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PREFACE

The content of this book provides a broad product base for creating greater awareness and confidence when using
IQ Enterprise \ IQ Business \ IQ Accounting+ \ IQ POS \ IQ Free POS. You will not only learn about the different
features in the product, but also why certain aspects of the program form an important role in the integration of
IQ Enterprise \ IQ Business \ IQ Accounting+ \ IQ POS \ IQ Free POS and the positive effect it has in a practical
business way.

With its wide-ranging coverage and clear illustrations, this reference & training guide is excellent for anyone
wishing to understand and use the IQ Enterprise \ IQ Business \ IQ Accounting+ \ IQ POS \ IQ Free POS system.

Although every effort has been made to keep this manual up to date, some of the screen examples may not be
100% the same as the ones reflected in the IQ Enterprise \ IQ Business \ IQ Accounting+ \ IQ POS \ IQ Free POS
program. This is due to the continuous development of the system and the pre-printing of manuals.

Unfortunately, there will be a discrepancy from time to time. We do apologize for the inconvenience that it may
cause.

Should you feel that the manual is inadequate or requires further explanation, or more and better examples, please
feel free to contact us.

We would love to have some feedback so that we can improve the manual in some way or another.
Regards,

IQ Retail (PTY) LTD

IQ Retail (Pty) Ltd © 2013
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BEFORE YOU START

END-USER LICENCE AGREEMENT
INTRODUCTION

1.1.

This End-user Licence Agreement (“the agreement”) is available on the website www.igretail.co.za
where the program is purchased online or packaged with the program and its documentation so
that you may read it before downloading the program online or opening the sealed diskette
package.

1.2. If you commence with downloading the program via the internet; open the diskette package, or if
the envelope seal is tampered with, or you continue with the installation, IQ Retail (Pty) Ltd will
assume you have read and agree to the terms and conditions of the agreement.

1.3. If you are NOT in agreement with any terms or conditions contained in the agreement, return the
unopened package to the Seller from which you have purchased it for a refund of the purchase
price less a small handling charge.

DEFINITIONS

2.1, "IQ Retail" shall mean IQ Retail (Proprietary) Limited, First Floor, Rhino House, 23 Quantum Road,
Technopark, Stellenbosch, 7600, the legal distributor of the program.

2.2. "the USER" shall mean the original purchaser, either an individual, company or other legally
constituted entity.

2.3. "PROGRAM" shall mean the software and related manuals and materials supplied in this package.

2.4. "COMPUTER" shall mean the single computer on which these programs are used.

2.5. "LICENCE" shall mean this agreement and the rights and obligations created hereunder by the
local copyright laws.

2.6. "IQ RETAIL SYSTEMS LIBRARY" shall mean IQ Retail programs other than the programs supplied
with this package.

2.7. "NETWORK MODULES" shall mean "program" designed for a single Local Area Network System
with multiple workstations.

2.8. "SITE LICENCE" shall mean licensing rights for multiple single-user computers belonging to one
individual, company, or other legally constituted entity.

LICENCE

3.1. IQ Retail grants to the USER the right to use this copy of the PROGRAM on a single COMPUTER at
a single location as long as the USER complies with the terms of the agreement.

3.2 IQ Retail reserves the right to terminate the agreement if the USER violates any provision of the
agreement and, in the event of such termination, IQ Retail would no longer provide any assistance
or support to the USER under any circumstances.

3.3. The copyright in the PROGRAM is the sole and exclusive property of IQ Retail.

3.4. The USER'’s ownership is limited to the cd(s) purchased and the usage of the software.

3.5. The USER agrees to make no more than two (2) copies of the software for archival purposes and
further agrees to label the copies with all the information included on the original cd label(s).

3.6. In the event that the USER uses the PROGRAM simultaneously on more than one (1) COMPUTER,
the USER agree, on request from IQ Retail, to pay for the additional USER copies.

4. By installing the software, the USER subscribes to and agrees to the terms of the agreement.

14
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NETWORK MODULE

5.1,

As an exception to clause 3, NETWORK MODULE USERS are granted the right to load the
PROGRAM files from the file server of the network and run these files on any workstation attached
to the file server subject to the number of workstation limitations, if any, as may be detailed in the
documentation accompanying the program.

MULTIPLE SITE LICENCE

6.1.

As an exception to clause 3, MULTIPLE SITE LICENCEES are granted the right to run PROGRAMS
on more than 1 (one) COMPUTER, Network or Multi-user System at the same or different physical
locations, subject to written permission by IQ Retail as to costs or charges and limitations as
permitted by IQ Retail.

TRANSFER AND REPRODUCTION

7.1,

7.2.

7.3.

7.4.

The USER agrees to take all reasonable steps and to exercise due diligence to protect the
PROGRAM from unauthorized reproduction, publication, disclosure and distribution.

Unauthorized transfer and/or reproduction of these materials may be a crime, subjecting the USER
to civil and criminal prosecution.

The USER may not transfer, rent, lease or sell any copy of the PROGRAM to any other person
without the prior written consent of IQ Retail.

IQ Retail reserves the right to revoke this LICENCE and/or to seek any other legal remedies to
which it is entitled should these conditions be violated.

ANNUAL RENEWABLE LICENCE FEES

8.1.

8.2,

8.3.

The USER acknowledges and agrees that certain programs acquired from IQ Retail may be subject
to an annual renewable licence fee, as per schedules published by IQ Retail from time to time,
covering tax, program, within version, and other update services deemed necessary by IQ Retail.

The USER further agrees that should such annual licence fee remain in arrears for longer than 1
(one) calendar month after due date, IQ Retail has the irrevocable right to prevent the USER
having access to any or all of the functions of the program until such time as such arrear licence
payment has been settled together with any penalties which may accrue due to the USER’s late
payment of the annual renewable licence.

IQ Retail reserves the right to revoke the USER's licence, should payment not be received
timeously.

LIMITATION OF LIABILITY AND WARRANTY

9.1.

9.2,

9.3.

9.4.

9.5.

9.6.

Subject to any applicable law, the PROGRAM is sold as is without warranty as to performance,
merchantability or fitness for any particular purpose. Given the nature and complexity of the
program, we cannot warrant that the program is completely free from defects. Should any defect
be discovered in the program we shall not be liable to remedy such defect.

Subject to any applicable law, the entire risk as to the results and performance of this program is
assumed by the USER.

Subject to any applicable law, IQ Retail makes no warranty against material that has been lost,
stolen or damaged by accident, misuse, or unauthorized modification.

Subject to any applicable law, IQ Retail makes no other warranty, express or implied, to the USER
or any other entity or person. Specifically, IQ Retail makes no warranty that the software is fit for a
particular purpose or free of defects.

Subject to any applicable law, IQ Retail will not be liable for special, incidental, consequential,
indirect or other similar damages, even if IQ Retail or IQ Retail's Agent has been advised of the
possibility of such damages. This means IQ Retail is not responsible or liable for damages or costs
incurred as a result of loss of time, loss of data, loss of profits or revenue, or loss of use of the
software, or data or software created by the software, or any other losses . In addition IQ Retail is
not responsible or liable for damages or costs incurred in connection with obtaining substitute
software, claims by others, inconvenience, or similar costs.

Subject to any applicable law, under no event or circumstances will IQ Retail's liability for any
damages to customer or any other entity or person ever exceed the price paid for the licence to
use the software, regardless of any form of the claim.
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VIRUS DISCLAIMER

10.1.

10.2.

While every endeavour is made by IQ Retail to check cd(s) dispatched or files made available for
download, for virus programs, liability is hereby specifically excluded for any costs or damages that
may be incurred by the USER as a result of installing a cd supplied or files made available for
download, by IQ Retail which contains, or is alleged to contain, a virus program.

It is the sole responsibility of the USER to check all cd (s) and files supplied by IQ Retail with up-
to-date anti-virus programs to ensure that those disks and files are free of viruses. IQ Retail's
liability is expressly limited to replacement of cd(s) and files supplied, proved by the USER to have
contained a virus program.

MISCELLANEOUS

11.1.

11.2.
11.3.

11.4.

11.5.

11.6.

11.7.

11.8.

11.9.

11.10.

11.10.1.

11.10.2.

IQ Retail maintains a policy of on-going updates and product improvement. Provided the USER has
paid the necessary annual licence or support contract fees, IQ Retail shall provide the USER with
either copies of updates material or notification of availability and price schedules where
appropriate.

The PROGRAM specification and features are subject to change without notice.

In the event legal action is brought by either the USER or IQ Retail to enforce the terms of this
agreement the prevailing party shall be entitled to recover reasonable attorneys’ fees and expenses
in addition to any other relief deemed appropriate by the court.

This agreement shall represent the only agreement between the USER and IQ Retail and it may
not be modified by the representation of anyone unless a written amendment has been signed by
a duly authorized officer of IQ Retail.

No variations of any of these terms and conditions are valid if not confirmed in writing by IQ Retail
(Pty) Ltd or its authorised representative.

In the event of any one or more of the terms and conditions in the agreement being
unenforceable, such term(s) will be removed from the agreement and the rest of the terms and
conditions will still apply to the end-user and the remainder of the agreement will remain binding
and enforceable.

IQ Retail shall not be responsible for the installation of the PROGRAM and should any defect arise
in this regard, the USER must contact the installer of the PROGRAM to remedy the defect.

IQ Retail provides only limited telephonic, email and remote access support. IQ Retail may offer
free trials of the additional support service offered to USERS. These free trials are provided at the
discretion of IQ Retail and may be discontinued at any time. Thereafter, additional support in
respect of the PROGRAM from IQ Retail is only available to USERS who have concluded a separate
service and update agreement with IQ Retail. IQ Retail only provides support in respect of major
version upgrades where a USER has concluded such an agreement with IQ Retail.

IQ Retail Value Added Resellers ("VARS") and installers of software are independent consultants
acting in their own capacity and not agents of IQ Retail and as such IQ Retail will not be held liable
for any misrepresentation, false claims or any action performed by a VAR whatsoever.

The USER agrees to at all times indemnify, defend and hold IQ Retail harmless and/or IQ Retail’s
employees from and against all liabilities, debts, obligations, claims, penalties, fines, demands,
judgments, actions, causes of action, losses, damages, costs or expenses (including attorney fees
and any other costs or expenses imposed upon or incurred in the defence, investigation or
settlement of any matter which is subject to this agreement), of any amount and whatever nature,
incurred by or imposed upon IQ Retail as a result of, related to, or in any way connected with, or
arising out of:

a conversion undertaken by any party other than IQ Retail and/or by the VAR using third party
products and services;

the importation or merging of data by the VAR into the Client’s system using the VAR's own means
not supplied nor authorized by IQ Retail, including any Elevate Software program or by using third
party products and services, including SQL queries, which causes the system to compute or
function in an unintended manner;

16
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11.10.3. the incorrect use of IQ Retail’s system by the VAR to modify and/or create reports which do not
produce the correct results or values;

11.10.4. services or hardware purchased by the USER but not yet delivered;

11.10.5. technical specifications and requirements as laid out in the technical specifications document not
been adhered to;

11.11. IQ Retail does not authorize any modification of USER data or information and accepts no liability
for such modification by the VAR.
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TECHNICAL SPECIFICATIONS — ALL SYSTEMS
SUPPORTED OPERATING SYSTEMS
SUPPORTED:

Windows XP Professional (Service Pack 3), Windows 2000/2003 Server, Windows 2008 Server,
Windows Vista Business (x32, x64), Windows Vista Ultimate (x32, x64), Windows 7 Professional (x32,
x64) and Windows 7 Ultimate (x32, x64), Windows 8 Professional (x32, x64), Windows 8 Enterprise
(x32, x64) and Windows Server 2012.

NOT SUPPORTED:
Windows XP Home, Windows Vista Home, Linux (All Versions), Windows Vista Home Basic, Windows
Vista Home Premium, Windows 7 Home Premium, Windows 2008 Home Server and Windows 8.

NOTE: Windows XP Home, Windows Vista Home, Windows 7 Home Premium and Windows 8, will
only be supported if installed as a Stand Alone system, NOT supported running across a network.

HARDWARE REQUIREMENTS
BUSINESS INTELLIGENCE SERVER REQUIREMENTS
RECOMMENDED SOFTWARE REQUIREMENTS
Software: .Net Framework 4.0

Memory: Your server will need additional memory(RAM) to run the BI server. This can be
calculated by taking the size of your (IQ Data divided by 10) * 1.3 (allows for 30% growth).

EXAMPLE: 20Gb / 10 * 1.3 = 2.6Gb Memory
WORKSTATION REQUIREMENTS: (MAXIMUM 10 USER SETUP)*
MINIMUM REQUIREMENTS

Processor: CORE 2 DUO CPU or Higher (No Celeron or Sempron CPU’s)
Memory 1GB RAM

Hard Drive: 80GB

Network: 100Mbps Network Card or Faster

UPS: (Uninterrupted Power Supply)

RECOMMENDED REQUIREMENTS

Processor: CORE 2 DUO CPU or Higher (No Celeron or Sempron CPU’s)
Memory: 2GB RAM

Hard Drive: 120GB

Network: 1000Mbps Network Card or Faster

UPS: (Uninterrupted Power Supply)

STANDALONE SERVER REQUIREMENTS: (MAXIMUM 10 USER SETUP)*
MINIMUM REQUIREMENTS

Processor: CORE 2 DUO CPU or Higher (No Celeron or Sempron CPU’s)
Memory 4GB RAM

Hard Drive: 160GB

Network: 100Mbps Network Card or Faster

UPS: (Uninterrupted Power Supply)

RECOMMENDED REQUIREMENTS

Processor: CORE 2 QUAD CPU or Higher (No Celeron or Sempron CPU’s)
Memory: 8GB RAM

Hard Drive: 320GB

Network: 1000Mbps Network Card or Faster

UPS: (Uninterrupted Power Supply)

*NOTE: If you have 10 users or more on your network, we strongly recommend you speak to your
IQRetail Value Added Reseller regarding the system requirements recommended for your specific
environment.
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SUPPORTED NETWORKING OPTIONS

We do NOT recommend or support Wireless Networking for any setup. The recommended setup is 100Mbps
(100Mbps Network Cards) or 1000Mbps (1000Mbps Network Cards).

IMPORTANT: IQ 2000 and IQ Restaurant are not compatible with terminal services.

NOTE: We do NOT support peer to peer networks. We require a switch between 2 terminals for the
managing of data being sent from one computer to another.

NOTE: For new installations that are more than two computers (e.g.: server and terminal) cloning of hard
drives is not a supported option. The reason for this is that the registration process of the IQ Accounting

Systems uses specific hardware serial numbers and the cloning of a hard drive will cause registration
problems.

ANTI-VIRUS
We currently recommend Symantec Corporate and NOD32 Anti-Virus Software.

NOTE: NO Anti-virus program is allowed to scan any IQ Systems data files. Set the anti-virus programs
scanning to exclude all IQ related data files.
PRINTERS, SCANNERS AND PRINTING

POS PRINTERS

We suggest any Epson compatible Slip/Receipt Printers connecting to a COM port, LPT port or USB
port. However we recommend using parallel (LPT) or USB printers, they are much faster and easier
to configure and more reliable.

NOTE: We currently support or suggest Slip/Receipt Printers connecting to a USB port on the
Enterprise 5 system. We only support 40-column receipt printers in the Point Of Sale module.

CASH DRAWERS
We suggest any type of cash drawer that adheres the standard cash drawer design and configuration,
connecting to a COM port or direct to printer.
NOTE: We do not currently support or suggest Cash Drawers connecting to a USB port.

HANDHELD SCANNERS

We suggest any handheld scanners connecting to a PS2 port (Keyboard Wedge) or USB port.
GENERAL PRINTING

The software packages don't require any special printing needs. You can use your existing printers
connecting to a LPT or USB port (Not for POS slip printing needs).

NOTE: The Server, Terminals and Network also require a UPS (Uninterrupted Power Supply). All
software packages require internet access.

NOTE: Due to the nature of today’s ever increasing demand and technology requirements the above
minimum requirements may change without prior notice. Please contact IQ Retail (PTY) LTD to obtain
the latest hardware and operating system requirements
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INSTALLATION

How to download a program IQ Enterprise, from our website (www.igretail.co.za)

HOW TO DOWNLOAD PROGRAM FROM WEBSITE

DOWNLOADING

Downloading the program is very simple. You will a valid “user account” with IQ Retail (Pty) LTD in order to
download any of the above mentioned packages. If you don't have an existing “user account” with us,
simply create a New Account. Fill in the information, you will receive an email to validate your email
address, follow link back and then log in.

HOW TO CREATE A USER ACCOUNT

On our webpage, Select the Not yet Register link, you will be asked your personal details, then click Not yet
registered.

@ Home | IQ Retail - Mozilla Firefox
Fle Edit View History Bookmarks Tools Help
| @ Home |10 Retil |+

] iqretail.co.zafiqretail

|2 Most Visited { | Getting Started (3 Latest Headlines

IO Retal]_ ot yet registered g - Support Hotline: 0861 1Q [NFO

[ Login | User Name ) | ) IR B
INND OUNTING = a— ’

Home Products Support Services Careers Training Contact Us About Us

Launch e | (K-

Full System Trial

1Q Business for 30 days

Compare Systems ]
A quick introduction 1o 1Q

Contact Me @
Sales guestions

Point 0f

Sale

L2

-2

Fill in all the User Account detail then select Create Account, you will receive an email to validate your user

account, follow the link back and then log in. The first time a user log in a new password is required. The
default password will be displayed within the email.
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1@ User account | IQ Retail - Mozilla Firefox =
File Edit View History Bookmarks Tools Help
[1Q User account |10 Retil [x]
€ [ vwwigretail.co.zaiqretail /user/register e | [ Google 2| E3
£ Most Visite Getting Started |3, Latest Headlines
L]
. Support Hotline: 0861 IQ INFO
N Retai B
INNOVATIVE RCCOUNTING SOFTWARE \
Products Support Services Careers Training Contact Us About Us
| Free POS @
User account i CE s o BN
. Full System Trial
E.mail address * - . o Compare Systems (3 ]
A quick introduction to 1Q
! vord or Contact Me é
ain profil Sales questions
Name *
Software Finance >
Surname * et
»
Contact Number >
Country *
South Africa -
Where did you hear about 5?
FNone - s
Accountancy SA m
Computing SA
Sunday Times -
Referral Name u
i vou ford of mouth, 1 Re
Referral Number
This persons cor A
Enter Your Customer Login user name and password.
(@ Home | IQ Retail - Moxilla Firefox =
File Edit View History Bookmarks Tools Help
|1Q Home 10 Retal +
€ 1@ vowigretail.cozafiqretail F v |28~ Googie EIE.S

[B) Most Visited | | Getting Started ./ Latest Headlines

IQ
I . . - Support Hotline: 086 41Q INFO
N Retail s o 00 —

INNOVATIVE ACCOUNTING SOFTWAR|

Products Support Services Careers Training Contact Us AboutUs

m

Free POS
s

Full System Trial
| Compare Systems {3
A guick in uudunﬁun [l

What seperates 1Q from the rest?

1Q Retail's area of expertise lies in the development of
integrated software solutions. This means that all your
trading information from POS, Stock, Customers, Sup-
pliers, General Ledger and Financial information is all I

S

available in the right place and at any time.

e
2 O'
Sepunos)
PoIDIT2

Accounting + Stock Controf Point of Sale
System Systern System

We offer a comprehensive range of integrated software

m
iQ iQ
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HOW TO START DOWNLOADING

Go to the Product Menu and select the program of your choice.

(@ Home | IQ Retail - Mozilla Firefox =
File Edit View History Bookmarks Tools Help
‘lQ Home | IQ Retail + |
e || Google sl

€ 1Q vwwwigretail.co.zaigretsil

[B) Most Visited {_} Getting Started |5/ Latest Headlines

iQ Retail

INNOVATIVE ACCOUNTING SOFTWARE

Products Support Se vices Careers Training

The link

between business
and accounting.

1

Support Hotline: 0861 IQ INFO

My Account | Logout \: B

Contact Us About Us
Free POS

‘ QP ion) @
Full System Trial (o
1Q Business for 30 days.

| Contact Me @
Sales guestions.

Compare Systems (74
A quick introduction to 1Q

We offer a comprehensive range of integrated software

B

Point o
Sale

hitp://orww.iqretail.co.zafiqretail/ products

m

B

After Selecting on the relevant product select one of our programs IQ Pos Free, IQ POS, IQ Accounting+, IQ

Business, IQ Enterprise, IQ Payroll, IQ Restaurant.

@ IQ Enterprise | IQ Retail - Mozilla Firefox =
File Edit View History Bookmarks Tools Help
10 10 Enterprise |1Q Retail +|
€ IQ  vwwigretail.coza/iqretail/products/iq-enterprise |- - Al

|8 Most Visited |} Getting Started |3/ Latest Headlines

iQ Retail

INNOVATIVE ACCOUNTING SOFTWARE

Products Support Services Careers Training

1Q Enterprise

Take advantage of your business emvironment's opportunities

.
with the very best from the IQ range of software. 1Q Enterprise y

is @ broad based financial and functional system that utilises I Enterpnse
the latest business trends and best practices to place those (¥ REVATIFF ACCoUNTING S0FTHidE
ital controls in your business that you deem necessary.

