƳŜƴǘ ŀŘƧǳǎǘƳŜƴǘ ƻƴ ǘƘŜ ΨŦǊƻƳΩ ŀŎŎƻǳƴǘ ŀƴŘ ŀ ƴŜǿ ǇŀȅƳŜƴǘ ǘǊŀƴǎŀŎǘƛƻƴ ƻƴ 

ǘƘŜ ΨǘƻΩ ŀŎŎƻǳƴǘΣ ǿƛǘƘ ǘƘŜ ǊŜǾŜǊǎŜ ƛŦ ǘǊŀƴǎŦŜǊ ŀ ǇŀȅƳŜƴǘ ŀŘƧǳǎǘƳŜƴǘΦ 

 

Installation 
 

Application User Facilities 

 

The ability to transfer payments etc. is enabled automatically 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 right-click on the menu option for Transfer Outstanding Balances and select 

ǘƘŜ Ψ/ƻƴŦƛƎǳǊŜ hǇǘƛƻƴΩ ŦŀŎƛƭƛǘȅ ŀƴŘ ƳƻǾŜ ǘƻ ǎŎǊŜŜƴ н ƻŦ ǘƘŜ ǇŀǊŀƳŜǘŜǊǎΦ  !ƭǘŜǊƴŀǘƛǾŜƭȅ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ 

Installation from the main menu followed by Application Manager and then Application User Facilities.  

Select the required application before selecting Sales/Purchase Transactions and move to screen 2 of the 

parameters. 
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Invoice / Credits / Invoice Adjustments 

 

Transfer to A/C Code ς set default account code for transfer to (this may be useful where transactions are 

raised to the customer / supplier but processed for payment by a third-party. 

 

Transfer to/from Nominal Code ς 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 account, typically a 

suspense account. 

 

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

 

Transfer to/from Analysis Code ς set the analysis code to be used for the from/to transactions. 

 

Default Tax Code ς set the tax code to be offered by default for transfer ς usually set to standard rate.  

bƻǘŜ ŀǎ ǘƘŜ ǘǊŀƴǎŦŜǊ ŎǊŜŀǘŜǎ ŀ ȊŜǊƻ ƴŜǘ ŜŦŦŜŎǘ ƻƴ ǘƘŜ ±!¢ ƭƛŀōƛƭƛǘȅ ǘƘŜƴ ǘƘŜ ±!¢ ŀƳƻǳƴǘ ƛǎ ǳǎŜŘ ŦƻǊ ΨƳŜƳƻΩ 

purposes only. 

 

Payments / Payment Adjustments 

 

Transfer to A/C Code ς set default account code for transfer if required. 
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Transfer to/from Nominal Code ς 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 account.  This would 

typically be a contra or suspense account. 

 

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

 

Duplicate Reference Checks (P/L Only) 
 

Purchase Ledger Invoice entry has the facility to perform duplicate entry checks against the supplier invoice 

reference to warn against multiple entry.  This warning is optional and checks the ΨŎǳǊǊŜƴǘΩ ǘǊŀƴǎŀŎǘƛƻƴǎ ŦƻǊ 

an account (these are transactions entered this period or were outstanding at the start of this period). 

 

This new facility allows the option to make any duplicate warnings 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 transaction history for the account. 

 

 
 

Diamond and Premier Only 
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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 select Installation from the main menu followed by Application 

Manager and then Application User Facilities.  Select the Purchase Ledger application and then Purchase 

Transactions before moving to screen 2 of the parameters. 

 

 
 

Check for Duplicate Reference for Inv/Crd on Tx Ref ς reference the data item to perform the duplication 

check against.  This is usually either the Reference item or the User One item.  When set a pop-up form will 

allow entry of additional parameters. 

 

Make Check Mandatory ς set to Y to apply a mandatory check, leave blank to continue warning. 

 

Optional Password Override ς if mandatory check set, if required, an optional override password.  If 

defined the user will be able to press <F7-hǇǘƛƻƴҔ ƻƴ ǘƘŜ 5ǳǇƭƛŎŀǘƛƻƴ ΨŜǊǊƻǊΩ ƳŜǎǎŀƎŜ ŀƴŘ ŜƴǘŜǊ ǘƘŜ 

password to proceed with the transaction entry. 

 

Check Which Transactions ς ǎŜƭŜŎǘ ǘƘŜ ΨǊŀƴƎŜΩ ƻŦ ǘǊŀƴǎŀŎǘƛƻƴǎ ǘƻ ōŜ ŎƘŜŎƪŜŘ ŦƻǊ ŘǳǇƭƛŎŀǘŜǎΦ  hǇǘƛƻƴǎ 

available include 
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¶ Current Transactions ς checks for duplicates against transactions entered in this/forward period and 

that were outstanding at the start of this period. 