The Ledger , Debtors, Creditors and Inventory integration makes this product ideal for franchises
and multibranch configurations

Multi-dimensional advanced consolidation of general ledger structures occur dynamically while your
business takes care of its usual day-to-day running. Besides the array of standard GAAP compliant
financial reports, you can make use of an integrated Spreadsheet that accesses the General
Ledger, from which customized financial reports can be created

Foreign currency revaluations due to currency fluctuations from Accounts Receivable and Accounts
Payable make this a truly global system with implications that allow you to take advantage of the
compstitive global market place. Pricing structures offer flexibility with multiple discounting
methods and matrices available

An SQL Report Writer and SQL Database make this a powerful reporting tool with the result that
stratagic intent can now be monitorsd on as business reporting is aggregated with functional and
strategic planning in mind. Customised reporting is now at your fingertips

Modules include

« Accounts Receivable (Debtors)
* Accounts Payable (Creditors)
« Inventory (Stock)

e Paint of Sale

Support Hotline: 0861 IQ INFO

-
My Account | Logout L B

Contact Us About Us

m

Free POS
‘ \Cree ersion) @
Full System Trial
1Q Businéss for 30 days
0

Compare Systems

A guick introduction o IQ

Contact Me -
Sales quesiions L

The next screen is the IQ information and download screen. Scroll to the bottom of the page and select the

Download System option. Please read all the notes carefully.
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@ 10 Enterprise | 1Q Retail - Mozilla Firsfox =
File Edit View History Bookmarks Tooks Help
|10 10 Enterprise |10 Retail
€& [ wowiretail.coza/igretail/products/ig-enterprise e e Pl

[£) Most Visited | | Getting Started 5. Latest Headlines

An SQL Report Writer and SQL Database make this a powerful reporting tool with the result that
strategic intent can now be monitored on as business reparting is aggregated with functional and

strategic planning in mind. Customised reporting is now at your fingertips.
Modules include

o Accounts Receivable (Debtors)
Accounts Payable (Creditors)
Inventary (Stock)

« Point of Sale

Laybyes

« Job cards

* Quotes

* Purchase Orders

Sales Orders
Bill of Quantities
* Report Wiiter
Spreadshest
« Contract Pricing

New Features include

® User definable Menu Shortcuts

« Report Server

* Remote Wireless Stock Take

Integrated Airtime Sales

SMS and Email Marketing

Extended Debtors/Creditors/Ledger allocations
* Extra and External GRV charges
* Custom and Seasonal Ordering Formulas
« Auto ordering in Purchase Orders
s Flash Reports

Free Online Training

* |QENTERPRISE TRAINING

reeP0S, 1Q POS, 1Q Business and 1Q Enterprise

‘ Download System Q

View Brochure Q ‘ View Pricing

0

Home | Products | Support | Services | Carsers | AboutUs

10 Retail All rights reserved. ® 2012

I

NOTE: Make sure that you read the “View Enhancements Address in these Releases” notes.

@ 1Q Enterprise | 1Q Retail - Mozilla Firefox
Ele Edit View Hitory Bookmarks Took Help
|10 1Q Enterprise 1Q Retail

€ IQ wwwigretail.cozaligretail/downloadsis

[

3 - Google

) Most Visited [} Getting Started =1/ Latest Headlines

INCLdI1l

INNOVATIVE ACCOUNTING SDFTWARE

Products Support Services

1Q Enterprise

Important

My Account | Logout

Careers Training

This product may only be installed for resale by an authorized Reseller who has completed and

passed the necessary training for this product
Please Take NOTE:

for this package
2. Very Important - Technical
3. How to download the 1Q File

1. Minimum

document

To ensure that you are always informed of bug fixes andior enhancements, please join our mailing

list now

Enhancements/Iincidents

View Ent da d in these Releases

Installation File

» P
I\ B
Contact Us

Fi POS
FreePOS y @

Full System Trial

Compare Systems (3

A quick intraduction fo 1Q

Contact Me
a
>

Software Finance

About Us

I

Become a Reseller >

1Q Enterprise Installation File (2012 Ed
2012 SUA Clients Only

File Name: IQEntInst2012 exe
Shatsum: () QEntinst2012 txt

Version-6.0.1.2
Date: Wed, 2012-09-05
Size: 3415 MB
Status: Online

Q Download

Extra Reports

IQ Retail (Pty) Ltd © 2013
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Select the dowload option under the Program Installation File, Select Save File (Do not Run).

Opening IQEntInst2012.axe LX)

You have chosen to open

=] IQEntInst2012.exe
which is & Binary File
from: http://www.igretail.co.za

Would you like to save this file?

Save File ] [ Cancel ]

Once the file is downloaded, move the file to the server or to the PC that IQ is installed on or must be installed
on if not already there.
INSTALL

Before runing the installation insure that all users are logged off if IQ was previously installed.

Run the installation file e.g. IQEnt5Inst.exe for IQ Enterprise on the server.

iQ

[QJEntoInstiexe

INSTALLATION

NOTE: Should this be a network installation, the installation should always be done on the server PC. The
software must not be installed on each PC on the network.

Setup u

@ Welcome to the IQ Retail Setup
Wizard
‘ This will install IQEnterprise - 6.0.1.2 on your computer,
. Itis recommended that you close all other applications before
etal continuing.

HHVATI¥ELCONETIRG SOFTMARE Click Mext to continue, or Cancel to exit Setup,

Mext = ] [ Cancel
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Please read the License Agreement carefully. Should you not agree with the terms the

system will terminate the installation of the software.
Setup

e |

License Agreement
Please read the following important information before continuing.

Flease read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

IQ

END-USER LICENCE AGREEMENT

NOTE : Do not continue with the installation or continuwe to use
the software until you have read this End-User Licence
Agreement,

1. INTRODUCTION

1.1. This End-user Licence Agreement (“the agreement”) iz available

e the ssrabhsds snsner imesdmil s s sarhara tha e sra e s

(@) [ accept the agreement

(7)1 do not accept the agreement

s

< Back ][ Mext = ][ Cancel

Select the "I Accept the Agreement” option followed by the next button.

At this point the destination of the IQ Enterprise system must be selected. Always install in the same
destination otherwise the programs registration will be lost. Click the Next button to continue to the next

L X

screen.

Setup

Select Destination Location
Where should IQ Retail be installed?

| Setup will install IQ Retail into the following folder.

To continue, dick Mext, If you would like to select a different folder, didk Browse.

IQ

At least 62,3 MB of free disk space is required.

QREts Browse...

< Back ][ Mext = ] [ Cancel

IQ Retail (Pty) Ltd © 2013
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The Select Start Menu Folder will install the IQ Retail Menu in the start Menu of Windows, browse to change

the destination folder.
Setup [t S|
Select Start Menu Folder -4
Where should Setup place the program's shortcuts? I

3 i Setup will create the program's shortouts in the following Start Menu folder,

To continue, dick Mext. If vou would like to select a different folder, dick Browse.

I'Eﬂ Browse. ..

« Back ][ Mext = ] [ Cancel

) 10 for Windows

. 10} Payroll

J I Restaurant

. 1Q Retail
iQ 1Q Retail on the Web
iQ 10 Retail
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The select Additional Tasks will help create a shortcut on the Desktop of the Server or the computer the IQ
installation is on.

Setup ||
Select Additional Tasks 4
Which additional tasks should be performed? I
Select the additional tasks you would like Setup to perform while instaling IQ Retail,
then dick Mext.

Additional icons:

Create a desktop icon

< Back ][ Mext = ][ Cancel

r»

NOTE: Remember to make sure the shortcut has a unique target number. To add a unique target \ terminal
number, right click on the IQ Shortcut and select properties, click in the target area and add a different
number for each terminal C:\IQRetail\IQEnterprise\IQEnterprise.exe make a space and add number e.g. 1
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C:\IQRetail\IQEnterprise\IQEnterprise.exe 1

i) IQ Retail Properties

[t

Security I Details I Previous Versions
General | Shorteut | Compatibility
@ 1Q Retail
Target type: Application

Target location: |0 Entemprise

Target: C:M\GRetail G Enterprise |3 Enterprise exe 1
Start in: C G Retail G Enterprize
Shortcut key:  None
Run: l Normal window - l
Commert:
Open File Location l [ Change lcon... l l Advanced... l

[ OK H Cancel ] Apply

If this is a new installation the IQ Upgrade option can be on NO, BUT for all other installation the IQ
Upgrade must be on YES. The Upgrade utility will run after the installation and will ensure that all the
additional changes of the new version are added to all the correct tables.

Setup

et |

Upgrade Options

) Mo

@ Yes

Perfarm IQUpagrade after install?

Do you want to run the IQUpgrade. exe program after installation

IQ

< Back ][ Mext = ] [ Cancel
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Select Install to start the installation process.

Setup lg

Ready to Install e
Setup is now ready to begin installing IQ Retail on your computer, I

Click Install to continue with the installation, or didk Back if you want to review or
change any settings.

Upgrade Options: -
Run IQUpgrade.exe after install

Destination location:
C:\IQRetail

Start Menu folder:
IQ Retail

Additional tasks:
Additional icons:
Create a desktop icon

+ Back ][ Install ] [ Cancel

Please wait while the setup installs the IQ product on your computer.

Setup [t S

Installing e
Please wait while Setup installs IQ Retail on your computer. I

Extracting files. ..
C:\QRetal\IQEnterprise \IQEnterprise. exe

Cancel

Once the installation is finished the setup complete screen will appear.
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Setup X

@ Completing the IQ Retail Setup
Wizard
‘ Setup has finished installing IQ Retail on your computer. The
application may be launched by selecting the installed icons.

R et ai]_ Click Finish to exit Setup,

HHOVATIVE BECOUNTING SOFTWARE

Selecting the Finish button to complete the installation process.
On closing the installation process, the IQ Registration service will start and update if necessary.

05:58:47 - Waiting 2 Seconds for Service to disconnect, -
05:58:47 - Closing Windows Service Manager connection. .,

03:58:47 - Closing IQRegistration Service connection. ..

03:58:47 - Stopping IQReaistration Service. ..

05:58:47 - Validating version for IQRegistration Service. ..

03:58:47 - No need to update IQRegistration Service,

03:58:47 - Chedking if IQRegistration Service needs to be updated...

Please Waitm
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NOTE: For new installations the default entry is, the Username is 1 and the Password is 1111.

NOTE: The password will not be visible, but will be represented as an asterisk ("*') for each character
entered.

iQ} Enter User Number and Pin Code m

INNOVATIVE ACCOURTING SOFTWARE

Logon
Log On to 1Q
User Number:
1
Password:

kkkk
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HOW TO UPGRADE
A few easy to follow guidelines on “how to upgrade from a previous version to a newer version”
NOTE: This is not required for a new installation.
Please follow these easy steps below:
Make sure everybody is logged out of the IQ Enterprise system.
Install the new IQ program Installation file.
A table upgrade needs to be done in order for the updates to take effect.

If the table upgrade option was not selected during the installation process then the IQUpgrade.exe must be
opened and the Table upgrade must run manually.

On the Server go to, My Computer, Local Disk, IQ Retail folder, IQ Enterprise Folder. In order to upgrade,
double click on the iqupgrade.exe file. Only a user name and password from a system administrator can
be used.

Upgrade Optiohs
% Table Upgrade

H " Table Veiify
I ‘F‘ . - You are about to upgrade all tables within selected companies / database to version 5.0.2_4 of the IQ
TErPIriSE | | © Table Optimize Software.
. . " Table Repair (Mormal]

" Table Repair [Febuid Indexes)

Companies Tables Summary I Delal\ed]

AmsDebug
Companys
CustormReports
DBE2

DBTemp
DefaultReports
DHO

D1

EMAILS
Ewparts

FEE
ImportDefs
Ll

logs

Memary

M|

FPluto

Reports
SystemBeports
TEMP
UseReports

0%
0%
0%

v’ (%) 1

Run Stop Save Log
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Now you have opened the IQ upgrade program. There are a few upgrade options available.

The only option that must be selected is the “Table Upgrade”. Make sure that option is selected and then
select the “"Run” button.

Upgrade Options

-
H r
I ‘F‘ . You are about to upgrade all tables within selected companies / database to version 6.0.2.4 of the IQ
,ﬂI'CI‘pﬁ S¢ 2! Software.
T [ VIHAE =
I
Companies Tables Summary I Delai\ed]
001 StockTransferMaster ~  [2013/04/24 121810 - Starting Table Uparade
StockTransferMasterHist
003 StockTransferRequestDetai 201304724 12:18:10 - Opening company 001
004 Stock TransferRequesti aste 2013/04724 12:18:20 - Company 007 successhul
o5 StockTransferSetup
AmsDebug STOCTRAN 207 3/04/24 127620 - Opening compary 102
Companys SupplieD eliveryCycles
CustomReports SupplieiLeadTimes
DEZ Suspend
DETemp SuspendT
DefaultReports TenderDetail
DHO Tentypes
Did1 Tin
EMAILS Tinoo
Exports Til2
FEB Tilzo0
ImportDefs Til3
JLe3] Tila
logs Tils
Mermar TillHist
MRT Userddditional
Pluta UszerChanges
Reports UserSettings
SpstemBeports WATRATES
TEMP VATSUMM
UseiRepoits wiebS erviceS etuy
Fﬁm_ v

While the table progress is running, the progress bars at the bottom will indicate how far from completion.
When completed, click on the done button and close the IQ Enterprise table upgrade program.

Iqupgrade X

Upgrade Completed

.................................

The table upgrade is now complete. The system has now been updated successfully with the new IQ
program version.

NOTE: When restoring any backup within the IQ Enterprise package, make sure that you run the
iqupgrade.exe and do a table upgrade. The reason for this is that sometimes the backup that was restored is
old. It could be from a previous version of IQ Enterprise 5. Therefore, you need to run the iqupgrade.exe in
order for any new fields that were added to be available on the older data that was restored.

Additional info
It is advised to run the Upgrade every time the system is installed or updated to the latest version.

Please ensure that the minimum system requirements and technical specifications are followed before
installing and registering. These requirements can be found on the IQ Retail website, under the support
general support menu.
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CHAPTER 3
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SETUP
TECHNICAL SPECIFICATIONS
MAPPING A NETWORK DRIVE

How to map a workstation to the network servers drive Find the "My Computer” icon located on the desktop.
Click on the My Computer icon using the right mouse button.

A

0 m pULer

From the menu that appears, select the “Map Network Drive” option.
Use the left mouse button to do so.

Open
Manage

TortoiseSVN

Map network drive...
Disconnect network drive...

Create shortcut
Delete

Rename

Properties

The “Map Network Drive” screen will appear next. It will automatically default the Drive option to the

appropriate network drive to be used. This option may be changed, but it is recommended that it should be
left as is if not 100% sure.

Click on the Browse button to locate the sever PC. A list of the available workstations and servers should

appear. From the list select the server or the machine where IQ Enterprise was installed, i.e. where the IQ
Enterprise program is kept.
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DO NOT map the IQ Enterprise Folder. The Drive must be mapped and not the physical folder of I1Q
Enterprise.

NOTE: Enable the “Reconnect at Logon” option by clicking on it with the left mouse button.
Once completed select the Finish button to accept the changes or the Cancel button to return to the desktop

e

) Q’:_g Map Metwark Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drives ’V: - ]

Folder: MQServer\C - Browse...

Example: \iserver\share

Reconnect at logon

[7] Connect using different credentials

Finish ][ Cancel

SHORTCUT SETUP

The shortcut setup is intended only for workstations / terminals where IQ Enterprise was not installed, but is
required to run the program. This need not be done on the computer where IQ Enterprise was installed on.

Before creating the shortcut make sure that Windows Desktop is visible. Place your mouse cursor on an
open space of the Desktop, i.e. Do not highlight or place the cursor on any desktop icons. Now click your
right mouse button once.

Arrange Icons By 4
Refresh

MVIDIA Control Panel

 rolder

nView Properties

Properties a Briefcase
B Microsoft Word Document

Microsoft Office Access Application
Microsoft Project Document

@ Microsoft PowerPoint Presentation
Adobe Photoshop Image

B Microsoft Office Publisher Document
B winRAR archive

F?J Text Document

| Microsoft Wave Sound Format

|-'|1- B Microsoft Excel Worksheet
o £3) winzip File

following menu should appear. Select the New option followed by the Shortcut option.
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The Create Shortcut dialogue box will appear next asking for the Command Line path (i.e. the location of the
IQENTERPRISE.EXE program file) to run the IQ Enterprise program, e.g. “"W:\IQRetail\IQ
Enterprise\IQENTERPRISE.EXE 2".

Should you not know the location of the executable file for IQ Enterprise, select the Browse button.

The Browse dialogue will appear next. Select from the Look In field listing the mapped network drive (i.e.
the network drive that has been mapped to the servers drive) option by clicking on the triangle to the right
of this field.

If a network drive has not yet been mapped to the server consult the "Mapping a Network Drive” heading.

[t

) a Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or nebwork programs, files, folders, computers, or
Internet addresses,

Type the location of the itern:

| Browse...

Click Mext to continue.

Once the appropriate mapped network drive has been selected the available directory folders will be listed.

Double click using the left mouse button on the “IQRetail” folder then the “IQEnterprise” folder, or click on
the “+" sign to open the IQ Enterprise folder.

Browse for Files or Folders I&

Select the target of the shortout below:

IQEnterprise -
IQExport
[Qpostnet
IQREST
4 IQRetail
DBServer
» Documents
4 [QEnterprise
01 i

Make Mew Folder ] [ OK ] [ Cancel
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What should appear next, is the contents of the “IQ Enterprise” directory. Locate the file “IQ Enterprise.exe”
and either double click on it, or click on the OK button when the IQ Enterprise.exe” file becomes highlighted.

Browse for Files or Folders ﬁ

Select the target of the shortout below:

3| IQC0nvertlog -
|| IQCOnvertLog.idx

=L igdeft

iQ IQEnterprise

iQ IQEnterprise

% IQImages.dll

& 1QQuick

iQ 1QRebuild

i) 10StockTake L

w Folder [ QK ] [ Cancel

The Create Shortcut dialogue box will reappear, but this time it should have the program path displayed
with program path to the IQ Enterprise program on the server or the computer it was originally installed on.

==

& o Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses,

Type the location of the itermn:

CAIQRetaiNQEnterprise\lQEnterprise.exe 1 Browse...

Click Next to continue.

Mext ][ Cancel

NOTE: Should the program path not have the “.EXE" file extension located next to the IQ Enterprise part of
the file name, the incorrect file has been selected. Select the Browse button again and locate the correct 1IQ

Enterprise file. Alternatively delete the text after “IQ Enterprise” and type the following, “.EXE" (including the
full stop). It should read as follows, “W:\IQRetail\IQEnterprise\IQEnterprise.exe”.
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Before continuing click on the program path field with your left mouse button and type in a unique numeric
terminal / workstation number, e.g.” W:\IQRetail\IQEnterprise\IQEnterprise.exe 1” The number entered
must be in the range from 1 to the amount of users permitted by the IQ Enterprise Software, i.e. Should IQ
Enterprise package be a Network 5 user system then the maximum amount of users permitted is 5, allowing
a range from 1 to 5 to be entered. Please make sure that the number that is entered has not been used by
another computer. Please note that user “1” must be allocated to the computer where the software was
installed on.

Click the Next button to continue or the Cancel button to cancel shortcut setup. The next dialogue box to
appear will ask for a descriptive name for the shortcut to be entered. The shortcut name “IQ Enterprise” will
already be displayed in this field. The shortcut name can either stay this way, or it may be altered to display
your own shortcut name, e.g. “IQ Enterprise”.

Once the Finish button has been selected the name together with the IQ Enterprise logo will appear on your
desktop. Should this not happen please follow the Setup Shortcut procedures again.

SELECTING A COMPANY

To choose a company select Utilities, option Select Company and select the required company. You will then
operate in that company until another company is selected or you exit from the system. Use your arrow
keys, or if you are using a mouse, the scroll bar to scroll through the companies.

iQ Select Company Version 6.0.1.2 (@A X

-
Enterprise
INNOVATIVE ACCOUNTING SOFTWARE
Please select a company to log into: (FO to change sequence)
Company ID Company Name VAT Registration No. Telephone Fax Email
Demo - Head Office 45111111111 021 8800420 021 8800488
002 Demo - Branch 2 45111111111 021 8800420 0218800488
003 Demao - Branch 3 45111111111 021 8800420 021 8800488
004 Demo
123 10 RETAIL 451235654654
DB1 Demo 2
DBz oo Select the new company
DHO Dema 1 button to create a new
10R 10 Retail Demao Company Company. * 0218800420 info@iqretail.co.za
prra 10 Retail (Pty) Ltd 0218800420 0218800488

= iQ %

Enterprise

New Company Accept
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CREATING A NEW COMPANY

To create a new company, one must access the select company option found under utilities. The system will
ask for the New Company ID. Enter a new unique company number. The ID number entered can either be
numeric or alpha-numeric. You will then find yourself in the new company. Then go through all the set up

procedures for the new company.

There is no limit to the number of companies that can be run on the system.

When the company selection is changed to another company the system will default to the selected
company in all program modules (e.g. debtors, stock, creditors, etc.).

i) New Company ID Mumber Entry Version 6.0.2.2 |-

Company Identification Number:

001

Compary Details | Company Logo | Control Numbers | Default Settings [1]] Default Settings [2]] Enterprize Sellings] Closing Drates IntegratinnAccnunls] Tax Ratas] EMail 1 Extra Charges

Company Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Telephone 1
Telephone 2
Fax Mumber
E-Mail Address
Tax Number
Company Registration Mumber
Bank Name
Bank Branch Code
Bank Account Number
Bank Account Type
Character Set
Language
Customs Code
Store ID

Demo Head Office

1st Floor, Rhino House
23 Quantum Road
Techno Park, Stellenbosch
7500

0215300420

021 8800420
0218300488
info@igretall.co.za
1111111111
2222233222

ABCD

01458

3333333333

Chegue
AMSI_CHARSET
English (Default)

COMPANY DETAILS

To setup the company particulars (company name, address details, telephone & fax, posting date format

DD/MM/YYYY, etc.) select Company Details option from the Utilities menu.