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

¶ This Period Only ς checks for duplicates against transactions entered in this or the forward period 

only. 
 

Include Currency Accounts in Auto-Payment Procedures (P/L 
Only) 
 

The Purchase Ledger includes a series of actions ς termed the auto-payment procedures ς 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.  This new feature 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 restricting this to the base 

currency (STG / GBP) the system will also allow other currencies to be selected. 
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Only one currency can be processed in any one run, however, you can run for multiple currencies one after 

ŀƴƻǘƘŜǊ όȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŎƻƳǇƭŜǘŜ ȅƻǳǊ D.t Ǌǳƴ ǘƻ payment creation before starting your EUR run).  

Note that values displayed for total value of proposed payments / settlement discount are in the currency 

ƻŦ ǘƘŜ ΨǊǳƴΩΦ 

 

Print Supplier Payments 

 
This report processes all accounts subject to normal criteria ς payment dates / P-to-Pay checks etc. ς but 

ŀƭǎƻ ŀƭƭƻǿǎ ǘƘŜ ΨwŜǇƻǊǘ ²ƘƛŎƘ /ǳǊǊŜƴŎƛŜǎΩ ƻǇǘƛƻƴ ǘƻ ǊŜǎǘǊƛŎǘ ǘƘŜ ǊŜǇƻǊǘ ǘƻ ŀŎŎƻǳƴǘǎ ƛƴ ŀ ǇŀǊǘƛŎǳƭŀǊ ŎǳǊǊŜƴŎȅ 

(leaving blank processes all applicable accounts). 

 

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

file then is the base currency always, if print FC-Total is in the currency of the transaction).   

The exceptions to this is the special item 162-Payment Amount; this item prints in the base currency unless, 

ǿƘŜƴ ǊǳƴƴƛƴƎ ǘƘŜ ǊŜǇƻǊǘΣ ȅƻǳ ǎŜǘ ǘƘŜ ƻǇǘƛƻƴ ŦƻǊ ΨwŜǇƻǊǘ ²ƘƛŎƘ /ǳǊǊŜƴŎƛŜǎΩ ǘƻ ŀ ǎǇŜŎƛŦƛŎ ŎǳǊǊŜƴŎȅ ƻǊ ǳǎŜ 

Ψ![[Ω ƛƴ ǿƘƛŎƘ ŎŀǎŜ ǘƘŜ ǾŀƭǳŜǎ ƛǎ ǊŜǇƻǊǘŜŘ ƛƴ ǘƘŜ ŎǳǊǊŜƴŎȅ ƻŦ ǘƘŜ ŀŎŎƻǳƴǘΦ  ²ƘŜƴ ǊŜǇƻǊǘƛƴƎ ǘƘƛǎ ǾŀƭǳŜ ƛƴ ǘƘŜ 

base currency the value is based 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. 

 

bƻǘŜ ǘƘŀǘ ǎǇŜŎƛŀƭ ƛǘŜƳ Ψмсо-5ƛǎŎƻǳƴǘ !ǾŀƛƭŀōƭŜΩ ƛǎ ŀƭǿŀȅǎ ƛƴ ǘƘŜ currency of the account regardless of 

setting. 
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Generate Payments 
 
!ǎ ǿƛǘƘ ǘƘŜ Ψwǳƴ tǊƻǇƻǎŜŘ tŀȅƳŜƴǘΩ ǇǊƻŎŜŘǳǊŜ ǘƘƛǎ ƻǇǘƛƻƴ ǿƛƭƭ ƴƻǿ ŀƭƭƻǿ ǇǊƻŎŜǎǎƛƴƎ ƛƴ ƻǘƘŜǊ ŎǳǊǊŜƴŎƛŜǎ 

but will only process one currency at a time. 

 

 
 
As with base currency processing the system 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 displayed on screen are in the 

currency being processed. 

 

Installation 
 

No setup changes are required. 

 

Default Invoice Status by Account (P/L 
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 status ς allowing you to set selected accounts to be automatically 

authorised, or invoices for a selected account to be marked for contra. 

Diamond and Premier Only 
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Account Maintenance 

 

A new flag option is available within supplier maintenance. 

 

 
 

Default Inv Status ς enter the default status for invoices posted for this account. 