Use the available fields to capture the company particulars in the displayed fields. This information will be

used by the system when printing reports and extracting other information.
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CHARACTER SET

Use the search facility (ALT and the down arrow) to view the possible Character Set formats, e.g.
Default_Charset, Ansi_Charset, etc. These Character Set formats will be used when different
characters are to be used in the IQ Enterprise System. By utilizing this feature the system can then
use different character types. (E.g. Symbol, Chinese, Turkish, Greek, Hebrew, Arabic etc...).

NOTE: The preferred Character Set is the “Default_Charset”

Company Mame Demo Company|
Address Line 1 1st Floor, Rhino House
Address Line 2 23 Quantum Road
Address Line 3 Techno Park, Stellenbosch
Address Line 4 7600
Telephone 1 021 3300420
Telephone 2
Fax Mumber 021 3300438
E-Mail Address
Tax Number 451111111111
Company Registration Mumber 222222222222
Bank Mame ABCD
Bank Branch Code 1111
Bank Account Mumber 333333333
Bank Account Type Chegue
| Character Set ANSI_CHARSET - |
Language English (Default) -
Customs Code 99944
Store ID 55555555

The Character Set option is used for foreign languages. This means that if the company is situated in
another country and one needs to use your home language, then setting the default character set
together with setting your keyboard to the appropriate language, one is then able to use that foreign
language.

EXAMPLE: If the character set is set to “"Greek_Charset”, this enables one when entering stock items
to enter foreign characters in the description field.

Item Code 1001
Stock description in Greek
Description WaaThe '-|-'.'5|IIF‘E| «/\’Eﬁgrad:rs- e
Item Category Stock Item b
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iQ Company Details
Company Details Company Logo | Control Humbers | Defoult Settings (1] | Defoult Settings (21| Enterprise Settings | Closing Dates | Intearation &ccounts | Tax Rates | EMal | Extra Charges |

Select your Company Logo - Right Click below to Change

s

COMPANY LOGO
Right click in the light blue box, a menu will appear which allows one to select either the paste option or the
load option. If an image or logo has been copied then select the paste option to paste the image or logo. If
the image or logo needs to be located, select the load option. Then browse in order to find your logo on the

computer. Once the logo has been found and selected the result of entering a company logo is as follows:
X

iQ Company Details
Company Detalls  Company Lago WEDHUU'NUI'H‘]EIS} Default Settings [1]] Default Settings [2]] Enterprise Sellmgs} Closing Dales} Integration Accuuntsl Tax Hatssl Etdail 1 Extra Ehalgesl

Select your Companty Logo - Right Click below to Change

QRetaiI

INNOVATIVE SOFTWARE

i

The company logo or image may only be in one of the following image formats: .tee, .png, .jpg, .jpeg, .bmp,

.ico, .emf or .wmf.
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iQ 1Q Enterprise: Demo Company

Processin, g Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts

INNOVATIVE SOFTWARE|

he company logo or image may only be
in one of the following image formats:
.tee, .png, .jpg, .jpeg, .bmp, .ico, .emf
or .wmf,

This logo will added onto all stationery
layout documents automatically because
the system will load the logo from the
company table within the database. If no
logo is added under the company logo,
the default layout documents will not
display any logo.

L]
I . rpirlse 0861 1Q INFO

QEnte

Once the logo has been selected, the logo will appear on the main screen of that particular company.

NOTE: This logo will added onto all stationery layout documents automatically because the system will load
the logo from the company table within the database. If no logo is added under the company logo, the
default layout documents will not display any logo.
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CONTROL NUMBERS

Compary Delal\s] Company Logo  Contral Numbers | Default Settings [1]1 Default Settings [2]] Enterprise Selllngs] Closing Dates InlegratlonAccuunls] Tax Hatss] Ehdail 1 Extra Charges]

Control Numbers

Control numbers should not be amended unless required. If amendments are required, please ensure
that all users are logged out of the system. To enable editing of contral numbers, dick the Checkbox
below.

Enable Editing Tick For Yes: O

Document Type MNumber Prefix # Tabs when scanning

Invoice 308 |INV

Credit Note 20 CRN

Quote 27 QTE

Sales Order 28 |SAL

Purchase Order 29 PUR

Job Card 36 10B

GRY Number 72 GR1

Return Note Number 9 RTS

Transfer Number 10|TRF

Transfer Request Number 4/TRR

Receipt No 67

Cheque Mo 13

Manufacturing Number 19 | MAN

Balch Namber 1]em Select Enable editing to
S Sl 8 change the Prefix numbers
Deliveries And Collections Number 26 DAC

Sundry Issues and Receipts 15 |5IR

v

Accept

ENABLE EDITING

The enable editing option allows one to change or modify the existing control numbers. This means
that one is able to change these numbers if the enable editing option is enabled.

NOTE: If any of these control numbers are changed backwards as in overwriting a previous number
then the system will overwrite the previous document with that number and not the transaction.
However one needs to remember then that there could be 2 of the same transactions for example 2
of INV100 which means that the original document INV100 would have been overwritten with the new
one.

DOCUMENT TYPE
The document type displays all the different types of processing documents that are generated from
the system.

NEXT NUMBER

Invoice, Credit Note and Quote numbers etc... are all generated automatically by the system. The
control numbers do not necessarily have to start at 1.

EXAMPLE: When one converts from a previous accounting system to the Enterprise system, the
sequence numbers can be altered in such a way that one can continue with the numbering from the
previous system. In other words if in the previous system the invoice nhumbers stopped at 999 then
one can set the next invoice number to start on 1000.

PREFIX

Enter the prefix to be printed next to the document number on the invoice and credit note documents.
# TABS WHEN SCANNING

The scanning tabs causes the cursor to automatically move to the next empty fields within the
Invoicing, Goods Receiving, Return To Supplier or Credit Note screens. In other words if the number 2
is specified in any of these fields, when doing an invoice, the cursor will jump 2 spaces from the Code
field straight to the Quantity field.
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Compary Deta\ls} Company Lngn} Control Numbers — Default Settings [1] 1 Diefault Settings [2]] Enterprise Sallingsw Closing Dates} Integratmnﬁccnunts] Tax Hates} EMail 1 Extra Ehargas]

Default Settings - Page 1

To quickly find an

DEPnnt Debtor Receipts

[] pisable sales order control on COD Accounts

[] Print Creditor Payments

+| Enable Cascading Items

Enable Serial Numbers

Strict Serial Number Checking

Enable Colours and Sizes

[] Ask for password continuously

Do Sellprice Maintenance In Processing
Automatically print GRY Labels

[] Automatically print new Shelf Talkers

[] control both weight and Uniits

[] Enable multiple stock warehouses

Check terms in Sales

Show all prices in Invoicing

[] Post All Invaices/Credit notes to POS

["] Lock Date in Processing Module

[] nvoice Date defaults to Sales Order Date
[[] GRv Date defaults to Purchase Order Date
Force Negative stock check in RTS

Enable stock custom line colours

Allow preview on documents
Do credit control on sales orders

[] Print GRV Labels after Purchase Order Processing

["]Enable sales arder picking slips

Update work in progress in ledger

["] pisable Credit Limit Check in Quates

[] pisable Credit limit Check in Job Cards

[] pisable Credit limit Check in Sales Grders
D Show Line Comments in Invoicing

["] Show Line Comments in Credit Notes

[] show line comments in Sales Orders

["] 5how line comments in Purchase Orders
[] Show line comments in Quotes

[] show line comments in Job Cards

["] 5how line comments in GRV's

["] 5how line comments in RTS's

Enforce Price Lists if they exist

ave History In Processing Module
Automatically Log OFf Superviser after Invoice
[] Allow Quotes on Inactive Accounts

Enable Tender Screen Security

["] Enable Supervisor Overrides on Tender Screen
Stock Adjustment Confirmation

[ Link Major and Minor Departments

Enable Quotes & Purchase Order Indicator

option, start typing. Up and down arrows move between highlighted items.

[] Link Job card Mumber to Purchase Order

Limit Quantity on GRY from Purchase Order

Enable External Charges

Disable Dot Matrix Advanced Printing Options

[] Enable Weekly Age Analysis Reports

Show Auto Generated Relations

[] Do order control on purchase orders

D Print Debtors Receipts in Invoicng

[] Enable Deliveries and Collections

["] show Supplier Code in Processing Module

Check for Duplicate Order Numbers in Processing Module
Stock Multiple Bin Locations

PDF Exports - Use Embedded Fonts

Use Rep Per Line Item In Processing Medule
Auto-Populate Account Numbers

Use Auto Manufacturing In invoicing

[] Auto-Generate References for Ledger Journals
Enable Wildcard / Partial Searching for Lookup Dialogs
[] Automatically Allocate to Oldest Balance

[] Allow Changing of Line Total in Processing Module
Enforce Completion of User Defined Fields in Processing

DEFAULT SETTINGS (1)
PRINT DEBTORS RECEIPTS

v

Accept

Enable (tick) this option to be able to print debtors receipts when doing payments from the Debtors Receipts
Menu option under Point of Sale. Receipt will not be generated from debtors single journals or batch

journals.
PRINT CREDITOR PAYMENTS

Enable (tick) this option to be able to print creditor payments when doing payments from the Creditors
Payments Menu option under Creditors and Point of Sale. Payments will not be generated from creditors

single journals or batch journals.

ENABLE CASCADING ITEMS

Enable (tick) this option to be able to link Sub Items (bulk items) to report to Main Items (usually singles)
i.e. One case of 24 Cokes reports to a single can of Coke.

Stock Details IStm:k Pricing I User Defined Data 1 Multiple Barcodes I Ttem Suppliers 1 \Web Details ] Assodated Items ]

Item Code COKoo2 VatRate i v
Description m Store Serial Numbers [ Tick for Yes
Item Category sm\:k Item W | Ordering Method Mormal w | MNfA
Major Department 001 v Coke Re-order Level | 0,00
Minor Department ooo1 v | Soft Drinks Re-order Quantity 0.00
Barcode COKoo2
General Code ==
Supplier's Code
Extended Description Report to Item COKO001 w
Item Conversion Rate 24.,000000
Status
Colour v Mot Defined
Size v |Not Defined
Line Colour Type 1l Scale Item [ Tick for Yes
Item on Hold [ Click for Options Override GRV Label Qty [] Override 0
Allow Discount Click for Options ABC Classification 'th Defined v
Maximum Discount % 0.00 Recommended GP % | 0.00
Section 7 Exempt [ Tick for Yes
Unit Cost 144.0000
o hocatanen Gy | LTk or ves
Future Cost 0.00 Picture
Storage / BIM Location FR1 W
Pack Description
Pack Size 24.000000 Right dlick to manage picture
Unit of Measure Units h
Disallow Dedmals [ Tick to Disallow
Detalt Lne Rep w

o

Show Hints

P

Accept
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NOTE: The above screen capture shows the castle case reporting to the castle single item. The conversion
rate is very important when using cascading items. To determine conversion rate to use when using
cascading items, is calculated as follows: The item with the biggest pack size castle case — 24 divide that by
the item with the smallest pack size castle single — 1 the result must be 24.

Stock Details }smck Pricing 1 User Defined Data ] Multiple Barcodes 1 Item Suppliers 1 Web Details I Assodated Items ]

ITtem Code
Description
Item Category
Major Department
Minor Department
Barcode
General Code

Extended Description

Colour
Size

Line Colour Type

Item on Hold

Allow Discount

Maximum Discount %
Section 7 Exempt
Unit Cost

Future Cost

MONOD1

Stock Item

(002 v |Hardware
0002 w |Computers
MONDO1

o + |Mot Defined
0 w Mot Defined

[] Click for Options

| Click for Options

[C]Tick for Yes

Storage f BIM Location |

Pack Description
Pack Size
Unit of Measure
Disallow Decmals
Default Line Rep

Units

| [+] Tick to Disallow

v

5|

0.00
1571.4300
0.00

v

1.000000
w

iBaia

Store Serial Numbers [+] Tick for Yes
Ordering Method v [NfA
Main Supplier W
Supplier's Code
Report to Item v
Item Conversion Rate
Status
Under Batch Contral [C]Tick for Yes
Life Time (Days) 0
Scale Item [C]Tick for Yes
Override GRY Label Qty [C]Override 0
ABC Classification |Not Defined h.d
Recommended GP% | 0.00
ey |[Oairre

Picture

Right dick to manage picture

o

Show Hints

ENABLE SERIAL NUMBERS

" 4

Accept

Enable (tick) this option to be able to add serial numbers to stock items in Stock Maintenance and Stock

Serial Numbers.

STRICT SERIAL NUMBER CHECKING

Strict Serial Number Checking will force the user to enter the correct serial number of the stock item while
processing. When the serial number box appears, use the “"ALT” and “"Down Arrow” buttons simultaneously
on the keyboard together to bring up a list of serial numbers for the specific item or click on the drop down
arrow button. This will force the correct original serial number of the item to be entered on a Credit Note if it

was invoiced.

ENABLE COLOURS AND SIZES

Enable colours and sizes fields for stock items in Stock Maintenance. These options can be used to
categorize stock items, for example clothing with different colours. This means that if a clothing retailer
wanted to add in all the sizes and colours for garments, shoes etc... it can be done utilizing this option. To
add/edit the colours, double click in the empty field.

ASK FOR PASSWORD CONTINUOUSLY

For security reasons this option is quite important. To continuously be asked for the user password number
between transactions and other processes.
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DO SELLPRICE MAINTENANCE IN PROCESSING

i) Do Sell Price Maintenance Settings eS|
Do Sellprice Maintenance In GRV's:
Do Sellprice Maintenance In Purchase Orders O
Enable Line By Line Seling Price Maintenance O
Multi Level Sellprice Maintenance On Bills OFf Quantity [

Selection

ESC Cancel

F10 Accept

DO SELLPRICE MAINTENANCE IN GRV’S

Sell price Maintenance in GRV’s enables one to change the selling prices while doing GRV’s. A Sell
price Maintenance dialog box will come up for each of the different stock items as the end of each
item line is reached in the GRV.

I

b iQ Sell Price Maintenance Version 6.0.1.4

-
IQFntCrprisg

. Legend

iQ ltems Version 6.0.14

Price Details

Item Code

Cost History
CostLevel

Level 1

Level 2

Level 3

Level 4

Level 5

New Unit Cost
Description
ABC Classification
Main Supplier

Retail Price
Wholesale Price
Alternative Price 1
Alternative Price 2
Alternative Price 3

Cancel

Stock Ttems
|\tem Code Description
#[cokoor Coke Singl
Curri
Retail Price
Wholesale Price
Alternative Price 1
Alternative Price 2
Alternative Price 3

COK001

Value

Coke Single Can

Not Defined
ABCOD1

Uses Automaticallly Calculated Selling Prices No

Exd. VAT

92.232395
90.863158
89.443422
88.023685
85.184211

Last GRY Date

0.00 12/05/2012
0.00 27/05/2012
0.00 27/05/2012
6.00 27/05/2012
5.00 10/10/2012

70.99

Ind. VAT
105.202501
103.584001
101965501
100.347001
97.110001

ABCO01
ABCO01
ABCO01
ABCOO01
ABCOO1

Markup%

30.0000
28.0000

60000

24.0000
20.0000

Supplier

G.P. %
23.0770
21.8750
20,6350
19.3548
16,6667

ost)

. %
709.2500
733, 1789
745.0815
757.3290
7699368

Cancel

I or Double Click the item to make

Markup 1 |Main ltem -

-87.64 COKOO1

m

Markup%
67.6429
67.9973
-86. 1668
-86.3359
88,5049

By selecting this option will make the changing of sell prices a very simple task. When an items cost
price changes, it will a lot easier to update that relevant stock items selling prices right there and then
purely because one wouldn't want to process the full GRV and then afterwards go and manually find

all those items and update their selling prices. This option would save a lot of time.

DO SELLPRICE MAINTENANCE IN PURCHASE ORDERS

Sell price Maintenance in Purchaser Orders enables one to change the selling prices while doing
Purchaser Orders. A Sell price Maintenance dialog box will come up for each of the different stock
items as the end of each item line is reached in the Purchase Order.
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ENABLE LINE BY LINE SELLING PRICE MAINTENANCE

This option applies only if GRV / Purchase Order sell price maintenance has been enable. If enable,
the system will prompt your for amendments \ changes to your selling prices directly after adding the
item to your document. Always keep in mind: if you are adding the same item on multiple lines of
your documents, only the last change to your selling prices for the this item will be taken into account.

iQ tems Version 6.0.1.2 ol x
Price Details
Item Code EMOD2
Cost History
Cost Level Value Last GRV Date Supplier
Level 1 87.00 NfA
Level 2 87.00 MNfA
Level 3 87.00 MNfA
Level 4 87.00 20/01/2012 ABCO01
Level 5 205.26 13/09/2012 ABCO01
New Unit Cost 100.00
Description Tiles
ABC Classification Mot Defined
Main Supplier
Uses Automatically Calculated Seling Prices Mo
Exc. VAT Ind. VAT Markup % G.P. %
Retail Price 214912281 245,000000 114.9123 53,4694
Wholesale Price 206.140351 235,000000 106, 1404 51,4894
Alternative Price 1 197.353421 225.000000 97,3634 49,3333
Alternative Price 2 188.596491 215,000000 83,5965 46,9767
Alternative Price 3 154.210526 210,000000 842105 45.7143
X/ v
Cancel Accept

MULTI LEVEL SELLPRICE MAINTENANCE ON BILLLS OF QUANTITY

This option applies only if GRV / Purchase Order sell price maintenance has been enable. If enable,
the system will prompt your for amendments \ changes to your selling prices directly after adding the

item to your document.

Legend

Mo cost change
Cost differs from latest cost

-
IQ ‘F‘ . Castading Ltem The items below are listed for Selling Price Maintenance. Select an item and dick "Adjust Item' or Double Click the item to make
.I‘ll’Cl‘pﬂ SC selling price changes.
Stock Items
Item Code D escription ABC Class On Hand Mew Cost  |Awerage Cost |Latest Cost  |Recommended Retail| SellPricel Incl | Gross Profit 1 |Markup 1 |Main ltem -~
LT‘SMGSOZOZ Golf T-5hirt - Brown - M Mot Defined 0.00 46.00 45.82 45.82 0.00 74.19 29.32 41,48 TSMG50202
|_[TsMGS0203 Golf T-Shirt - Brown - L Mot Defined 0.00 40.00 38.45 38.45 0.00 62.26 26.76 36.54 T5MG50203
| |TSMGS0204 Golf T-Shirt - Brown - X Mot Defined 0.00 38.00 40.00 40.00 0.00 141.41 69.37 216,43 | TSMGS0204
~
Current Price Walues (bazed on Stack Master): New (Updated) Price Values (based on new Cost): ~
Exd. VAT Indl. VAT G.P. % Markup% Excl. VAT Incl. VAT G.P. % Markup%o
Retail Price 65.079300 74.190402 29.5899 42,0251 65.079300 74.190402 29.3170 41,4767
Wholesale Price 58.652700 06.864078 21.8750 28.0001 58.652700 06.864078 21,5722 27,5059
Alternative Price 1 57.736200 65.819268 20.6349 25.9999 57.736200 £5.819268 20.3273 25,5135
Alternative Price 2 56.619800 64.774572 19.3549 24,0001 56.819800 64.774572 19.0423 23.5213
Alternative Price 3 54.986900 ©2.685060 16.0667 20.0000 54.986900 ©2.685086 16.3437 19.5367
Alternative Price 4 54.070400 61.640256 15.2542 17.9999 54.070400 61640256 14.9257 17.5443
Alternative Price 5 53.154000 60.595560 13.7931 16.0000 53.154000 50.595560 13.4590 15,5522

X L (3

Cancel Adjust Report Options

L 4

Accept

The Sell Price maintenance screen will appear once the user has selected the process option. Select

the Bill of Quantity Item followed by Adjust.

Select the stock item to be changed. You can choose the Manufacture item or one of the components

within the Bill of Quantity Item, then select Adjust.
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iQ Selling Price Maintenance - Multi Level Items Version 6.0.2.2

Gl x|

Selling Price Maintenance - Multi Level Ttems Version 6.0.2.2

Below is & st of all Cascading Ttems that Report to the Main Item. From here you can select any of the related items on which

to perform Selling Price Maintenance. (Double Click or Click Adjust)

Cox Description Modified  Type
W il of Duaniity - 51 -1
BOQ002 Bill of Quantity - Comp & Mo BOQ
BOQO0Z Bill of Quantiy - Comp B No BOO
BOQ004 Bill of Quantity - Comp C Mo BOQ

Adjust

Always keep in mind: if you are adding the same item on multiple lines of your documents, only the
last change to your selling prices for the this item will be taken into account.

AUTOMATICALLY PRINT GRV LABELS

This option enables one to automatically print GRV labels when doing Goods Receiving. The system will
show the GRV label printing screen automatically once the GRV has been processed and displayed or when
the GRV has been processed and printed.

PRINT GRV LABELS AFTER PURCHASE ORDER PROCESSING
This option enables one to print GRV labels after processing the Purchase Order. The system will show the

GRYV label printing screen automatically once the Purchase Order has been processed and displayed or when
the Purchase Order has been processed and printed.

Sort Sequence

(®) GRV Number

[ ]
IQEnrcrpx_'is_c Obate

Label Quantities

'Q' Print using GRV quantities

() Print using onhand quantities

Label Type Available Filters

(®)Barcode Labels Layout 1 Clear Filter

(_)Barcode Labels Layout 2

() Barcode Labels Layout 3

() Stock Code () Print 1 Barcode for each () Shelftalker Labels

Records

|| GRY DATE Description aTY SUPPLIER ~

Ld|aBc154 04/01/20|COKDO2 Coke Case 2|ABCODL

|_|ABC154 04/01/20 TSMG50103 Golf T-5hirt - Black - L 5 ABCDO1

| [ABC3434 27/06/20 BHWOO1 BOOK - How to make a burger 25 ABCO01

|_[ABC3434 27/06/20 COKOO1 Coke Single Can 48 ABCO01

|_|ABC3434 27/06/20 TSMGS0101 Golf T-Shirt - Black - Small 50 ABCOO1

| [ABC3434 27/06/20 TSMG50404 Golf T-Shirt - Blue -XL 91 ABCOO1

|_|aBC387 26/06/20 BHWOO1 BOOK - How to make a burger 1 ABCOO1

|_|ABCS87 26/06/20 TSMGS0102 Golf T-5hirt - Black - Medium 1 ABCDO1

|_|ABCS83 26/06/20 BHWOO1 BOOK - How to make a burger 1 ABCDO1

|_|aBCS88 26/06/20 TSMG50202 Golf T-Shirt - Brown - M 1 ABCOO1

|_|ABC38E 26/06/20 EMO01 Cement 27 ABCO01

|_|ABCH1254 13/09/20 BM0O1 Cement 150 ABCOO1

|_[ABCH1254 13/09/20/BM002 Tiles 50 ABCO01

| [ABCINV1234 09/01/20 MOMOO1 Monitor LED 23 ™ - Serial Numb 10 ABCOO1

|_|ABCINV1234 09/0 - — — - 90 ABCO01

o et This is the GRV label screen that will appear after the | 1%

_|aBcmwvese GRV has been processed. 1 ABCDOL

|_|ABCINVE54 51 ABCOO1

| [ACBINV455 10/10, TGS, GO TS5 T - GrEeT =T 150 ABCDO1

|_|ACBINV4SE 10/10/20 TSMGS0701 Golf T-Shirt - Grey -5 250 ABCOO1

|_|ACBINV458 10/10/20 TSMGS0702 Golf T-Shirt - Grey -M 50 ABCOO1

| [ATNVTES 05/09/20 TSMG50601 Golf T-5hirt - white -5 250 |ABCDO1

AINVTBES 05/09/20 TSMG50602 Golf T-Shirt - White -M 300 ABCOO1 b
2 = B o ® O
i b L 7 A 7] =

Eilter Search Delete Preview Design Delete Al Change Seguence Print
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AUTOMATICALLY PRINT NEW SHELF TALKERS

This option enables one to automatically print New Shelf Talkers when doing Goods Receiving. This option
does not show the shelf talker label screen automatically once the GRV has been processed and displayed or
when it's been processed and printed.

CONTROL BOTH WEIGHTS AND UNITS

Control both Weights and Units. This will multiply the price (per Kilo) by the Weight of the items to
determine the selling prices.

EXAMPLE: If items are being sold per weight, the system allows one to enter that information on an
invoice. This means that if you are selling 10 boxes at 5kg each this information is stored once the invoice is

completed. Because the information is stored, one can have the stored information of 10 boxes at 5kg each
printed on the invoice layout.

Processing  Debtors  Creditors  Stock  Ledger  Utiliies  Support  PointofSale  Windows  Help  Shortcuts - = X

Account Details GRV Details Totals
AccountNo  ABCOD1 GRV Date 23/04/2013 ]
Name and Address Details Orig. Document Date hd|
ABC Whole Sales hd
o trarige Road Delvery Method
Somerset West
Order Number
7150
Goods Total 15.00
Supplier Invaice Mo
Discount Amnt 0.00
g Vat Amount 210
GRV Disc % 0.00 |+ Delivery Note Mo =
1.00
Code |Desmphon Kilo Price Additional Cost (Exd) |Padq’Qty' |Welght ‘D\sc % |Tota| -
(2007 Cheese kg 15.00 2.0000 1.0000 0.00 15.00
1‘ L] 0.00 0.0000 0.0000 0.00 0.00
When control both units and weight is enabled,
the columns will appear under Invoicing and
1,
GRV’s.
~ .
Delvery 0.00 Auto Allocate
External Charges
Total 17.10
F ~t @ o
i v &][e] & 3 =
Caleulator F7 Lang Desc. F8 Item Details Amendments User Defined Data Flash F& Process & Display F10 Process &Print
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ENABLE MULTIPLE STOCK WAREHOUSES

Enable Multiple Stock Warehouses/Locations enables one to have multiple locations within each company
(e.g., Company CPT can then have stock locations 001, 002 and 003 etc...)

Sort Order Parameters Available Filters
o Date 24/04/2013 | C\E‘?r F\\:Er
General Code Golf T-Shirts
iQ O Desaiption Ledger Account | 3510.000.000.00 v T-Shirts
a ~ _)Department
i F‘,l'l!.'(,TpT.'l SQ_ () Supplier Code [ Automatically Disable Editing After Adjustment
(") Barcode
(C)Bin Location
(C)Main Supplier Reporting Items - Adjustments Not Allowed
Code Description General Code Barcode Departr.|Main Supglier [Average C.|[Latest Cost [OnHand  [New Cost [001 002 03 ~
¥|2003 Cheese K& 20000002003 ot 25.0008_ 250000 37.0000[  25.0000
2007 Cheese Kg 21000002007 ot 15.0008 15.0000 4.0000] 15.0000) 4.0000 0.0000 0.0000
4BCO0T ABC Classification - Class A ABCOOT 0ot 100.000§| 100.0000[  50.0000]  100.0000 50.0000 0.0000 0.0000
ABCO0Z ABC Classification - Class B oot 50.0008 50.0000 0.0000] 50,0000 0.0000 0.0000 0.0000
ABCO0E 4BC Classification - Class C ot 0,000} 0.0000) 0.0000]  0.0000 0.0000 0.0000 0.0000
BHWOOT BOOK. - How to make a burger BHwWOOT o1 BCO0T 525.345]| 5253451 30.0000)  525.3451 30.0000 0.0000 0.0000
BMOO1 Cement BMO01 002 ABCOOT 147.4308__147.2 123,000 -50,0000 02,0000
EMO0Z Tiles 02 2176840 218.9264] 1557400 217.6840]  185.0000 0.0000 0.0000
BMO03 wood 02 ABCO0T 34| z34ves| / oono|  2347ee| 2370000 0.0000 0.0000
BMO04 Sand 002 205457 40537 A310000]  405457)  134.0000 0.0000 0.0000
BOQOOT Bill of Quantity - 51 -1 BOGO0T 007 1785537 1457 50.0000| 1785537 50.0000 0.0000 0.0000
BOQ002 Bill of Quiantity - Comp & 00002 o7 237030 745000 237030 74.5000 0.0000 0.0000
BOO003 Bill of Quartity - Comp B 00003 ot 90.00p” Aoo| 745000) 90,0000 74.5000 0.0000 0.0000
BOGO04 Bill of Quantity - Comp C BO04 0ot E oooo| 105.0000] 300000  106.0000 0.0000 0.0000
BOGOOS Bill of Quantity - Auto Manf 007 Aea.7104 0.0000] 1287104 0.0000 0.0000 0.0000
BOQ00G Bill of Quartity - 51 -3 o7 0.0000) 0.0000]  0.0000 0.0000 0.0000 0.0000
BOO0O7 Bill of Quantity - 1 - 4 - Enchance Ma 07 | 1319726 23.0000]  s4.2192] 23.0000 0.0000 0.0000
BOGO0B Bill of Quantity - 51 - 4 - Save Man 007 04| 1137263]  14.0000]  705.0904 14,0000 0.0000 0.0000
CARODT Cartots per Ka CARDOT oot Aoeoo| 4ezo0|  snoooo|  4ezon 10.0000 10.0000 10,0000
COKOOT Coke Single Can Cokom ot / 7rasn| 154533 4830000 77240  3s2.0000 8.0000 93,0000
COKO02 Coke Case Coko0z [ 195.3760(_ 370.8792]  0.0000]  185.3760) 0.0000 0.0000 0.0000
COKO03 Coke B Pack y AR T 0.0000] 463440 0.0000 0.0000 0.0000
CoLon Collection Fee COLOD1 / 00000 0.0000 1.0000]  0.0000 1.0000 0.0000 0.0000
DELOO Dielivery Fee (WonStock ltem) DELOO! / 00000 0.0000 0.0000]  0.0000 0.0000 0.0000 0.0000
EO11- EntOct11 7 / 00000 0.0000 0.0000] 00000 0.0000 0.0000 0.0000
JCIo0 Job Card Stack ltem -1 W / 100.0000[_ 100.0000[  15.0000] 100.0000 5.0000 10.0000 0.0000
| |uciooz Job Card Stock lter - pid 625000 0.0000 2.0000]  62.5000 2.0000 0.0000 0.0000
= q . ~~<F0.0000|  950.0000|  10.0000|  850.0000 10.0000 0.0000 0.0000
The three warehouses can be seen here with their noon| ooon| o000 oonon 00000 0.0000 0.0000
P 00000 0.0000 00000 00000 0.0000 0.0000 0.0000
own on hand Cluantltles- 0.0000|_ 150.0000|  93.0000(  150.0000 93.0000 0.0000 0.0000
5.0000 85,0000 500000 85.0000 50.0000 0.0000 0.0000
o e TR ros—T— | 98500)  9es00] 5500000 96500 55.0000 0.0000 0.0000
& o e V3 L
i . A —
Filter Enable Editing Enable Cost Export Preview Design Print.

CHECK TERMS IN SALES

This option enables the checking of debtor’s terms in Invoicing. In other words, when doing an invoice to a
debtor customer, the system will check the debtor customers terms i.e. COD, 30 Days, 60 Days etc... This

means that if the debtor customer has exceeded his/her terms the invoice cannot be processed.
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SHOW ALL PRICES IN INVOICING

Enable this option to show all 5 selling prices in invoicing. This option is not controlled by security, this
means that any user that has a lower access level than a supervisor, will be able to view the 10 different

selling prices in the invoice screen.

This is an extract of all 5 different
selling prices in stock invoicing.

Cancel

r ~
iQ Search Version 6.0.1.4 @I&J
Search Selection - [F7] To Switch Search By - double dick to change
DEFALLT
.Q (@) Filter Records
] Enterprise
() Go To Record
Auto Deszcription Frice FriceType Dizcount -
3 ]
2 |Price 2 9.71 4 a
3 Price 3 9.58 5 a
4 Price 4 9.44 ] 0f=
5 Price 5 9.30 7 a
6 Contract Price Per Product Per Debtor 9.86 13 10

POST ALL INVOICES/CREDIT NOTES TO POS

This option allows all the invoicing and credit note transactions to be added to the POS Cash up Summary.
NOTE: This will lock the date for Invoices and Credit Notes to the current trading date.

LOCK DATE IN PROCESSING MODULE (GRV, RTS, PURCHASE ORDER)

The locking of dates will stop the selected processing module from being posted to past or future dates. The
date cannot be changed and thus prevents users from posting Invoice, Credit Note, GRV's, Return to
Suppliers, Purchase Orders, Sale Orders, Quotes and Job Cards to past or future dates.

iQ Select Processing Module LX)

Invoices andjor Recurring Charges;

Credit Motes
Goods Receiving
Returns
Purchase Orders
Sales Orders

Quotes

OOoOoOoOoOoOoO

Job Cards

Selection

ESC Cancel F10 Accept

INVOICE DATE DEFAULTS TO SALES ORDER DATE

If this option is enabled, the original sales order date that was entered when the sales order was created will
be used as the date for the invoice when the sales order is converted into an invoice. This option should be
used when backdated postings of invoices are done. This means that when the sales order is converted to

an invoice, the same date will be used.

IQ Retail (Pty) Ltd © 2013
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GRV DATE DEFAULTS TO PURCHASER ORDER DATE

If this option is enabled, the original purchase order date that was entered when the purchase order was
created will be used as the date for the goods received voucher when the purchase order is converted into a
goods received voucher. This option should be used when backdated postings of GRV’s are done. This mean
that when the purchase order is converted to a GRV, the same date will be used.

FORCE NEGATIVE STOCK CHECK IN RTS (RETURN TO SUPPLIER)

Force Negative Stock Check in RTS will not allow stock to be taken into negative by doing a Return to
Supplier.

NOTE: It will only take effect if you are not the administrative user in the system or a user with the “access
level required to allow negative stock”.

ENABLE STOCK ITEM CUSTOM LINE COLOURS

Enable this option to allow line colours for the stock items in enquiries, maintenance, invoicing etc. The
colours are first set up under Utilities > Default Tables Setup > Stock Item Line Colours. Then the stock
items are linked to the predefined line item colour.

iQ Setup Stock Item Line Colours Version 6.0.14 (X

L]
IQElltqrprisc

Stock Ttem Line Colours

2 Mon Stock Items
3 Items on Promation
4 Items to Push

5 Serial Number Items
Menufactured ftems
[ rote
[ sote

9 Other

m

<

1= T JOL €0
= (F) O &
Search Add Edit Delete

ALLOW PREVIEW ON DOCUMENTS

Enable this option to show a “Process & Preview”
button when processing documents (Invoicing,

GRYV etc.).
8 &
-

Flash F& Process & Display F10 Process & Print

-3
8
2

NOTE: To prevent multiple copies of the same invoice, credit note etc. from being printed while being
previewed, this must be un-ticked.
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DO CREDIT CONTROL ON SALES ORDERS

Enable to prevent Sales Orders from being processed without prior approval of the Sales Order. Disable
Sales Order Credit Control on COD Accounts will prevent the Sales Order Credit Control checks from being
applied to COD accounts.

iQ Credit Control Version 6.0.14 V|
Sort Order Available Filters
Account Number Clear Fiter
-
IQR nterprise || &0 Yellow = Approved Credit
‘ ' ' Date Red = Decline Credit or Not Approved
Order Number

Orders

Order Wumber |Elientflnlemal Order |NAME Ve ‘Account |D|der Date |Drde| Total |Credit Control ‘ -
LSALIZ COD Client D-008 15/12/2010 712,5LISA
|_|SAL13 Wat Excempt Client - Section 7 D-003 15/12f2010 1250 LISA

SAL15 COD Client D-008 15/12/2010 0 LISA L

SAL15 Cash Account for Invoidng CASHO1 15/12f2010 171 LISA 3

SAL18 Wat Exempt Client - Export D-002 22/112010 1700 LISA

SALZ1 Wat Excempt Client - Section 7 D-003 15/12/2010 1425 LISA

5AL23 Vat Excempt Client - Section 7 D-003 15/122010 0 LISA

SAL24 Wat Excempt Client - Section 7 D-003 15/12/2010 1425 LISA

SALZS Wat Excempt Client - Section 7 D-003 15/12/2010 1425 LISA

SAL2T Wat Excempt Client - Section 7 D-003 15/12f2010 1425 LISA

SAL28 Cash Account for Invoidng CASHO1 15/12f2010 171 LISA

SAL29 Cash Account for Invoidng CASHO1 15/12f2010 171 LISA

SAL32 COD Client D-008 15/12/2010 750 |LISA

SAL33 COD Client D-008 15/12/2010 750|LISA 52

Use Ctrl + Mouse Click to Select Single Items
<L % a3y =y
i ™ ® 3 =
Eilter Select Al UnSelect All Invert Selection Dedine Credit Approve Credit

DISABLE SALES ORDER CREDIT CONTROL ON COD ACCOUNTS

This option allows one to disable the credit control check on COD customers only. For any businesses, which
provide "open terms" policy to their customers, it is important to have a cap on the amount of credit given.
Every customer is given different amount of credit in relation to his or her sales turnover. These credits are
monitored on a daily, weekly or monthly basis according to individual company’s requirement.

ENABLE SALES ORDER PICKING SLIPS
This option enables one to be able to print Picking slips for Sales Orders. This is a document used in a
warehouse operation that lists the items to be shipped and the recipient of the shipment. The picking slip

travels with the shipment and, at the destination, is used to confirm that the shipment is complete. It is
matched with the pertinent invoice before payment is made.

UPDATE WORK IN PROGRESS IN THE LEDGER

Update Work in Progress (Job Cards) in Ledger will update the Work in Progress and Work in Progress
Control accounts in the Ledger when doing a Job Card.

Info  Prices Image | Lang Description

Item Code LABOO1 Opening Stack 0.00 | |Group Code

Desaription Labour Item +Purchases 0.00 | |Bin Location

S3les Orders il [Fw— Retums 0.00 | |Average Cost 0.00
Purchase Orders 0 Sales 0.00 | |Latest Cost 0.00
Wark in Progress 5 +{redits 0.00 | |Last Sale

Pack Size 1 +Transfers In 0.00 | |Retail Price 150,00
Pack Description 0.0

Department 005 Adjustmen

The work in progress is updated when an item is
placed on a Job Card.

Current Period Ocober ¥ 7008 3 Write0ffs

Bs shon Al L=
Closing Stock
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NOTE: Unlike Sales and Purchase Orders this updates the stock on hand of the item immediately and places
the quantity in work in progress.

DISABLE CREDIT LIMIT CHECKS
Disable Credit Limit Check in Quotes, Job Cards and Sales Orders. This disables the checking of credit limits
for debtors when processing any of the following transaction types, Quotes, Job Cards or Sales Orders.
SHOW LINE COMMENTS

Enable these different line comment options to show an added line comments for Invoicing, Credit Notes,
Sales Orders, Purchase Orders, Goods Receiving and Return to Suppliers, Quotes and Job Cards.

Processing  Debtors  Creditors  Stock  Ledger  Utilties  Support  PointofSale  Windows  Help  Shortcuts

Account Details Invoice Detals Totals
AccountMo  ABCOO1 Invoice Date 24f04/2013 -] Ir_wm\:e Inclusive )
Name and Adcress Details AL Ohe
ABC Store (Pty) Ltd -
78 Main Road
& Roa Delivery Method
Stellenbosch WareHouse 001 v
Order Number
7600
Rep Number 1 v
Goods Total 859.24
Discount Amnt 0.00
Invoice Mema R o
Invoice Disc %
Total Quantity 54.00
[code Desaription Comment [rype]unit Price Jaty [pisc % [rotal ~
X[cokoo1 Coke Single Can Line comment can be used per stock item| P1 10.0000 48.0000]  0.00 480.0000
TSMGE50101 Golf T-5hirt - Black - Small P1 70,6886 10000 0.00 70.6886
TSMG50201 Golf T-5tirt - Brown - Small P1 61,7108 5.0000 0.0 308.5540

Line Comments enabled in Invoicing, Credit Notes,
Sales Orders, Purchase Orders, Goods Receiving,

Delvery o.00 Return to Suppliers, Quotes and Job Cards.
Total 853.24
i / o = = 3 -

Calaulator F7LlongDesc. |  F8 Item Detals User Defined Data Services Flash Fé Process & Display F10 Process & Print

ENFORCE PRICE LISTS IF THEY EXIST

Enabling this option allows the foreign currency price list to be used when doing an invoice or credit note.
This option will only allow the foreign currency price as setup in the foreign currency price lists, to be used.
The other stock prices will not be available.

NOTE: This option forces foreign currency prices to be available in invoicing. This option will only work
correctly if a debtor customer is linked to a foreign currency price list.

NOTE: This option does not influence contract price maintenance.
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SAVE HISTORY IN PROCESSING MODULE

This option allows one to save every revision of a transaction in the following processing modules Purchase
Order, Sales Order, Quotes and Job Cards. This option comes in handy especially when either a Purchase
Order, Sales Order, Quote or Job Card has been modified.

NOTE: This means that if any purchaser order, sales order, Quote or job card has been modified then the
original one prior to it being modified is then stored under the history option.

EXAMPLE: If your Job Card number is JOB1 and this job card is then modified, the job number changes to
JOBL1.1 the original JOBL1 is then stored under the history option. One is then always able to view any
changes that were made to any of those processing options.

iQ Select Processing Module X

| 5ales Orders

Quotes
| Job Cards

Selection

ESC Cancel F10 Accept

AUTOMATICALLY LOG OFF SUPERVISOR AFTER INVOICE

This option enables the system to automatically log off the supervisor option located in the invoicing screen
if it was used. This means that if that supervisor log off option was enabled during the creation of the
invoice, selecting this option will then automatically log the supervisor off.

IMPORTANT: If this option is not enabled, this will allow users that have a low access to override certain
securities. This will leave the supervisor logged in and thus allow user to override predefined security access
settings.
NOTE: This option is only applicable in invoicing.

ALLOW QUOTES ON INACTIVE ACCOUNTS

This option allows one to create quotes on debtor accounts that have been placed “on hold”. In other words
even if the account is “on hold” (inactive) the system can still allow quotes to be generated on these inactive
debtor accounts.