 

Á A ς Authorised ς set to default transactions as authorised (note invoices posted under this status 

ǿǊƛǘŜ ǘƻ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ŦƛƭŜ ǿƛǘƘ ŀ ΨōƭŀƴƪΩ ǎǘŀǘǳǎΦ 

Á C ς Contra ς set to default transactions as marked for contra. 

Á D ς Dispute ς set transactions posted for this account as marked for dispute 

Á U ς Unauthorised ς set to mark transactions posted for this account as unauthorised 

Á P ς To-Pay ς set to mark transactions posted for this account to be marked for payment.  (note if 

ǳǎƛƴƎ ǘƘŜ ΨtǊƻǇƻǎŜ-to-tŀȅΩ ƻǇǘƛƻƴ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ !ǳǘƻƳŀǘƛŎ DŜƴŜǊŀǘƛƻƴ tǊƻŎŜŘǳǊŜ ǘƘŜƴ ǘƘƛǎ ŦƭŀƎ Ƴŀȅ 

be cleared if not applicable within processing dates) 

Á X ς Omit ς set to mark transactions posted to this account to be omitted from statements. 

Á (blank) ς None ς set to apply normal status rules (i.e. post as unauthorised) 

 

Purchase Ledger Invoice Entry 

 

Existing opǘƛƻƴǎ ŦƻǊ tǳǊŎƘŀǎŜ [ŜŘƎŜǊ LƴǾƻƛŎŜ ŜƴǘǊȅ ŀƭƭƻǿ ƛƴǾƻƛŎŜǎ ǘƻ ōŜ ǇƻǎǘŜŘ ŀǎ ΨǳƴŀǳǘƘƻǊƛǎŜŘΩ ǿƛǘƘ ƴƻ 

ǳǎŜǊ ƛƴǘŜǊŀŎǘƛƻƴ ƻǊ ŀƭƭƻǿ ŦƻǊ ŎƻƴŦƛǊƳŀǘƛƻƴ ƻŦ ǎǘŀǘǳǎ ŘǳǊƛƴƎ ǇƻǎǘƛƴƎΦ  ¢ƘŜ ƴŜǿ Ψ!ŎŎƻǳƴǘ 5ŜŦŀǳƭǘΩ ƻǇǘƛƻƴ 
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interacts with both of these features ς if confirmation of invoice status is not in use then the account 

ŘŜŦŀǳƭǘ ƛǎ ŀǇǇƭƛŜŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅΣ ƛŦ ǎǘŀǘǳǎ ŎƻƴŦƛǊƳŀǘƛƻƴ ƛǎ ŀƭƭƻǿŜŘ ǘƘŜƴ ǘƘŜ ΨŀŎŎƻǳƴǘΩ ǎǘŀǘǳǎ ƛǎ ƻŦŦŜǊŜŘ ōȅ 

default. 

 

 
 

Invoicer ς Purchase Invoice Entry 

 

Existing options for Purchase Invoice Entry 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 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 invoices 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 status selection 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 status flag.  To add 

this item select Installation from the main menu followed by Application Manager and then Restructure A 

Database. Select the Purchase Ledger application. Elect to update the Live Files and then select the 

Purchase Ledger Accounts file.  

 

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 drop-down list if required), and depending on item type select the size 

required. 

 

File Item Name Type Description 

 

PLA DEF-INV-STAT X (1) Holds the default status for invoices posted for this 

account. 

 

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

ǘƘŜ ŘŀǘŀōŀǎŜ ŎƘŀƴƎŜǎΦ ²ƘŜƴ ǇǊƻƳǇǘŜŘ ǊŜǎǇƻƴŘ Ψ¸Ω ǘƻ ǘƘŜ ǇǊƻƳǇǘǎ ǘƻ ΨExtract Existing Data to New 

Database StructureΩ ŀƴŘΣ ƛŦ ŀǇǇǊƻǇǊƛŀǘŜΣ ΨCopy Table Entries from Old Database to New DatabaseΩ. Final 

ǇǊƻƳǇǘǎ ŀǎƪ ǘƻ ΨRemove (.OLD) DatabaseΩ ŀƴŘ ǘƻ ΨCarry Out the Same Restructure on the BASE File as 

wellΩ ς 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 by Application Manager and Set Database Profiles.  Choose the 

Purchase Ledger application as required before selecting the Account Mandatory parameter screen. 
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On the left of the screen is the prompt Default Inv Status ς against this item reference the data item 

number of the equivalent item created above, <F4-Select> 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 the Installation option from the main menu followed by Application 

Manager and then Application User Facilities.  Select the Purchase Ledger application before selecting the 

Maintain Supplier Records screen and the Add New Accounts screen. 
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Screen Design is in the usual manner - To insŜǊǘ ǘŜȄǘ ƭŀōŜƭǎ ǎǳŎƘ ŀǎ Ψ5ŜŦ LƴǾ {ǘŀǘǳǎΩ ǳǎŜ ǘƘŜ ƳƻǳǎŜ ǘƻ 

position the cursor where required and then type the required text.  To insert the data items position the 

cursor where required and press the <F4-Select> key and choose the data item required.  Set whether 

items are view-only, mandatory or require uppercase input as required.  Once the layout is complete 

choose File and then Save & Exit. 