ENABLE TENDER SCREEN SECURITY

This option allows for security on the point of sale tender media screen. If this option is disabled, the tender
media options (Cash, Credit Card, Discount etc...) will not be available to all users and they won't be able to
use any of the available tender media options. If the option is enabled, then specific access to specific
tender options must be set per user or per group.
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ENABLE SUPERVISOR OVERRIDES ON TENDER SCREEN

This option allows for security on the point of sale tender media screen. If this option is disabled, the tender
media options (Cash, Credit Card, Discount etc...) will be available to all users however they won't be able to
use any of the available tender media options because they will require supervisor override. If the option is
enabled, then specific access to specific tender options must be set per user or per group.

iQ Tax Invoice Version 6.0.1.2 L% |
rTender Media rDetails
Amount to Pay
F1 Cazh 863 30
F2 Credit Card Remaining
F3 Cheque
F4 Gift Vioucher
F5 Coupon
Change Due
F6 ...More 0 - 00
Esc to Exit

STOCK ADJUSTMENT CONFIRMATION

The stock adjustment confirmation option allows one to choose from a list of predefined stock adjustment
reasons. This enables one to only select from the predefined reasons when making adjustments on stock

items.

iQ Stock Adjustment Confirmation Version 6.0.1.2

<

Stock Adjustment Details

Level Current Cost  Current OnHand Mew Cost

L]
IQ F N The requested stock adjustment will make the following changes to your stock item. Please check and confirm that these
changes are acceptable. Your are allowed to provide a reason for the stock adjustment. Click Accept to continue with the
T ‘n.rc.rprl SC adjustment or Cancel to abort.

Mew OnHand

Other []

: 0.00 0.00 0.00 0.00
_Use Other if the reason 000 000 000 000
is not part of the 0.00 0.00 0.00 0.00
selected list. 0.00 0.00 0.00 0.00
0.00 0.00 522,28 10,00
Current MNew

522,28 522,28

522,28 522,28

522,28 522,28

Frgerreme X oy e
Adjustment Reason Kpoilage | -

Cancel
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LINK MAJOR AND MINOR DEPARTMENTS

Linking the major and minor departments is purely used for reporting purposes. This option enables one to
print minor department reports which in turn displays the major departments on the same report. This
means that the totals that make up the minor departments can be seen as well.

ENABLE QUOTES AND PURCHASE ORDER INDICATOR

This option allows one to select the Purchase Order number when busy processing a quote. This is handy
especially when the quote is being generated or a customer because it helps to see on which purchase order
the goods are coming in on when and if the goods are still on order.

LINK JOB CARD NUMBER TO PURCHASE ORDER

This option allows for the Job Card number to be selected from a drop down menu once the purchase order
is auto generated into a Job Card. This is handy when parts are ordered for a specific job and to auto
generate the job from the purchase order makes it much easier when items need to be added to a specific
job.

LIMIT QUANTITY ON GRV FROM PURCHASE ORDER

This option allows one to limit quantity from a purchaser order which means that if the item ordered on a
purchaser order has a quantity of 10 and the purchaser order is converted to a goods received voucher, the
quantity may not be modified to more than the 10 that was originally ordered. However the quantity may be
modified to less.

ENABLE EXTERNAL CHARGES

The enable external charges option allows one to process external charges from goods receiving. This
means that if goods are imported from a foreign country and external charges like clearing agents etc...
need to be added, by using the external charges one is then able to link it to a supplier and make the costs
incurred form part of the costs of the relevant stock items.

iQ IQ Enterprise: Demo Company - [oods Receiving] = | @ |t

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts -
Account Details GRY Details Totals
Account itho | ABCOO1 GRV Date 27/08/2012 =] GRY Indusive

Mame an: d Address Details Orig. Document Date 27/09/2012
ABC Wihole Sales I

45 Oran

ad
Delivery Method
Somerset West WareHouse 001 -
Order Number
7150
Gaods Total 9662.50
Suppler Invoice No
Discount Amnt 0.00
GRV Memo

B Vat Amount 1352.75
GRY Disc % 0.00[¥]  Delivery Note No

Total Quantity 240.00

Code [peseription [rype [unitprice [ceitional cost (Exc) oty [psc % [rotal

_|Tsmesn101 Golf T-Shirt - Black - Small o 41.93 380.65 100.000 0.00 4193.00
_|TsMGs0102 Golf T-Shirt - Black - Medium cL 40.00 326.82 90.000 0.00 3600.00
[Mi | | Golf T-shirt - Brown - Smal cL 37.39 169,72 50,000 0.00 1869.50

|

External Charges cost
break-up will display in the
Additional Cost Column

Collection Fee 0.00 Auto Allocate
Delivery Fee 0.00 External Charges
Estemnal Charges &77.19
Total 11015.25
— "( e F}
il A s ;‘J i =t
,,,,,,,,,, Caleulator F7 Long Desc. F& Item Details Amendments User Defined Data Flash F& Process & Display F10 Process &Print

DISABLE DOT MATRIX ADVANCED PRINTING OPTIONS

The disabling of advanced dot matrix printing options allows one to disable certain control commands that
are sent from the IQ Enterprise system to the printer. This in turn will ensure that documents generated
from the system are printed correctly.

ENABLE WEEKLY AGE ANALYSIS REPORT
The enable weekly age analysis report option allows one to be able to print out a weekly age analysis for

debtor customers. The only difference is that this one allows the report to be printed in a weekly format e.g.
7 Days, 14 Days, 21 Days, 27 Days and 35 Days respectively.
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SHOW AUTO GENERATED RELATIONS

The show auto generated relations option allows one to enable this for the following processing modules,
Purchase Orders, Sales Orders, Quotes and Job Cards. In turn when the auto generate option is selected
within any of mentioned modules the system then allows one to see the auto generated relations meaning
that if it was a sales order auto generated into a purchase order then one can see from where the specific
purchase order was generated from.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shorteuts - & x
Sart Order Show Which  Select Layout Legend Available Filters
() Account () Invoiced Date (®Layout 1 Nt Invoiced %Ef" Fiter
= _ o e Bargain Store
. - - @curent | Olayourz  Partisly Invoiced
IQ ) (") Account Name () Changed Date . e Fuly Tvoiced
_ _ O Layou
Enterprise  @poament Ot ordertium - Locked by Lse
T TIHAE (Olayout 4
() Order Mumber (7 Document Type P Olayout 5
() Order Date Olayout & Y]
Data - Multiselect [OFF] Related Documents - Auto Generated
Document Nu... [Order No Name Account [statDate[invoiced Date [Changed Date | Total| Generated Document| Document Type | ~
_|SAL11.2 The Bargain Store - Head Office TBS001 08/02/2011 13/01/2012 3 150,00 LSALZ? Sales Orders
|saLiz.1 234 The Bargain Store - Johannesburg TBS003 05/02/2011 05/01/2012  05/01/2012 0.00 PURZS Purchase Orders
|_|SAL14 Black - Terms 30 Days BLAOD1 24/06/2011 |24/06/2011 500.00
_|SAL15 Black - Terms 30 Days BLAOD1 24/06/2011 |24/06/2011 40.00
_|5AL1B COD ACCOUNT CODO01 05/01/2012 2 207.00
SAL21 Black - Terms 30 Days BLAOD1 29/05/2012 | 29f05/2012 810.00
Qsaos 4144 |TheBargain Store - Head Office meso0r  losjym | | 24839
SAL26.1 Brown - Vat Exempt (Export) BROOO1L 26/11/2012 |05/02/2013  |26/11/2012 73,96
SAL27.1 4144 Blue - Credit Limit R 1 BLUOD1 06/03/2013 06/03/2013 1730.24
v
—_ —_— - = = = y —
| A4 . [—) g
LE £ v = e R = ‘ & 9 e E
Visible Fields Export Filter Search User Data Progessing Repart Optians Reports Auto Generate SMS Credit Control Mulfiselect

DO ORDER CONTROL ON PURCHASE ORDERS

This options is similar to Credit Control on Sales Order. If enable, the Purchase order need to be approved
prior to processing the GRV.
iQ Order Control Version 6.0.1.2 | [

Sort Order Available Filters

Clear Filter
No Order Number

.Q i PO FOR ABC
I o @ Document

Enterprise

T t [ T i

® 0

() Account Number

() Order Number

Orders
Order Mumber Client/|ntemal Order NAME Account Order Date Order Total Credit Control *
MPUR14 4511 ABC Whole Sales ABCO01 14/04/2011 199.5|LISA
PUR 18 4877 ABC Whole Sales ABCO01 12/06/2012 183.49 LISA
PURZ2.2 JHET XYZ Wholesalers XYZ001 07/02/2011 10 |LISA
PUR21 1254 ABC Whole Sales ABCO01 07/08/2012 477.95|LISA r
PUR23 ABC Whole Sales ABCO01 17/08/2012 180.03 LISA

Use Ctrl + Mouse Click to Select Single tems

- 2 ® 1 =
i X3
Eilter Select All Unselect All Invert Selection Dedine Order Approve Order
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PRINT DEBORS RECEIPTS IN INVOICING
Enable this option if you wish to Print a Debtors Receipts during a Cash Sale in the Processing Module. In
this case both the Invoice and the payment receipt will be printed.

ENABLE DELIVERIES AND COLLECTIONS
Enable this option if you wish to keep track of Delivery and Collection statuses on Stock Items, If enabled,

you need to configure your Deliveries and Collections Parameters under Module parameters. Processing
Module selected (Invoices and Recurring Charges, Credit Notes, Sales Orders, or Quotes).

SHOW SUPPLIERS CODE IN PROCESSING MODULE
Enable this option if you wish to see the Suppliers Stock Code (as setup up under Stock Maintenance) in the

selected (Invoices and Recurring Charges, Credit Notes, Goods Receiving, Returns, Purchase Orders, Sales
Orders, Quotes or Job Cards) Processing Module.

Processing  Debtors  Creditors  Stock  Ledger  Utilties  Support  PointofSale  Windows  Help  Shortcuts -
Account Details GRYV Details Totals

AccountNo  ABCOO1 GRV Date 24{04/2013 =
Name and Address Detals Orig. Document Date -
ABC Whole Sales -
45 Orange Road
range Roa Delivery Method
Somerset West WareHouse 001 v
Order Number
7150
Goods Total 5697.45
Supplier Invaice No
Discount Amnt 0.00
GRY Memo Vat Amount 797.64
GRV Disc % .00+
0.00~| Delivery Note No S — 0
Code Description Supplier Code [T...Junit Price Additional Cost Exd) __[Qty [pisc % [Total ~
|_|rsmaso101 Golf T-Shirt - Black - Small 12 L 45,00 500000 0.00 2250.00
| |rsmaso102 Golf T-Shirt - Black - Medium TT45 fo:] 52.03 45,0000  0.00 234135
| |rsmas0103 Golf T-Shirt - Black -L 36 [e:] 33.31 10.0000  0.00 333.10
|_|rsmeso104 Golf T-shirt - Black - XL Y98 8 30.92 25.0000  0.00 773.00
+] - 0.00 0.0000  0.00 0.00
v
Delvery w0 Auto Allocate
External Charges
Total 5495.09
= ~t e -
i 4 i &> = =

Calculator F7longDesc.  |F8ItemDetals  Amendments User Defined Data Flash F& Process & Display F10 Process &Print

CHECK FOR DUPLICATE ORDER NUMERS IN PROCESSING MODULE

Enable this option if you wish the system to warn your about Duplicate Order Number being used in the
selected (Invoices and Recurring Charges, Goods Receiving, Purchase Orders or Sales Orders) Processing
Module.

STOCK MULTIPLE BIN LOCATIONS

Enable this setting if you wish to keep track of Multiple Stock Bin Locations. These Bin Locations work
independently from Stock Warehouses and do Not form part of normal processing. All Processing occur
from the Stock, Bin Locations module and from Stock, Stock Take.

PDF EXPORTS — USE EMBEDDED FONTS

Enable this option if you wish to imbed your report fonts with the PDF documents. This will help alleviate
problems with PDF documents not previewing successfully on systems without the necessary fonts installed.
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USE REP PER LINE ITEM IN PROCESSING MODULE

Enable this options to select a rep per line item in the selected (Invoices and Recurring Charges, Credit
Notes, Sales Orders, Quotes, Job Cards or Pont of Sale) Processing Module.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts - ax
Account Details Invaice Detalls Totals
AccountMo  ABCOO1 Invoice Date 24f04/2013 =] Ir_wm\:e Inclusive )
Name and Address Detsils @res e
ABC Store (Pty) Ltd -
78 Main Road
Delivery Method
stellenbosch WareHouse 001 v
Order Number
7600
Rep Number 1 v
Goods Totzl 2320.93
Discount Amnt 0.00
Invoice Memo O o0
Invice Disc % .
0.00| - Delivery Note No S — 700
Code Description Comment [Rep  rype]unitPrice [oty [bisc % _[Total ~
_|rsmes0101 Golf T-Shirt - Black - mal 4P1 70 ess 150000 0.00 1080.3290
| rsmes0102 Golf T-Shirt - Black - Medum 1p1 4519 100000 0.00 540.5190
| rsmMesot03 Golf T-5hirt - Black -L 2Pt s53.f295 50000 0.00 268.6475
| rsmasat104 Golf T-5hirt - Black - XL 3Pt s0fe24 70000  0.00 350.4368
=] - ofooo 00000 0.00 0.0000
v
Delivery 0.00
Total 232093
= = e =
= ‘ L O o ) i =
SupervisorLogoff || Cakculator | F7longDesc. | F8ltemDetals| |Amendments User Defined Data Services Flash Fé Process &Display F10 Process &Print

AUTO-POPULATE ACCOUNT NUMBERS

Enable this option if you would like IQ to automatically add identifiers (codes) to Duplicate Account number
when creating new Debtors / Creditors Accounts. For example ABC, ABC001, ABC002 etc.

USE AUTO MANUFACTURING IN INVOICING

Enable this option if you would like IQ to Manufacture Stock on the fly when you attempt to sell stock into
negative. This option only apples to the Invoice Module.

iQ Bill of Quantities - Edit an Item Version 6.0.1.2 T |
Bill of Quantities Item Details
On Sales Order 0.00
.
I Q ) ltem Code | BOQOO1 Bin Location FR1
EHFCTPH S_C Descripion  BILL OF QUANTITY -SI - 1 Department 007
Stock On Hand 0.00
Prices
Ezxclusive Inclusive Markup % GP %
Retail Price 438.59649 500.00 91.58 47.80 [] Enhanced Manufacturing / Disassembly
Wholesale Price 363.50868 414,40 58.78 37.02]
] . [] save Manufacturing Units (No Enhanced Manufacturing ( Disassembly)
Alternative Price 1 345,73947 394,20 51.04 33.79
Alternative Price 2 328.42114 374.40 43.45 30.29| | [¥] Allow Auto Manufacturing In invaicing
Alternative Price 3 307.01746 350.00 34.10 25.43
Components
Component Code |Dascmpt\nn Department Pack Descripti... |Breakup % |E!uant|t_l,l Urit Cost Line total Retail Price -
_ |[poqooz Bill of Quantity - Comp A Qo7 10,38 1 23,7018 23.70 52.63
_|BOQ003 Bill of Quantity - Comp B 001 27.52 0.7 20 63.00 95.18
BOQO04 Bill of Quantity - Comp C 001 26.21 2 30 60.00 157.89
Labour - Jobcards oos 35.92 1 82.2368 52.24 219.30
100.00% R 228.94 R 525.00 -
— = | = | — = | V-
o = & ” 7) v
Bill Item Maintenance Search Reload Delete Process
Enter the part code, press alt downarrow to search, or CtrlDel to delete a line
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AUTO-GENERATE REFENCES FOR LEDGER JOURNALS

Enable this option if you would like IQ to Automatically Generate a Unique Reference (GLAudit + Unique
Identifier) for each transaction. This option only applies to the Ledger Journals and Cashbook Postings

iQ IQ Enterprise: Demo - Head Office - [Cashbook Batch Entries Version 6.0.12] | 7
Processing  Debtors  Creditors  Stock  Ledger  Utilties  Support  PointofSale  Windows  Help  Shortcuts - ax
Sclect Bateh
Bank Account | 3390.000.000.00 Bank Account - Cheque - -~ -
@ 1Ematy ©) 7Empty
Mot Defined
- Batch Name  Not Define () 2Empty () 8 Empty
: ) 3Em )9 Emy
IQ Enterprise DEECY SEED
INRETATINE ACCOURTING TAFTMARE () 4Empty ) 10Empty
[ Enable Accaunt Allocations ) 5L18A © 11Empty
) 6Empty © 12Empty
Date Type [Account Reference [dscription Deposit] Payment| Tax|Notes B

_25,’09,’2012 a 1205.000.000.40 <Auto> Acounting fees 0.00 2 500.00 1]

_25,’09,’2012 a 1410.000.000.40 <Auto> Ifsurance 0.00 3 600.00 0

_25,’09,’2012 al 1455.000.000. 40 <Autoz Ljoal Fees 0.00 5900.00 1]

_25[09’2012 Drs BLADO1 <Auto> Efack - Terms 30 Days 7 800.00 0.00 0

_25[09’2012 Crs. ABC001 <Autoz ABC Whole Sales 0.00 3 500.00 1]

Ellzs/05/20 1z R [P <Auto> 0.00 0.00 0

iQ Preview =)

SEHBARERA R ww- AE|[EFE W] a1 (Tl Close

Date Prnted :26/09/2012 11:16:47

Cashbook Postings

Bank Accountno 3990,000,000.00 Audit Trai N 390
Date Account Reference _ Deccription

28f09f2012 1205.000.00§.00 ML 390-1  Accounting

28/09f2012 1410.000.00§.00 JNL:390-2  Insurancel
28/09f2012 1455.000.00§.00 INL:390-3  Legal Fees
28/09f2012 BLADDL INL: 390-4  Black - Tefms 30 Days

23f09fa012 ABQ01 ML 390-5  ABCWholf Sales

ENABLE WILDCARD / PARTIAL SEARCHING FOR LOOKUP DIALOGS

Enable this option if you wish the IQ Lookup Dialogs to support partial matching on text-base data.
riQ Search Version 6.0.1.2 m

Search Selection - [F7] To Switch Search By - double dick to change

DEFAULT -
. GEMCODE
(@) Filter Records DESCRIFTION

DEPARTMENT

Only Q was typed, all SUPPLIERCODE
stock items with a Q in die ; iy

Cor

Code will appear. Regular_SU

m

Code Deszcription Barcode D...|Bin  |PackSi..[Onhand | Supplier -

[AlEoqoo1 Eill of Quantity - 51 - 1 1 L A
BOQO02 Eill of Quantity - Comp A BOQO02 007 0 8550
BOQOO03 Eill of Quantity - Comp B BOQO03 001 0 36.80
BOQO04 Eill of Quantity - Comp C BOQ4 001 FR1 0 73.00
BOQOOS Eill of Quantity - 51 -2 007 1 -1.00
BOQO06 Eill of Quantity - 51 -3 007 1 0.00
BOQOOT Eill of Quantity - 51 - 4 - Enchance Man 007 1 23.00
BOQO03 Eill of Quantity - 51 - 4 - Save Man 007 1 14.00

Cancel Select Visible Fields Accept
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AUTOMATICALLY ALLOCATE TO OLDES BALANCE

Enable this option will allow the user to automatically allocate payments and credit transaction for Debtors

and debit transaction for Creditors to the oldest balance of the account.
ALLOW CHANGING OF LINE TOTAL IN PROCESSING MODULE

Enable this option will allow the user to change the line total in outgoing stock modules (Sales Orders,

Quotes, Job Cards and Invoicing) Incoming Stock Modules automatically allow this feature.

ENFORCE COMPLETION OF USER DEFINED FIELDS IN PROCESSING

Enable this option will allow the user to enforces the completion of user define fields in the selected
modules. All user defined fields that have their “"Required” property set to True will require completion.

Company Details | Company Logo CDnIluINumbsrs] Default Settings (1] Default Settings (2] IEnlerDHss Settings | Closing Dates Inlegrat\unAccUunts] Tax Hales} EMail 1 Extra Chargas]

Default Settings - Page 2

Settings Information
Prime Interest Rate
Please move your mouse over the selected setting to view some detail about it

Price Decimals {Invoicing and Sales Orders) 4
Price Decimals {Goods Receiving) 2
Price Decimals (Pricelists) 4
Quantity Decimals 4
Price Round up/down to (Example: -0.05 or 0.05) -0.05
POS Total Round up/down to (Example: -0.05) -0.00
Warning if Sales/GRV Quantity is greater than 0.00
Cost Code (Example MELBORACIS or FITALREPUS)

Maximum GRY % Variance 15.00

Maximum Currency Value 0.00

Reason Confirmation in Processing Modules Price Changes Line Discount

Maximum Quantity Value 0.00
Local Currency ZAR v
Check selling under Cost based on Highest Cost W
Default Cost for Goods Receiving and Purchase Orders | Base Cost v
Default Stock Posting Method Perpetual Contral =~ v
Clear Sales History for Promotional Items After X Days [}
Currency Display String R

MNumber Of Days Before Quotes Expire 1
Default Backup Location Chooze Folder
Default Export Location Choose Folder

Protect Cost on Stock Adjustments [“IHighest Cost []Latest Cost
"fear to Date Calculation Financial Year ™

Default Airtime / EFT Service Provider AMS W

DEFAULT SETTINGS (2)
PRIME INTEREST RATE

v

Accept

Debtors will be charged interest at this base interest rate. the individual debtor’s interest risk profile will be
added to this rate. therefore, if the prime interest rate is 10% and the individual debtor’s interest risk profile
is -1%, then only 9% interest will be added to that individual debtor’s account when doing an interest

charge.
PRICE DECIMALS (INVOICING AND SALES ORDERS)

This is the number of decimal places that will be used and displayed for the prices in invoicing and sales

orders. Select ‘2" to show the prices with two decimal places, such as R5.25.
PRICE DECIMALS (GOODS RECEIVING)

This is the number of decimal places that will be used and displayed for the prices in goods receiving. Select

*2" to show the prices with two decimal places, such as R5.25.
PRICE DECIMALS (PRICELISTS)

This is the number of decimal places that will be used and displayed for the prices when using Pricelists.