 

Credit Control Manager ς Apply Colour 
Highlighting Rules (S/L Only) 
 

This facility allows the facility to apply colour 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. 

 

Diamond and Premier 2016 

Only 
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Installation 
 

Application User Facilities 

 

To update Installer users can right-click on the menu option for Credit Control Manager within the Explorer 

aŜƴǳ ǇŀƴŜ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ Ψ/ƻƴŦƛƎǳǊŜ hǇǘƛƻƴΩ ŦŀŎƛƭƛǘȅ ŀƴŘ ƳƻǾŜ ǘƻ ǎŎǊŜŜƴ р ƻŦ ǘƘŜ ǇŀǊŀƳŜǘŜǊǎΦ  !ƭǘŜǊƴŀǘƛǾŜƭȅ 

you can select Installation from the main menu followed by Application Manager and then Application 

User Facilities.  Select the Sales Ledger application before selecting Sales Transactions and move to screen 

5 of the parameters. 
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Up to five colour highlighting rules Ŏŀƴ ōŜ ŀǇǇƭƛŜŘΦ  ¢ƻ ǳǇŘŀǘŜ ǎŜƭŜŎǘ ǘƘŜ Ψ!ƳŜƴŘΩ ƛƴǇǳǘ ŦƻǊ ŀƴ ŜƴǘǊȅ ŀƴŘ ǘƘŜ 

colour options will be displayed ς select the required colour and then enter the selection criteria for the 

account that is required to apply that colour. 

 

Highlight rules are applied on the basis of the first matching entry ς you should apply the most important 

highlights first.  For example, ƛŦ ȅƻǳ ƘƛƎƘƭƛƎƘǘ ŜƴǘǊƛŜǎ ōŀǎŜŘ ƻƴ ǿƘƛŎƘ ΨǎǘŀǘŜƳŜƴǘ ŘŀǘŜǎΩ ŀǊŜ ǊŜŎƻǊŘŜŘ ǘƘŜƴ 

you should set the highest statement flag as the first colour.  Similarly, if the most important criteria is the 

ΨƴŜȄǘ ŀŎǘƛƻƴ ŘŀǘŜΩ ƛǎ ǘƻŘŀȅ κ ƻǾŜǊŘǳŜ ǘƘŜƴ ǎŜǘ ǘƘƛǎ ŀǎ ǘƘŜ ŦƛǊǎǘ ŎƻƭƻǳǊ ǊǳƭŜΦ 

 

Stock Control 
 

Save Demand & Sales Values for Previous 
Years 
 

Stock Control allows you to save demand, sales values and cost of sales values 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. 

 

Diamond and Premier Only 
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Period / Year End ς 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 year enŘ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƳƻǾŜ ǘƘŜ ǾŀƭǳŜǎ ŦǊƻƳ Ψ[ŀǎǘ ¸ŜŀǊΩ ǘǳǊƴƻǾŜǊ 

ǘƻ ǘƘŜ Ψ¸ŜŀǊ .ŜŦƻǊŜΩ ŀƴŘ ǘƘŜƴ ƳƻǾŜ ǘƘŜ Ψ¢Ƙƛǎ ¸ŜŀǊΩ ±ŀƭǳŜǎ ƛƴǘƻ ǘƘŜ Ψ[ŀǎǘ ¸ŜŀǊΩ ǾŀƭǳŜǎ ōŜŦƻǊŜ ȊŜǊƻƛƴƎ ǘƘŜ 

ǾŀƭǳŜǎ ŦƻǊ Ψ¢Ƙƛǎ ¸ŜŀǊΩΦ 

 

Installation 
 

Database Changes 

 

Changes are required to the Stock Record databases to record the previous year values.  To add these items 

select Installation from the main menu followed by Application Manager and then Restructure A 

Database. Select the Stock Control application and then choose to update the Live Files and then select the 

Stock file.  

 

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 drop-down list if required), and depending on item type select the size 

required. 
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Item Name Type Description 

 

PREV-DEM-01 K, L Holds Demand Value for Previous Year Period 1. 