Select ‘2’ to show the prices with two decimal places, such as R5.25.
QUANTITY DECIMALS

This is the number of decimal places that will be used and displayed for the quantity field throughout the

system. Select ‘3’ to show the quantity with three decimal places, such as 10.452 kg.
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PRICE ROUND UP/DOWN TO (EXAMPLE: -0.05 OR 0.05)

Enter the number of cents to round up(+) or down(-) to when processing a point of sale transaction. This
rounding is only applicable to the line price of the specific item.

EXAMPLE: if you enter *-0.05" then the price will round down from R1.32 to R1.30 or from R1.37 to R1.35.
NOTE: The retailer should always round down so that the difference is to the client’s benefit. This option will
round the line price of the item and not the total sale amount.

POS TOTAL ROUND UP/DOWN TO (EXAMPLE: -0.05 OR 0.05)
Enter the number of cents that the point of sale subtotal must round up(+) or down(-) to.

EXAMPLE: if you enter *-0.05’ then the sub total will round down from R1.32 to R1.30 or from R1.37 to
R1.35.

NOTE: The retailer should always round down so that the difference is to the client’s benefit. this option will
round the sub total amount of the complete sale and not the line price of the item.

WARNING IF SALES/GRV QUANTITY IS GREATER THAN

This is a security check to prevent barcodes from being accidentally scanned into the quantity field. Enter
an amount for quantity such as *5000.” Then if the quantity is larger than 5000 or if a barcode is scanned
into the quantity field (a barcode will always be larger than 5000) then a warning message will be displayed
warning the user of this and asking if they would like to continue.

COST CODE (EXAMPLE MELBORACIS OR FITALREPUS)

Cost Code is any 10 digit word that can be used by the owner to determine the cost of a product without the
buyer knowing and without needing to look it up.

EXAMPLE: Use the word FRANCHISED. Each letter of the word represents a corresponding number
(starting from 1 — 0).

E.G. AC.DI = 35.07

EXAMPLE: Use the word FITALREPUS. Each letter of the word represents a corresponding number (starting
from 1 -0).

E.G. TE.FL = 37.15

EXAMPLE: Use the word MELBORACIS. Each letter of the word represents a corresponding number
(starting from 1 — 0).

E.G. BO.CM = 45.81

NOTE: The printing of the Cost Code will be done at Stock, Reports, Label Printing. Add the cost code field
to the label. For more detail refer to Stock Label printing.

What is a cost translator code? A cost code or cost encoding code is an encoding or hidden formula used to
represent the cost price of the item on the price label or price list without the client having to know the

actual cost price.

Code: 1001
The item cost is R53.84 exclusive. L
The Cost Code example shown here Description: Castle Case (24)
is CA.SN _

o — 1 Price (Inc): R 1Z0.00
Maximum grv% variance Cost Code: CA.SN

This is the maximum percentage whereby the price of the stock item may vary from the previous cost price
that was entered when processing a GRV and Purchase Order.

EXAMPLE: With a 10% variance, and the cost of the item was R50 then the GRV or Purchase Order will
only allow a price range of between R45 and R55. Only the Supervisor will be able to override this option
should the variance be exceeded.
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MAXIMUM GRV % VARIANCE

The maximum GRV% variance option allows one to enter the maximum variance percentage on the normal
Supplier Price when processing Purchase Orders and GRV’s
NOTE: This can be setup on each Stock Major Department, and will then take priority.

MAXIMUM CURRENCY VALUE
The maximum currency value option allows one to enter the maximum currency value that may be used
when any type of currency is used. This option is only valid in debtors journals and receipts and creditor

journals and payments. This means that the value that is entered under the amount field may not exceed
the maximum currency value.

NOTE: If you use a wide range of different currency where values mostly differ, it is maybe best that this
value is left as zero.
MAXIMUM QUANTITY VALUE
The maximum quantity value option allows one to enter the maximum quantity that may be used when
processing.
LOCAL CURRENCY
The local currency option allows one to specify a currency for trading purposes. This means that if a
particular branch or company trades in a different currency then the currency can be set accordingly.
CHECK SELLING UNDER COST BASED ON
Selecting this option will use the selection (Highest Cost, Latest Cost, Average Cost or Future Cost) price
when checking whether the item is being sold below cost.
DEFAULT COST FOR GOODS RECEIVING AND PURCHAE ORDERS
Selecting this option will use the selection (Base Cost, Latest Cost, Average Cost or Highest Cost) as default
cost when performing GRV’s or Purchase Orders.
NOTE: Base Cost is the cost price without any External or Extra Charges.
DEFAULT STOCK POSTING METHOD

The default stock posting method for a company can be set as follows: One Can either have the Perpetual
Stock control method or the Periodic Stock control method (Sales and Purchases Only).

If perpetual stock control is enabled for the company, the system will post the sales, cost of sales, stock, vat
and cash.

If periodic stock control (sales and purchases only) is enabled for the company, the system will post only the
sales and purchases.

CLEAR SALES HISTORY FOR PROMOTIONAL ITEMS AFTER X DAYS
By entering an amount of days, they system will only store the historical promotional items for the amount

of days that were specified. Once the days have been reached, the system will then delete the promotion
items and start saving the next promotional items for the amount of days specified.

CURRENCY DISPLAY STRING
The currency display string option allows one to specify a specific currency symbol.
EXAMPLE: If the currency string is changed to a “$” sign then the reports will display a “$” sign in front of
the values being printed.

NUMBER OF DAYS BEFORE QUOTES EXPIRE
The option number of days before quotes expire allow one to set the number of days before a quote will
expire. This option is handy in order to see which quotes are close to their expiry dates.

DEFAULT BACKUP LOCATION
The default backup location option allows one to specify the default location for backups. In other words, if

that location is specified as follows C:\1QRetail\l1QEnterprise\Backup then this is where the backup files
will be placed when a backup is done through the IQ Enterprise system.

DEFAULT EXPORT LOCATION
The default export location option allows one to specify the default location for exporting purposes. This
means that when reports are exported from the IQ Enterprise system the default location may be set.
CALCULATE PRICE VARIANCES IN QUOTES BASED ON
Selecting this option will use any of the following prices e.g. Retail Price, Wholesale Price, Alternative Price 1,

Alternative Price 2 and Alternative Price 3 to calculate the applicable price variances when processing
Quotes.
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PROTECT COST ON STOCK ADJUSTMENTS

By selecting to protect the cost when adjustments are made one is able to protect either the Latest Cost or
the Highest Cost or both. By protecting the selected cost or costs, when an adjustment is made on a stock
item these cost won't change if they are selected for protection.

YEAR TO DATE CALCULATION

By using one of these setting to specify the calculation method for calculation Sales or Purchase values for
the Year to Date Calculation in the financial Statements. Choose between Calendar Year, Financial Year or
Last 12 Months.

DEFAULT AIRTIME / EFT SERVICE PROVIDER

Use this setting to choose your Airtime Provider. This provider will be used for airtime sales during Point of
Sale and other processing modules. Choose between AMS or NOMAD.

REASON CONFIRMATION IN PROCESSING MODULE (PRICE CHANGE + LINE DISCOUNT)
By selecting to Price change or Line Discount, a Reason confirmation would be require

iQ) Select Processing Module (]

Invoices and Recurring Charges

Credit Motes
Goods Receiving
Returns
Purchase Orders
Sales Orders
Quotes

Job Cards

Paoint of Sale

Selection

ESC Cancel F10 Accept
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ENTERPRISE SETTINGS (ENTERPRISE ONLY)

Company Deta\ls} Campany Logo} EDnlloINumbelsl Drefault Settings [T]] Diefault Settings (2] Enterprise Settings lEIoslng Dates} Integratmnﬁccounts] Tax Hates} EMail 1 Eutra Eharges]

Settings

Centralised Ledger
Branch Control
Setup & Maintain Branches

Ledger Grouping For Trading Branches
Setup & Maintain Trading Branch Groups
Enable Dynamic Ledger Departments
Setup & Maintain Ledger Departments

Default Ledger Department

Centralised Debtors
Centralised Creditors

Centralise Sales Representatives

Enable Stock Group Synchronization

Stock Grouping

Setup & Maintain Stock Groups
Setup & Maintain Synchronization Options

Centralise Data Filters
Centralise Price Lists

Centralise Currency Tables

Centralise Stock Departments
Centralise Stock Adjustment Reason Codes

Prompt for Company in Processing Module

Centralise Vat Rates

Settings Information

Trading Branch
Click to M zintain
WES v
Click. to Mairtain
Tick For Yes
Click to b aintain
CORP w
v
v
Tick For Yes
Tick For Yes
STE v
Click to Maintain
Click to Maintain
Tick For Yes
Tick For Yes
Tick For Yes
Tick For Yes
Tick For Yes
Tick For Yes O

Tick For Yes

CENTRALISED LEDGER

v

Accept

This option allows one to choose additional companies that are listed on the system. By selecting a different
company that is listed on the system means that the selected companies ledger will be used when
transactions take place in the current company.

BRANCH CONTROL

The branch control option allows one to choose what type of branch the company will be selected as. There
are three types or levels of branch control namely Trading Branches, Information Branches or No branches.

TRADING BRANCH

A trading branch is defined by the centralization options that are chosen. Each company’s Debtors, Creditors
and Ledger can be centralised to that of another company. In the example below company 002’s General
Ledger, Creditors and Debtors are centralised to company 001. The stock file of 002 is synchronized to that
of 001. This is typical of a “Head Office — Branch” scenario.

Settings

Carmpany Detail&] Campany Lngo] EontrnINumhers] Default Settings [1]] Default Se

Centralised Ledger |

-

Branch Control |Trading Branch
Setup & Maintain Branches Click to b aintain

i |

Ledger Grouping For Trading Branches WES -
Setup & Maintain Trading Branch Groups | Click to Maintain
Enable Dynamic Ledger Departments Tick For Yes

Setup & Maintain Ledger Departments Click to Maintain
Default Ledger Department CORP -

Stock synchronizing works hand in hand with the “Stock Grouping” option. This means that if trading
branches link up with a head office and the stock must be synchronized then the “Stock Grouping” option
must be used. The “Stock Grouping” must be set to the same grouping number or letter. If stock is sent
form head office, the system can then synchronize those items.

NOTE: If the “Stock Grouping” options are not the same at both Head Office and Branch level, the system
cannot synchronize stock items in any way.
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COMPANY — 001 (H/0) COMPANY - 002
GENERAL LEDGER - 001 | GENERAL LEDGER - 001
Centralized
DEBTORS CONTROL 001 | Sl DEBTORS CONTROL 001
CREDITORS CONTROL 001 [ CREDITORS CONTROL 001

STOCK - 001 ¢ STOCK - 002 {synchronized)
with Stock Group A with Stock Group A

NOTE: The setup for the above example is where company 002 integrates to company 001. In other words
company 002 will use company 001's Debtors, Creditors and Ledger when the transactions are posted.

EXAMPLE: A Trading Branch is used for companies that physically trade goods. Each Trading branch has its
own stock file. Even if the stock file of one company is synchronized with that of another company, only the
details as entered in Stock Maintenance will be updated. Each company will still have its own cost price,
selling price and stock on hand levels.

COMPANY — CTN - Head office (Trading Branch)

N

COMPANY — DBN COMPANY - JHB
{Trading Branch} {Trading Branch)

The above illustration shows two companies that act as branches of the third company (via Microsoft
Terminal Server for example). All three companies are setup at CTN (where IQ Enterprise is installed) and all
three are set as Trading Branches. DBN and JHB simply log in to their own companies as set up in CTN via
Terminal Server. CTN the head office also trades in goods.

TRADING BRANCH LEDGER INTEGRATION

Here the different COMPANIES that Ledger Journals were posted to can be seen. In this case a journal was
posted to company “CPT".

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts -

Select Batch
Bank Accoun t | 3990.000.000.00 Bank Account - Cheque v El

® 1Empty O 7Empty
Not Defined - -
- Batch Mame | Not Define: (O2L15A () 8Empty
USRS, (O )9E
IQF:H[(,YPHSL : EEC
7 r ()4 Empty ) 10 Empty
[ |Enable Account Allocations () 5Empty O 11Empty
()6 Empty ) 12Empty
Date Type  [Account [Branch_[refence Description Deposit payment| Tax|Notes [
B ] 1200.000.000.01 01 <Adk> Advertising 0.00 w632 0
“laa01s @ 1205.000.000.01 002 <> Accounting fees 0.00 5000 0
| 24/04/2013 Drs ABCOO1 001 <Auflo > ABC Store (Pty) Ltd 15 000.00 0.00 o
_leafoajz01z s BLADD1 001 <aufs Black - Terms 30 Days 7850.00 000 o
404013 crs ABCOD1 005 <Auf> ABC Whole Sales 0.00 5600.00 0
7] ] ~lers 005 <au> 0.00 000 o
22850.00 5906.32 v
- - & b3 = N / — 4 4 @
| L | W || & || T || | > || -
Search | GLAmendments | LoadBatch |SaveBatch |Delete Batch | |ExportBatch | BanklImport |(Change dates RulesSetup | Design | |PrintBatch FlsshReports| |Discount  SplitEntry Process
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INFORMATION BRANCH

Here there is a single company and single General Ledger, however the accounts can still be broken down
into a separate ledger branches.

Branch Control Information Branch %
Local Currency AR ¥
Centralised Debtors 001 v
Centralised Creditors 001 v
Centrafised Ledger 00t ¥
Stock Grouping A ¥

COMPANY - 001

GENERAL LEDGER - Information Branch A GENERAL LEDGER - Information Branch B

SALES ACCOUNT - Information Branch A SALES ACCOUNT - Information Branch B

N i

GENERAL | EDGER — (AL L)

Ledger Accounts

+ SALES ACCOUNT - Information Branch A
- Information Branch B

EXAMPLE: If Information Branches are activated, only one company is set up. These information branches
are defined in Utilities > Default table setup.

An example of a company using an information branch is if a company had a head office type scenario in
one area but maybe had one or more sales offices in other geographic areas. Stock would be held centrally,
therefore, only one company needs to be created with one single stock file.

An information branch essentially allows the user to select a ‘branch’ at the time of creating an invoice or
credit note or even posting journals or cashbook entries.

Due to the branch being chosen from the single company, the Ledger transaction that gets posted will
include a reference of this particular ‘information branch’.

The underlying logic behind this is that the company will then be able to view ledger enquiries or an Income
Statement for the entire organization from one central Ledger and then be able to drill down to ‘branch’
level.

NOTE: It is important to understand that this type of posting occurs only if stock is centrally held and
invoiced and the stock is delivered straight to the client from one location even though there are other sales

branches.
COMPANY - 001
STOCK - 001
GENERAL LEDGER - Information Branch A GENERAL LEDGER - Infermation Branch B
SALES ACCOUNT - Information Branch A SALES ACCOUNT - Information Branch B

The above illustration shows that there is only a SINGLE company and ONE General Ledger and ONE stock
file for the company. The different information branches simply act as “distribution outlets” or “sales
departments” WITHIN the same single company.
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Here the different INFORMATION BRANCHES that Ledger Journals were posted to can be seen. In this case,

a journal was posted to Information Branch “A”
NO BRANCH CONTROL (NONE)

Each company acts independently of the others.
This option does not allow the General Ledger to
be broken down into different levels. This is
typical of a SINGLE company setup. None
(blank) is set as default when a new company is
created.

Branch Cantrol

Local Currency
Centralised Debtors
Centrafised Creditors

Centralised Ledger
Stock Grouping

COMPANY 001

COMPANY 002

GENERAL LEDGER
001

GENERAL LEDGER
002

STOCK 001

STOCK 002

Nane
Z0R
001
001
001

o] ] ] O~

When no branch control is used, the companies are run independently from one another. This means that
there is no centralised debtors, creditors, ledger or stock.

NO BRANCH CONTROL LEDGER INTEGRATION

Processing Debtors Creditors Stock Ledger Utilities Support Point of Sale Windows Help Shortcuts =
Select Finandial Year Sort Order Available Filters
B Clear Filter
. (®) Account Number
IQEH{CYPTISC o v Cipesarpton
() Account Type ﬂ
Accounts
Main Balances
Account [Description [Type [Mar-2013 [apr-2013 [May-2013 [iun-2013 [wul-2013  [Aug-2013  [Sep-2013  [Oct-2013  |Nov-2013  |Dec-2013 _ [Jan-2014 |Feb-2014 ~

L Cost of Sales - Head Office 2 4220.38 227249 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1001.000.000.00 | Cost of Sales - Branch 2 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|| 1200.000.000.00 | Advertising 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1205.000.000.00 Accounting fees 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1225.000.000.00 |Bank Charges 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1230.000.000.00 |Bad Debts 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1250.000.000.00 Cleaning Expenses 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1254.000.000.00 Collection Fees 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|| 1260.000.000.00 | Consumable Stores 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1275.000.000.00 Directors Remuneration 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1285.000.000.00 Donations & Fines 1 2648.13 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1286.000.000.00 Deprediation 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|__|1290.000.000.00  Entertainment 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_{1300.000.000.00 Electricity & Water 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1305.000.000.00 Purchases 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1350.000.000.00 | General Expenses 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|| 1400.000.000.00 |Interest Paid - Bank 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_{1405.000.000.00 Interest Paid - Other 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1410.000.000.00  Insurance 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1450.000.000.00 Licences 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|| 1455.000.000.00 |Legal Fees 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1460.000.000.00 Levies Paid 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
|_|1465.000.000.00 Loss on Sale of Fixed Assets 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
| [1470.000.000.00 || ease Payments 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 v

T = Z — — =

1 L : = = LY
Select Visible Fields Export Filter Search Balances Display Detail

NOTE: By default, "COR" will be selected as the default branch for Ledger Journals that are posted. This is a
default setting within the system that will automatically be used when no branches are used.
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NOTE: If the centralised Debtors were to be changed to a different company ID, the debtors account in
company 001 will be updated. The default ledger in company 002 will be updated.

(e.g. only customer account is updated in company001). The ledger account (3601.000.000.00 - Debtors
Control) will be updated in the existing company’s ledger account 002.

This is handy when maintaining multiple stock locations or branches, but utilizing a single or consolidate
company ledger and debtors system.

NOTE: In all these options remember that IQ Enterprise is only installed on one central server

BRANCHES EXPLAINED
The following examples will explain how trading and information branches work.
TRADING BRANCH EXAMPLE

Trading branches work as follows: Trading branches have their own stock; this may be different between
branches. Head Office has control of the debtors, creditors and ledger. If one specifies the head office
debtors, creditors and ledger.

Branch Control TradingBranch %
Local Currency Z4R v
Centralised Debtors 01 v
Centralised Creditors 001 v
Centralised Ledger 01 v
Stock Grouping A v

The way that this is setup; the system will use company 001 when posting debtors, creditors and ledger.
The stock side of this particular setup, will need a dynamic ledger department in order to see from which
branch the transaction was posted from.

Ledger Departments

MNUMBER DESCRIPTIOMN »
Qeen  Bancho2 |

CORP Corporate

DEV Development

MAR. Marketing

SUP Support

This ledger department is then setup under the stock departments in order to make sure that when invoicing
or anything stock related is posted, the head office can then see from which branch the transaction was
posted.
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When the stock major departments are setup the correct ledger department has to be selected in order for
the transaction to be posted correctly. Now all the necessary settings have been set.

Department Name: 01|
Description Castle
Ledger Department BRA hd
Local Sales Account 2000.000.000.00 v
Export Sales Account 2010.000.000.00 v
Cost Of Sales Account | 1000.000,000.00 v
Stock Account 3500.000.000.00 v
Purchases Account 1305.000.000.00 v
Maimum Gry Variance % 0.00
Apply Maximum Var [ ick for Yes
MNegative Department []ick for Yes
Auto Re-Ordering Method | Narmal + |NJA
Posting Method
(%) Perpetual Stock Control {Post Sales/Stock/Costofsales)
() Post Sales/Purchases Only
Company Default Perpetual Stock Contral (Post Sales/Stock/Costofsales)

When an invoice is created, the system will pull the debtors information from company 001. The stock will
be drawn from the current company 001. Once the transaction has been processed, one is able to view the

information.
Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts - o X%
Select Batch
Bank Account | 3330.000.000.00 Bank Account - Cheque v ~ _
(®) 1LISA ()7 Empty
* Batch Mame | Not Defined O2usa s Empty
I Q EI1ICYpY18C ':-SLISA C )9 Empty
T v O (C)4Empty () 10 Empty
[]Enable Account Allocations () 5Empty () 11 Empty
-'-GEmtv "-12Emtv
Date [rvoe JAccount [Branch [Dept _[reference Description Deposit Payment| Tax|Notes [m
o 24f04/2013 Gl 1200.000.000.00 001 HR. <Auto> Advertising 0.00 456,32 ]
o 24f04/2013 Gl 1205.000.000.00 002 CORP <Auto> Accounting fees 0.00 850,00 ]
o 24/04/2013 Drs ABCO01 001 HR. <Auto> ABC Store (Pty) Ltd 15000.00 0.00 0
o 24/04/2013 Drs BLADDL 001 ACC <Auto> Black - Terms 30 Days 73850.00 0.00 0
o 24f04/2013 Crs ABCO01 005 HR. <Auto> ABC Whole Sales 0.00 5 600,00 0
B[24/04/2013] jDrs 001 ACC §> 0.00 0.00 0
The ledger in head office clearly shows from which
branch the transaction came from.
22 850.00 6906.32 v
- - L —&| b (:‘\(‘ / =1 4 @
= | L o W @ | || [E || & e I A ) /
Search| GL Amendments  LoadBatch  Save Batch  Delete Batch  ExportBatch |  Bank Import | Change dates  Rules Setup Design Print Batch | Flash Reports|  Discount Process
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NOTE: This will only function correctly if the setup has been done correctly.

|Q I1Q Enterprise: Demo - Head Office - [Enquiries for Account : BLAOO1 Version 6.0.14] =]
Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts B X
Account Details
Account Number BLADD1 Telephone 1 0218800000 Select Layout
Name Black - Terms 30 Days Telephone 2 @ Standard
Address 1 PO Box 1232 Fax Number DiLayout 2
Address 2 Stellenbosch E Mai Address liko @igretail.co.za TiLayout 3
Address 3 7600 Last Payment Date 12/11/2012 ) Layout 4
Address 4 Last Payment Amount 1000.00 ) Layout 5
Contact Peter Credit Limit 4000000.00
) Layout 6
Comment Mema Reserved Credit Limit 0.00
Credit Limit Available 389792121
Line Comment Balance Brought Forward 93528.79
Sy ZAR Show Al December v 2012 -
Show Open Items &
Date Code Reference Debit| Credit| Amount Due| «
04/12/2012 N INV254 8 550.00 0.00 8 550.00
ZARS 550.00 ZARD.00 =
— N — —_ = 5
g ‘ L
o % | = B - - ||k
Visile Fields Add Line Comment| Allocations Search B Performance Report Gptions View Related “15::”"["9 Flash Document Options Statement G Audit

NOTE: The debtors enquiry screen for debtor ABC001 in company 001 shows the invoice transaction that
has taken place on his account. If one selects the GL Audit option, the system will show exactly which values
were posted to which accounts and includes the branch.

iQ General Ledger Audit Trail #436 Version 6.0.1.4 (Gl x|

L]
IQElltqrprisc

ACCOUNT |sipesc | TeDATE| GL... [REFERENCE Jewr... | pesrT| CREDIT [Branch [Depgt.. | =

2000.000,000.00 Sales Account - Head Office D4/12/2 436 V254 78R 0.00  7500.00/001 |COR)

4100.000,000.00 Vat Output 04/12/2 436 INV254 78R 0.00 1050.00/001  COR)

000.000.000.00____|Costof Sales -HeadOffce o422 amlmvase JmR | 1mesl  0.00jor fcoR) |

3500.000,000.00 Stock on Hand 04/12/2 436 INV254 78R 0.00 1780.66 001 COR)

3600,000,000,00 Debtors Control 04/12/2 436 254 AR 8 {50.00 0.00/001  corp
=

m

The debtor audit trail of the transaction clearly shows
which accounts were affected and in which company.

R 10 330.66 | R 10 330.66 -
i (B (& 2 3 of =
=R - 4 L]
Select Visible Fields Search Export. Document. Preview Design Print

NOTE: The sales account, cost of sales and stock on hand were posted to the local companies ledger
accounts because the stock is still held locally at the trading branch. The debtors control and Vat output
were posted to the head offices ledger because the system is setup to use head office debtors and ledger.
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INFORMATION BRANCH EXAMPLE

Information branches work as follows: Information branches have their own stock and their own general
ledger. Head Office again has control of the debtors, creditors, and ledger as well as the stock.

iQ Company Details

VeS|

Campany Details | Company Logo Contro\Numhels] Default Settings [T]] Defaulk Settings (2] Enterprise Settings | Closing Dates | Integration Accounts | Tax F\ales] EMail I Extra Chalges]

Settings
Centralised Ledger 001 i D
Branch Control lm Please select your form of Branch Control. This allows for Branch Selection during Debtors f Creditors [ Ledger =
processing and enables Branch allocation to Ledger Entries.
Setup & Maintain Branches
Ledger Grouping For Trading Branches
Setup & Maintain Trading Branch Groups Click to Maintain
Enable Dynamic Ledger Departments Tick For Yes (=]
Setup & Maintain Ledger Departments Click ta Maintain
Default Ledger Department CORP -
Centralised Debtors 001 -
Centralised Creditors 001 -
Centralise Sales Representatives Tick For Yes =
Enable Stock Group Synchronization Tick For Yes =
Stock Grouping 001 -
Setup & Maintain Stock Groups
Setup & Maintain Synchronization Options Click to Maintain
Centralise Data Filters Tick For Yes
Centralise Price Lists Tick For Yes
Centralise Currency Tables Tick For Yes =
Centralise Stock Departments Tick For Yes -
Centralise Stock Adjustment Reason Codes Tick For Yes
Prompt for Company in Processing Module Tick For Yes (=]
Centralise Vat Rates Tick For Yes

The way that this is setup; the system will use company 001 when posting debtors, creditors, stock and
ledger. Because the information branch setup option is used, the system will require information ledger
branches to be setup in order to show sales information from the different information branches.

iQ Maintain Ledger Departments Version 6.0.2.3

X

CORP

Corporate

.
IQEntCrpﬂSC
Ledger Departments Edit Data
[NUMBEF: [DESCRIPTION B
ACC Sales Branch 1 Department
> Corporat=
HR Sales Branch 1
Description
- -~ = /
& L 7] = -/
Add Delete Search Design

B

Preview

This information ledger branches is then setup under the utilities, default table setup menu option. In order
to make sure that when transactions are posted, the head office can then see from which branch the

transaction was posted.
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When posting transactions, remember that there is one central stock and ledger file. When posting
transactions via the ledger cashbook or the ledger journals the system will have an additional column for
branch, this is where the branch is entered or selected from the drop down box.

Processing  Debtors  Creditors

IQF‘,ntcrprisc

Bank Account | 3990.000.000.00 Bank Account - Cheque:

Stock

Ledger

Batch Name Mot Defined

["JEnable Account Allocations

Utilities

Support

Paint of Sale

v &

Windows Shortcuts =

Select Batch

Help

® 1Empty
()2LsA
()3LI5A
O 4Empty
(O 5Empty
()6 Empty

(O 7 Empty
()8 Empty
() 9Empty
() 10 Empty
(O 11Empty
() 12 Empty

Date

[Branch_[ref}

eeeee

Description

Deposit payment| Tax|Notes |~

404013 Gl
24/04/2013 Gl
24042013 Drs
2404013 Drs
2404013 Crs
] ~los

1205.000.000,
ABCO01
BLADD1
ABCOO1

el 11 11

= = -
= %)
Search

1200.000.000.

001
002
001
001
005
005

o

-

7]

Advertising

Accounting fees

ABC Store (Pty) Ltd
Black - Terms 30 Days
Whole Sales

-

GL Amendments | |loadBatch | |SaveBatch |Delete Batch | |ExportBatch | BankImport | Change dates Rules Setup

0.00
0.00
15 000.00
7850.00
0.00

456.32
850.00
0.00
0.00
5600.00
0.00

o oloao oo

This example shows the different branches that may
be selected per transaction line. These transactions
can be found in the ledger by selecting the relevant
account and then drilling down to see the actual
posting.

h= ; (".‘c_ / - y 4
1t —_ 4 /

PrintBatch | Flash Reports| |Discoun t|  SplitEntry Process

Design

NOTE: By drilling down into the specific ledger account, one is able to see the transactions that are posted
to the ledger with the different branch code attached to it. This helps when drawing income statement
reports because this will show the general ledger for the whole company.

DYNAMIC LEDGER DEPARTMENTS

This option will allow ledger journals entries to be posted to certain Leger departments dynamically (to
compute while program is running) when processing journals and cashbook entries. This means that while
the system is busy working, the computing and postings are performed while the system is running.

NOTE: If this option is enabled, the ledger departments must be selected or accepted under the stock

departments.

EXAMPLE: The dynamic ledger departments allows one to split up a general ledger account. If one had to
pay salaries to certain departments (e.g. Development, Support, Marketing etc...) within the company, the
ledger departments can be utilized as follows:
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Processing ~ Debtors  Creditors  Stock  Ledger  Utilities  Suppert  PointofSale  Windows  Help  Shortcuts - =2 X%
Select Batch
Bank Account | 3930.000.000.00 Bank Account - Cheque v ~ _
(®) 1LISA () 7Empty
° Batch Name | Not Defined O2L15A (O 8Empty
) () 3LI5A (O9E
IQF',nrcrpnsc : Iy
T v O (C)4Empty () 10 Empty
[[JEnable Account Allocations () 5Empty () 11 Empty
()6 Empty () 12 Empty
Date [rvpe [Account [Branch [Dept  |qeference Description Deposit Payment| Tax|Notes [~
o 24/04/2013 al 1200.000.000.00 001 HR JAuto > Advertising 0.00 456,32 0
|_|24/04/2013 Gl 1205.000.000.00 002 CORP Jauto > Accounting fees 0.00 850,00 L]
| |24/04/2013 Drs. ABCOO01 001 HR Jauto > ABC Store (Pty) Ltd 15 000.00 0.00 L]
|_|24/04/2013 Drs BLADOL 001 ACC \ uto> Black - Terms 30 Days 7850.00 0.00 0
o 24/04/2013 Crs ABCO01 005 HR ABC Whole Sales 0.00 5600.00 0
E[24/04/2013] jDrs 001 ACC 0.00 0,00 0
The dynamic ledger departments which are
used to divide the different department salaries
amounts into the salaries general ledger
account.
22 850.00 65906.32 v
= 1= - - =] = - S| e | /! | ©
Search| | GL Amendments | LoadBatch | | SaveBatch | DeleteBatch  ExportBatch|  BankImport | Change dates [RulesSetup | Design Print Batch | | Flash Reports| |Discount Process

NOTE: The above is an extract of the cashbook postings where dynamic ledger departments are used. The
departments that have been setup are for the Development, Marketing and Support departments. By doing
it like this we are able to see both combined totals for all departments within the salaries account and
individual totals per department. One can now view the salaries general ledger account in order to see the

account split up utilizing the dynamic ledger departments.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts - = X
Select Financial Year Sort Order Available Filters
R Clear Filter
(®) Account Number
.Q
: 2014 v .
] Enterprise Opesaription
() Account Type @
Accounts
Main Balances | Branch Balances | Department Balances
Account Branch Department |Actual_1 Actual_2 Actual_3 Actual 4 |Actual_5 Actual_6 Actual_7 Actual_8 Actual_9 Actual_10  |Actual_11  |Actual_12 ~
[4 1000.000.000.00 [ CORP R 243169 R 0.00 R 0.00 R 0.00 R0.00 R 0.00 R 0.00 R 0.00 R0.00 R 0.00 R 0.00 R 0.00
1000.000.000.00 COR CORP R 1788.689, R2272.49 R 0.00 R0.00 R0.00 R 0.00 R0.00 R 0.00 R0.00 R 0.00 R0.00 R 0.00
v
L —=| & }
i 2 N = X
Select Visible Fields Export Fi Search galances | Display Det:
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CENTRALISED DEBTORS

This option allows one to choose additional companies that are listed on the system. By selecting a different
company that is listed on the system means that the selected companies debtors will be used when invoicing
in the current company.

CENTRALISED CREDITORS

This option allows one to choose additional companies that are listed on the system. By selecting a different
company that is listed on the system means that the selected companies creditors will be used when
purchasing in the current company.

CENTRALISE SALES REPRESENTATIVE

Select this option to Centralise Sales Representatives. When enabled, you are in actual fact specifying that
your Sales Representatives have been set up and are available from the company to which your Debtors are
integrating. All Sales Representatives that you set up, will be available to all other companies that integrate
their Debtors to the same company.

ENABLE STOCK GROUPING SYNCHRONISE

Enable this option to enable stock changes made in one company to be carried over to all companies with
the same “Stock Group” Number as set in (Default Settings 2). Only the companies that have this option
ticked AND have the same “Stock Group” selected will have their stock changes synchronized to the other
companies.

NOTE: Only stock details as entered in Stock Maintenance will be updated. Stock On hand and Cost prices
will NOT be updated as each company will still have its own stock levels. Selling prices changed in Stock
Maintenance will be changed. Selling prices changed in Sell price Maintenance during a GRV will NOT be
updated.

STOCK GROUPING

The stock grouping option allows one to select a specific grouping code. By selecting a specific stock
grouping code, this means that any other company that has the same stock grouping code will be able to do
stock synchronizing with the current company.

NOTE: Stock Grouping Synchronize will only work if the same stock grouping code has been selected in all
the companies.

CENTRALISE DATA FILTERS

This option allows one to have filters centralised for all companies. In other words if the branches have been
set to use centralised ledger from head office, if a filter is created in head office then all the branches will be
able to utilize this functionality because this option is enabled. When adding additional filters, they will be
available to all other companies that centralise to the same ledger branch.

CENTRALISE PRICE LISTS

This option allows one to price lists centralised for all companies. In other words if the branches have been
set to use centralised debtors, creditors and ledger from head office, if a price list is created in head office
then all the branches will be able to utilize this functionality because this option is enabled. When adding
additional price lists, they will be available to all other companies that centralise to the same ledger branch.

CENTRALISED CURRENCY TABLES

This option allows one to centralize currency tables for all companies. In other words if the branches have
been set to use foreign currency, the option will have foreign currency available to all branches that are
linked to head office.

CENTRALISE STOCK DEPARTMENTS

This option allows one to have stock departments centralised for all companies. In other words if the
branches have been set to use centralised debtors, creditors and ledger from head office, if a stock
department is created in head office then all the branches will be able to utilize this functionality because
this option is enabled.

NOTE: This option will only work if the centralised debtors, creditors and ledger have been setup correctly.
CENTRALISE STOCK ADJUSTMENT REASON CODES

This option allows one to have stock adjustment reason codes centralised for all companies. This option

indicates that all stock adjustment reason codes are located in the same company that your ledger is

integrated to. When adding additional adjustment reason codes, they will be available to all other
companies that centralise to the same ledger branch.
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PROMPT FOR COMPANY IN PROCESSING MODULE

This option allows a company to be selected before processing either an Invoice, Credit Note, Goods
Received Voucher, Return To Supplier, Purchase Order, Sales Order or a Quote.

EXAMPLE: Before a Goods Received Voucher is “opened”, the system will prompt for a company. If the
centralised ledger option is used, these options are very handy in the sense of instead where one would
have to exit the current company and then select the other company in order to do a goods received
voucher, return to supplier or purchase order. These options enable one to select the appropriate company
without exiting from the current company.

Company Detalls] Company Logo] Control Numbers] Default Settings ['\]] Diefault Settings [2)  Erterprise Settings IEIoslng Dales] Integration Accounls] Tax Hates] EMail ] Extra Eharges}

Settings

Centralised Ledger eiirge Tlirnii

Branch Control Information Branch hd

Setup & Maintain Branches Click to taintain

Ledger Grouping For Trading Branches WES

Setup & Maintain Trading Branch Groups Click to Maintain

Enable Dynamic Ledger Departments Tick For Yes

Setup & Maintain Ledger Departments Click ta Maintain

Default Ledger Department CORP v

Centralised Debtors v

Centralised Creditors ]

Centralise Sales Representatives Tick For Yes

Enable Stock Group Synchranization Tick For Yes

Stock Grouping STK v

Setup & Maintain Stock Groups Click to taintain

Setup & Maintain Synchronization Options Click to b aintain

Centralise Data Filters Tick For Yes

Centralise Price Lists Tick Far Yes

Centralise Currency Tables Tick For Yes

Centralise Stock Departments Tick For Yes

Lentral ﬂ'nﬁ{ﬂrhllfm ot olod: TickE;

Prompt for Company in Processing Module ﬁckForYes

Centralise Vat Ratec TickFor e
ASKTOr company before can be set for any of the
following: Either before a Purchase Order, Goods
Receive Voucher or a Return To Supplier.

N~

v

Accept

NOTE: The above-mentioned options are very handy when one needs to process goods receiving, return to
supplier and purchase orders from different companies on the system. These would typically be used when
goods receiving return to supplier and purchase orders are to be done from different companies.

EXAMPLE: Another example would be where head office or a another company does all the purchasing. In
other words, while processing like invoicing etc... is taking place in a company that only does sales, one can
then easily jump to head office and purchase the items before processing the invoice within the sales
company.

NOTE: When the Goods Receiving option is selected, the system will immediately jump to the “Select
Company” screen in order to allow one to choose the company where the goods receiving voucher will be
done.

NOTE: After the company selection has been made, the system will return back to the Goods Receiving
Screen in order to process

CENTRALISE VAT RATES

This option allows one to have Vat Rates centralised for all companies. This option indicates that all Vat
Rates are located in the same company that your ledger is integrated to. When adding additional
adjustment reason codes, they will be available to all other companies that centralise to the same ledger
branch.
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CLOSING DATES
LEDGER CLOSING DATES

CLOSE BOOKS EACH MONTH ON DAY (31 FOR LAST DAY) - Indicates when your general ledger, debtors
and creditors close. Usually at month end i.e. 31. Important for debtors and creditors. The day specified in
Debtors, Creditors and Ledger columns tells the system what transaction dates to look at when the
automated debtors and creditors month end rollover is performed. In other words, when the rollover is
performed the system looks at all transactions from the 1% of the month up until the last day of the month
regardless if the specific month has 30 days or less. If the days have been altered to the 25" of each month,
then the system will look at transactions from the 26™ of the previous month up until the 25% of the
following month.

iQ Company Details S X

Company Details | Company Logo Enntrn\Numhels] Default Settings [1]] Default Settings [2]] Enterprise Settings  Clasing Dates | Integration Accounts | Tax F\ales] EMail I Extra Ehalges]

Closing Dates

Select day to dose books each month (31 for last) Debtors  Creditors  Ledger

January 31 —Bl 31
February 31 31 31
March 31 31 31
April 31 31 3
May 31 31 31
June 31 31 31
July 31 31 31
August 31 31 31
September 31 31 31
October 31 31 31
November 31 31 31
December 31 31 31

Number of months to allow backdated postings 0 [1} 0
Extended Days for backdated posting if month is 0 0 1] 1]

Financial year ends in February -
Ledger dosed up to |

Accept

NOTE: The importance of the automated month end rollovers taking place is very important. There is no
user interaction required. The automated procedure will run based on the day’s that are specified within the
closing dates default setting. When the month end rollover date has been reached, before any processing
takes place, the system will perform the debtors and creditors automated rollover procedure.

The automated month end rollover procedure will perform the following actions, ageing of debtor and
creditor’s transactions. In other words, if a transaction was processed in the current month before month
end rollover, the ageing on the transaction would be “current”. If a transaction was processed in the current
month and no payment has been made, the month end rollover procedure is completed; the ageing on the
transaction would be “30 Days".

NUMBER OF MONTHS TO ALLOW BACKDATED POSTINGS

This option allows one to specify the number of months that backdated postings are allowed to be posted.
This is applicable for debtors, creditor and ledger.

EXTENDED DAYS FOR BACKDATED POSTING IF MONTH IS 0 (ZERO)

This option allows one to specify the number of days that backdated postings are allowed. In other words if
this option is set to 5, one is only allowed to post backward 5 days prior into the previous month.
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FINANCIAL YEAR ENDS IN

End of the financial year must be entered e.g. February. This is important as it indicates where the end of
the financial year is for the general ledger. The ledger has no 'Month End’ function. The system needs to
know which month is the ending financial month because a financial year is a period used for calculating
annual ("yearly") financial statements in businesses and other organizations. In many jurisdictions,
regulatory laws regarding accounting and taxation require such reports once per twelve months, but do not
require that the period reported on constitutes a calendar year (i.e., January through December). Financial
years vary between businesses and countries.

EXAMPLE: Retailers tend to close their books at the end of February due to the large amount of December
sales. If the financial year-end is too close to a heavy selling season, the company will have extreme time
constraints in producing its annual financial statements, having to count inventories, etc...

LEDGER CLOSED UP TO

This option is only used when the ledger needs to be blocked from posting transactions to a prior month. In
other words if a date is entered then no transactions can be posted to the ledger prior to the date
specified.