PREV-DEM-N K, L Holds Demand Value for Previous Year Period n.  Create 

items for up to 13 periods in a consecutive block. 

PRV1-DEM-01 K, L Holds Demand Value for Year Before period 1. 

PRV1-DEM-N K, L Holds Demand Value for Year Before period n.  Create 

items for up to 13 periods in a consecutive block. 

 

PREV-SALES-01 K, L Holds the Sales Value for the previous year period 1 

PREV-SALES-N K, L Holds the Sales Value for the previous year period n.  

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

PRV1-SALES-01 K, L Holds Sales value for year before period 1. 

PRV1-SALES-N K, L Holds Sales value for year before period n. Create items 

for up to 13 periods in a consecutive block. 

 

PREV-COSTS-01 K, L Holds cost of sales value for previous year period 1.   

PREV-COSTS-N K, L Holds cost of sales value for previous year period n.  

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

PRV1-COSTS-01 K, L Holds cost of sales values for year before period 1. 

PRV1-COSTS-N K, L Holds cost of sales values for year before period n.  

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

 

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

ǘƘŜ ŘŀǘŀōŀǎŜ ŎƘŀƴƎŜǎΦ ²ƘŜƴ ǇǊƻƳǇǘŜŘ ǊŜǎǇƻƴŘ Ψ¸Ω ǘƻ ǘƘŜ ǇǊƻƳǇǘǎ ǘƻ ΨExtract Existing Data to New 

Database StructureΩ ŀƴŘΣ ƛŦ ŀǇǇǊƻǇǊƛŀǘŜΣ ΨCopy Table Entries from Old Database to New DatabaseΩ. Final 

ǇǊƻƳǇǘǎ ŀǎƪ ǘƻ ΨRemove (.OLD) DatabaseΩ ŀƴŘ ǘƻ ΨCarry Out the Same Restructure on the BASE File as 

wellΩ ς 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 period value data items need to be referenced within the Database Profiles.  To update 

these settings select Installation from the main menu followed by Application Manager and Set Database 

Profiles.  Choose the Stock application as required before selecting the Prev Year Values parameter screen. 
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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, 

<F4-Select> is available if required.   

 

Once you have update the profiles for the previous year items repeat for the Previous Year -1 Values. 

 

 

Notes 

 

Once the profiles for the previous and year before values have been enabled the options to 

output the History to Excel and the Graph Enquiry options will take these new items into 

account when displaying the previous n period values. 

 

If enabling this feature you are likely to be part way through the current financial year ς as such 

you will need to transfer data from demand-period-n to demand period-13 from the current 

year demand values into the previous year where n is the current financial period.  Repeating 

for costs of sales and sales values as required before zeroing these items.   
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Payroll 
 

Employee Numbers ς Year End Reset 
 

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 and re-hired throughout 

the year an option is available 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 suffix is the hire number. 

 

Lƴ ǘƘƛǎ ŎƻƴŦƛƎǳǊŀǘƛƻƴ ǘƘŜ tŀȅǊƻƭƭ ¸ŜŀǊ 9ƴŘ ǊŜƳƻǾŜǎ ǘƘŜ ΨƭŜŀǾŜǊΩ ǊŜŎƻǊŘǎ ŀǎ ǳǎǳŀƭ ŀƴŘ ŦƻǊ ŀƭƭ ǘƘŜ ǊŜƳŀƛƴƛƴƎ 

ŜƳǇƭƻȅŜŜǎ ǊŜǎŜǘǎ ǘƘŜ ƘƛǊŜ ŜƭŜƳŜƴǘ ōŀŎƪ ǘƻ ΨмΩ ŦƻǊ ŜŀŎƘ ŜƳǇƭƻȅŜŜΦ  ! ƴŜǿ ŦŜŀǘǳǊŜ ƛǎ ŀǾŀƛƭŀōƭŜ ǘƻ ƻƳƛǘ ǘƘƛǎ 

reset and retain the current hire number. 

 

Installation 
 

System Profiles 

 

A new parameter has been added to the Payroll System Profiles to omit the year-end reset.  To update the 

profiles select Installation from the main menu followed by Application Manager and System Profiles.  

Select the Payroll application and then select the parameter screen Payroll Profile. 

 

Premier Only 
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Omit Reset of Emp-No at Year-End ς set to omit reset of the hire number as part of the payroll year-end 

procedure. 

 

Sales / Purchase Order Processing 
 

Application Pick Lists ς Change Order 
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 quote to active status. 

 

Diamond and Premier Only 
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Selecting the 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 entry ς if 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 based on standard system rules. 

 