INTEGRATION ACCOUNTS

The integration defaults accounts form part of the automatic integration with the ledger. Whenever a posting
involves a debtor, creditor or stock item, the system will then use the integration accounts associated with
them, e.g. If posting was done from creditors the system will not ask for the creditors control or the VAT
account each time ,but will automatically extract the Creditors Control and VAT Input account from the ledger
integration defaults.

iQ Company Details (S
Company Details I Company Logo | Control Numbers | Default Settings (1] I Default Settings 2] I Enterprize Settings ] Closing Dates  Integration Accounts 1 Tax Rates I EMai ] Extra Charges 1
Integration Accounts
Debtors Control 3600.000.000.00 +  Stock Adjustments 3510.000.000.00 =
Creditors Control 4000.000.000.00 E| Stock Transfers 3520.000.000.00
Cash on hand 3700.000.000.00  « Cost of Sales 1000.000.000.00 =
Bank 3950.000.000.00 - Bad Debt 1230.000.000.00 -
Output Vat 4100.000.000.00 - Retained Earnings 4300.000.000.00 -
Input Vat 3800.000.000.00  « General Expenses 1350.000.000.00 =
Discount allowed 2020,000.000.00 = Debtors Clearing 3601.000.000.00  ~
Discount Received 2520.000.000.00  « Creditors Clearing 4001.000.000.00  «
Interest Received 2500.000.000.00 = Work in Progress 2030.000.000.00  +
Interest Paid 1405.000.000.00 = Work in Progress Control 3333.000.000.00 ~
Suspense Account 3899.000.000.00 = Import Vat (Mot Capital Goods) 3500.000.000.00  +
Sales Account 2000,000.000.00 = Import Vat (Capital Goods) 3910.000.000.00
Stock on Hand 3500.000.000.00 = Realised FC Gain/Loss 2540.000.000.00 =
Export Sales Account 1200.000.000.00 - Laybyes Control 3334.000.000.00
Purchases 1305.000.000.00 -
v

NOTE: The accounts shown are the default accounts already setup within the system. Certain vacant fields are
permitted because these accounts don't exist yet. These accounts may be created utilizing the ledger account
maintenance menu option. Once these accounts have been created, one is then able to enter those accounts
into the Integration Accounts fields. Should any of the accounts not be correct select, the search option located
next to that entry field and select the appropriate ledger account.
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TAX RATES

iQ Company Details

)

Company Dslalls} Company Logo | Control Mumbers | Default Settings [1]1 Default Settings [2]1 Enterprise Settmgs] Closing Dales] Integration Aocounts  Tax Rates lEMalI ] Extra Chargss]

Tax Rates
Debtor Invoice Processing Selling Price Maintenance Creditor GRV Processing Selling Prices for IQXML

User Defined Not Defined @) User Defined @ Indlusive

FRestare Default
Vatrates @) Always Incusive @ Always Inclusive Always Indusive

Exdusive

Always Exdusive Always Exdusive Always Exclusive

- ‘ Position on Yat201 Form |
Number ‘Descnptmn ‘Tﬂx Rate|Yat Only‘va‘ 201 Output |Vat 201 Input |
0 Mo Vat Applicable 0.0000 r
1|Normal Vat 14.0000 r Standard-rate (Exd Capital) Other Goods
2 Zero Rated 0.0000 I Zero Rate
3 Exempt 0.0000 r Exempt
4 Bad Debt 14.0000 r Bad debts
5 |Not Defined 0.0000 r Other Other
6 Capital Goods Vat 14.0000 r Standard-Rate (Capital Goods)  Capital Goods
10 Capital Goods (Imported) 0.0000 v Capital Goods (Imported)
11|0ther Goods (Imported) 0.0000 v Other Goods (Imported)
12| Zero Rated (Exported) 0.0000 r Zero Rate (Exported)

Accept

The VAT table is the essence for all VAT calculations throughout the system. Any transaction processed with a
VAT rate numbered from 1 to 6 will have VAT calculated. The VAT amount is based on the VAT rate percentage
value that is linked with VAT Rate number at the time of the posting.
NOTE: By changing, the VAT Rate to a different value will NOT correct or influence any previous postings
made. Use the arrow keys (up, down, left right key) to position the cursor at the appropriate spot. Once
located, one can begin typing.
DEBTOR INVOICE PROCESSING

USER DEFINED

The debtor invoice processing option allows one to specify what type of method will be used when
processing an invoice to a debtors account. In other words if the “User Defined” option is selected,
this will then allow one to specify at the time of invoicing whether the invoice will be processed as
inclusive of VAT or exclusive of VAT.

ALWAYS INCLUSIVE

If the “Always Inclusive” option is selected, this will remove the option of selecting at the point of
invoice the option to specify if the invoice is processed as inclusive of VAT. In turn with this option
enabled, the system will always process the invoice as inclusive of VAT.

ALWAYS EXCLUSIVE

If the “Always Exclusive” option is selected, this will remove the option of selecting at the point of
invoice the option to specify if the invoice is processed as exclusive of VAT. In turn with this option
enabled, the system will always process the invoice as exclusive of VAT.

SELLING PRICE MAINTENANCE
USER DEFINED

The Selling Price maintenance option allows one to specify what type of method will be used when
editing the selling price maintenance module. In other words if the “User Defined” option is selected,
this will then allow one to specify if selling price maintenance will be processed as inclusive of VAT or
exclusive of VAT.

ALWAYS INCLUSIVE

If the “Always Inclusive” option is selected, this will remove the option of selecting at the point of
invoice the option to specify if selling price maintenance is processed as inclusive of VAT. In turn with
this option enabled, the system will always process the invoice as inclusive of VAT.
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ALWAYS EXCLUSIVE

If the “Always Exclusive” option is selected, this will remove the option of selecting at the point of
invoice the option to specify if the invoice is processed as inclusive or exclusive of VAT. In turn with
this option enabled, the system will always process the invoice as exclusive of VAT.

CREDITORS GRV PROCESSING
USER DEFINED
The Creditors GRV processing option allows one to specify what type of method will be used when
processing an goods receiving to a creditors account. In other words if the “User Defined” option is

selected, this will then allow one to specify at the time of goods receiving whether the GRV will be
processed as inclusive of VAT or exclusive of VAT.

ALWAYS INCLUSIVE
If the “Always Inclusive” option is selected, this will remove the option of selecting at the point of

goods receiving the option to specify if the GRV is processed as inclusive of VAT. In turn with this
option enabled, the system will always process the invoice as inclusive of VAT.

ALWAYS EXCLUSIVE
If the “Always Exclusive” option is selected, this will remove the option of selecting at the point of
goods receiving the option to specify if the GRV is processed as exclusive of VAT. In turn with this
option enabled, the system will always process the invoice as exclusive of VAT.
SELLING PRICES FOR IQXML
INCLUSIVE
If the “Inclusive” option is selected, the IQXML option will export the selling price of the stock items as
inclusive.
ALWAYS EXCLUSIVE
If the “Exclusive” option is selected, the IQXML option will export the selling price of the stock items
as Exclusive.
TAX DETAILS
ADDING AND CHANGING VAT RATES

New VAT Rates can be added. To add additional VAT Rates, highlight rate number 6 and press the
down arrow. This will allow the entering of additional VAT Rates. Existing VAT Rates can also be
modified.

DELETING VAT RATES
The 6 predefined VAT rates can be deleted. By holding the ctrl (control) button and pressing the
delete button VAT Rates can be deleted.

NUMBER
The number field displays the tax rate number. In other words whenever a transaction is posted and

number 3 is used then the system know that the transaction is a VAT exempt transaction because rate
number 3 is setup to be exempt from vat.

DESCRIPTION
The description displays the description of the relevant tax rate number. In other words the

description field must entered as the description of the tax rate. example tax rate 2, the description is
entered as zero rated.

TAX RATE
The tax rate option is where the physical rate is entered. Example if the tax rate is number 6 and tax
rate number 6 is used for capital goods vat then the rate must be set to 14.00%.

VAT ONLY
The vat only option allows one to specify for newly created or existing vat rates that this rate is vat
only.

EXAMPLE: If the normal Vat rate of 14.00% is used then the system will post a R100 sale transaction
as follows (Sales R100.00, Vat R14.00 and Cash R114.00). If The vat rate is specified as “Vat Only”
then the R100 Sale will be posted as follows (Sales R0.00, Vat R114.00 and Cash R114.00).
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POSITION ON VAT201 FORM
VAT 201 OUTPUT

The vat 201 output options allow one to specify which of the existing vat rates are linked with the
relevant vat 201 output. In other words, if tax rate 1 is linked correctly with standard rate (excluding
capital) then when the VAT 201 Form is printed, the tax rate 1 — standard rate (excluding capital) will
appear in the correct block on the physical VAT 201 Form.

VAT 201 INPUT

The vat 201 input options allow one to specify which of the existing vat rates are linked with the
relevant vat 201 input. In other words, if tax rate 6 is linked correctly with capital goods then when
the VAT 201 Form is printed, the tax rate 6 — (capital goods) will appear in the correct block on the
physical VAT 201 Form.

iQ Company Details

|-

Compary Delai\s] Company Lngn] Control Numbers | Default Settings [1]1 Default Settings [2]1 Enterprise Settings | Closing Dates | Integration Accounts  Tax Rates ]EMaiI ] Extra Ehargas]

Tax Rates

Debtor Invoice Processing Selling Price Maintenance Creditor GRV Processing Selling Prices for IQXML
[ User Defined Mot Defined @) User Defined @ Indusive
Yalrates @) Always Indusive @) Always Inclusive Always Incusive
Always Exclusive Always Exclusive Always Exclusive Exclusive
. ‘ Position on Yat201 Form |
Number |Description ‘TE.)( Rate|Vat Only‘va‘ 201 Output ‘Vat 201 Input |
0 No Vat Applicable 0.0000 r
1 Normal Vat 14.0000 r Standard-rate (Exd Capital) Other Goods
2 Zero Rated 0,0000 I Zero Rate
3 Exempt 0.0000 r Exempt
4 Bad Debt 14,0000 r Bad debts
5 Not Defined 0.0000 r Other Other
& Capital Goods Vat 14,0000 r Standard-Rate (Capital Goods)  Capital Goods
10 Capital Goods (Imported) 0.0000 v Capital Goods {Imported)
11 Other Goods (Imported) 0.0000 v Other Goods (Imported)
12 Zero Rated (Exported) 0.0000 r Zero Rate (Exported)

2|
VAT PROCESSING METHOD

This process is manual. Invoicing, GRV can be altered manually to Indicate whether prices will be entered
gross (i.e. VAT inclusive) or net of VAT (i.e. VAT exclusive). This process can also be set to an automated
process by defining the Debtor Invoice Processing option as illustrated below.
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EMAIL

This is where the default setup for E-mail is done. Statements and other documents etc. can be sent as
attachments. The system will automatically use the default email client (Outlook Express, Microsoft Outlook

etc.) as set up in the operating system. Type a standard message to appear on all the emails in the Email
Body section.

NOTE: The Debtor/Creditor’s account details must be set up correctly for email as seen in Debtors/Creditors
Maintenance.

Company Details | Company Loga EnntmlNumhars] Default Settings [1]] Default Settings [2]1 Enterprise Settings | Closing Dates] Integration &Accounts | TaxRates EMal | Extia Charges

This text will be used as your default email message when emailing via the Email Button from a Report Preview. Please enter you email message
below.

Thank yau for wour support

EMail Body

v

Accept
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EXTRA CHARGES (INVOICING & GRV)

Extra / other charges can be best explained as an alternate way / method of adding additional value to the
GRYV, invoice, sales order, etc... by invoicing or Goods Receiving non stock items.

Both the Invoicing and GRV (goods received voucher) extra charges are used in the same way, except that
invoicing extra charges are usually associated with income accounts in the ledger, and GRV extra charges are
usually associated with expense accounts in the ledger. One can enter a maximum of 4 extra charges for both
invoicing and GRV'’s. Once these extra charges have been entered they will then appear at the bottom of
invoice, GRV, credit note, sales order, etc..., where they can be accessed to enter their respective values or left
blank.

Q) Company Details |8 ||

Company Delails] Company Lﬂgn] Control Numbers | Default Settings [1]1 Default Settings [2]1 Enterprize Settmgs] Closing Dales] Integration Accounts | Tax Rates | Email — Extra Charges ]

Extra Charges will appear in the relevant processing modules and will allow the user to specify a value for each Extra Charge during processing of
the document. You are required to link such charge to a Stock Item and to specify its Vat Rate. For GRVs such Extra Charge may be selected to
inflate your cost.

Invoicing Extra Charges
Description Stock Item Normal Vat Rate Export/Import Vat Rate

Delivery] DELOO1 1

1

[ARREEE
[ARREKEE

-

Goods Receiving Extra Charges
Description Stock Ttem Normal Vat Rate Export/Import Vat Rate Part Of Cost
Delivery DELOD1 1 1 = [¥] Tick For Yes
+ [¥] Tick For Yes
- Tick For Yes
- Tick For Yes

44 4«
44 44

Accept

Use the cursor control keys (up, down, enter etc.) or the mouse to manoeuvre and allocate stock items,
descriptions and VAT rates. Should the stock item or VAT rate not be known use the search option (ALT and
down arrow) to locate the appropriate stock item or VAT rate.

To delete an extra charges entry one can hold down the ctrl (control) button on the keyboard and press the
delete button. This will completely remove the extra charge.

NOTE: These extra / other charges will affect the pricing structure (i.e. Cost and selling prices). When
amendments are complete select the Accept option to save any additional changes.
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Processin, g Debtors  Creditors  Stock  Ledger  Utiliies  Support  PointofSale  Windows  Help  Shortcuts -

Account Details Invoice Details Totals
Invoice I

AccountNo  ABCDO1 Invoice Date 23/04/2013 =] - -
(@) Yes OiNo
Name and Address Details
ABC Store (Pty) Ltd 7
78 Main Road
Delivery Method
Stellenbosch
Order Number
7600
Rep Number 2 v
Goods Total 3025.00
Discount Amnt 0.00
Invoice Memo Wat Amount 37145
Invoice Disc % 0.00
Delivery Note No Total Quantity 25.00
Code |Desuiphon ‘Typalumt Price |Qty ‘Disc % |Tota\ ~

COKDO1 Coke Single Can P1 10.0000 10.0000 0.00 100.0000
BMO01 Cement P1 185.0000 15.0000 0.00 2 775.0000
=l 0.0000 00000 0.00 0.0000

||

The extra charge in invoicing which is utilized to add
any additional charges to the existing invoice (e.g.
collection fees).

Delivery 150.00

Total 3025.00

N[ v | &][@]] & & & =

Calaulator | |F7longDesc.  FBItemDetals| | Amendments User Defined Data Services Flash F6 Process & Display F10 Process &Print

NOTES ON EXTRA CHARGES

The amount entered as an extra charge on a Goods Receiving will be added to the cost price of the
items on that GRV. The extra charges amount will be broken down in a pro-rata basis (known as the
Weighted Average System) based on each stock item’s ACTUAL COST as a percentage of the GRV
total.

For example, if the GRV of R4000 contains 2 items (Item A and Item B) and the extra charge is R100
then the calculation will be as follows:

Item A — Cost price amount = R 1 000 - therefore (25% contribution to GRV total)
Item B — Cost price amount = R 3 000 - therefore (75% contribution to GRV total)
Extra charge allocation for Item A = R100 * 25% = R25
Extra charge allocation for Item B = R100 * 75% = R75
Total cost for Item A: R 1000 + 25 =R 1 025
Total cost for Item A: R3 000 + 75 =R 1 075

NOTES ON EXTERNAL CHARGES

The amount entered as an external charge on Goods Receiving will be added to the cost price of the
items on that GRV. The external charges amount will be broken down in a pro-rata basis (known as
the Weighted Average System) based on each stock item’s ACTUAL COST as a percentage of the GRV
total. The only difference between the Extra Charges and External Charges is that one is able to link
the External Charge to a supplier/creditor. Therefore external charges can be utilised in such a way to
link relevant charges like shipping and freight and link them to the clearing agent creditor.
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MODULE PARAMETERS (DEFAULT TABLE SETUP)

The default table setup option allows one to setup default parameters for specific modules within the IQ
Enterprise system.

NOTE: It is always best to setup the default information first.
IQF,n_rcrpris_c

DEEIUIS Creditors | Stock | Ledger | General | Services

(®) Transaction Types

Delivery Routes
() Customer / Debtors Groups
(") Risk Profiles
(") User Defined Table
(C)Recurring Charges

() Credit Note Memo

Setup

DEBTORS
TRANSACTION TYPES

The transaction types option allows one to setup any additional or edit any of the existing transaction
types.
CODE
The code displays the transaction type code. These codes are abbreviated from the descriptions of
the transaction types.
DESCRIPTION
The description field displays the description of the specific transaction types. This description must
be meaningful to avoid confusion.
DEFAULT
The default field displays the code that these transaction types relate to.
DR/CR
The DR/CR field displays either a letter D or a letter C to indicate whether the transaction type will
be posted as a debit or a credit.
LEDGER ACCOUNT
The ledger account field displays the ledger account that will be used when any of these
transaction types are used in debtors journals. In other words if an invoice transaction is done the

system will post to the debtors control account (3600.000.000.00) and to the Other Income
account (2001.000.000.00).

MONTH COUNT

The month count will display a total count of these transaction types that have been used. In other
words every time any of the transaction types were used, the system will auto increment the month
count field.

MONTH AMOUNT
The month amount will display a total amount of these transaction types that have been used. In

other words every time any of the transaction types were used, the system will automatically add the
values and display them in the month amount field.
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SELECTION OPTIONS
GRAPH
The graph option allows one to print the existing transaction type information onto a graph report.

EDIT GRAPH
The edit graph option allows one to edit the graph report.

SEARCH
The search option allows one to search for any information on the transaction types screen.

ADD
The add option allows one to add additional transaction types.
EDIT
The edit option allows one to edit any of the existing transaction types.
| % | -

iQ Edit Posting Types Version 6.0.2.0

L]
IQRnrcrprisc

Transaction Types

Transaction Code ji]

Description Journal Debit

Vat Rate 0 ~| Mo Vat Applicable
Ledger Account 3601.000.000.00 * | Debtors Clearing Account

Print Document Under Single Journals

Use As Default Transaction Type

Enter a description for the transaction code entered above
TRANSACTION TYPE

Accept
TRANSACTION CODE

The transaction code entered here will be displayed in the list of transaction types once completed.
This transaction code may then be used when processing transactions.

DESCRIPTION
The description field entered is the description of the specific transaction type. This description must

be meaning full to avoid confusion.

RELATES TO CODE
The relates to code is where the a relation to another code is selected. The above example is a BF

(Brought Forward) code and this will relate to a JD (Journal Debit) purely because the BF code is used

to enter opening balances for the debtor accounts.
VAT RATE
The vat rate option allows one to specify if there is always vat applicable on this specific transaction

type. This means that if vat was selected, the system will then always take vat whenever this
transaction type is used. If not vat is applicable then select the 0 — No Vat Applicable option.

LEDGER ACCOUNT
The ledger account selected here is the ledger account that will be used when this transaction type is

used when processing debtors journals. In other words if a brought forward transaction is done the
contra account will be the debtors clearing account (3601.000.000.00).
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PRINT DOCUMENT UNDER SINGLE JOURNALS
The print document under single journals will allow the user to design a report for the specific
journals.

USE AS DEFAULT TRANSACTION TYPE
The use as default transaction type will be used as the transaction type when processing Debtors
Journals.

jQ Debtors Transaction Types Demo - Head Office Version 6.0.2.0 [l x|

L]
IQquprisc

Transaction Types

Code Description Default Dr fCr Ledger Account Month Count Month Amount |Print Document | »
CN Credit Note CH = 2000.000.000.00 1] 0.00 False B
D5 Discount Ds o 2020.000.000.00 [t} 0.00 False
EF EFT PM [ 3990.000.000, 00 a 0.00 False
N Invoice m o 2000,000.000,00 1 8 550,00 False
m Interest Charge m D 2500.000.000.00 a 0.00 False
ic Journal Credit ic [ 3601.000.000.00 a 0.00 False L
D Journal Debit s} D 3601.000,000,00 a 0.00 False r
PM Payment PM [ 3700.000.000.00 Q 0.00 False
RF Refund RF o 3700.000,000,00 Q 0.00 False

‘ ‘ ‘ = ‘ ‘ ‘ ‘ . ‘ ‘ . J ‘ ‘ ‘ ‘ : 7 ‘ ‘ . ‘
Graph Edit Graph Search Add Edit Delete Design Preview
DELETE

The delete option allows one to delete any of the newly created transaction types. Existing transaction
codes may not be deleted.

DESIGN

The design option allows one to design the report that the transaction types print on.
PRINT

The print option allows one to print the transaction types report.
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DELIVERY ROUTES
The delivery routes option allows one to setup delivery routes for debtor clients. These delivery routes can
also be printed onto delivery notes.

iQ Maintain Routes X
IQF,ntcrprisc
Routes Edit Data
NUMBER DESCRIPTION -
Qoo Delivery Route 1 - Via R21 Route 001
002 Delivery Route 2 - Via N1
003 Delivery Route 3 - Via R569
004 Delivery Route 4 - Via R896 Description Delivery Route 1 -ViaR21
-~ - = 4 -_——
2 L2 |E Eap-nea
Add Delete Search Design Preview Accept
ROUTES
NUMBER
The number field displays the route number. This number can be entered as alpha numeric
characters.
DESCRIPTION
The description displays the route description. This route description can be 30 characters in
length.
EDIT DATA
ROUTE

The route field is where the route number is entered. The route number may contain alpha
numeric characters and only allows for four characters to be entered.

DESCRIPTION
The description field is where the description of the delivery route is entered.
SAVE EDITS
The save edits button allows one to save the newly created/added delivery routes.
CANCEL EDITS
The cancel edits option allows one to cancel any editing while busy editing an existing delivery route.
SELECTION OPTIONS
ADD
The add option allows one to add any new additional delivery routes.
DELETE
The delete option allows one to delete any of the existing delivery routes.
SEARCH
The search option allows one to search for any information on the delivery routes screen.

ACCEPT
Select the accept option to accept any changes made.
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CUSTOMER GROUPS

Customers / Debtors can be grouped accordingly. This is where the different groups are named and created.
iQ Maintain Customer Groups Version 6.0.2.0 X

-
IQRnrcrprisc

Groups Edit Data

NUMBER |DESEF.\IPTIEIN -
Oies ey
_|oo3 Landscapers
L Description Engineers
id ke B T
Add Delete Search Design Preview Accept
GROUPS
NUMBER
The number field displays the group number. This number may be entered as alpha numeric
characters.
DESCRIPTION
The description displays the group description. This group description may be 30 characters in
length.
EDIT DATA
GROUP

The group field is where the group number is entered. The group may be entered in either alpha
or numeric characters.

DESCRIPTION

The description field is where the description of the debtors group is entered.
SAVE EDITS

The save edits button allows one to save the newly created/added debtor groups.
CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing debtor group.
ADD

The add option allows one to add any new customer groups.
DELETE

The delete option allows one to delete any of the existing customer groups.
SEARCH

The search option allows one to search for any information on the customer group screen.
ACCEPT

Select the accept option to accept any changes made.
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RISK PROFILES

The risk profile of different debtors can be added/created. The percentage for each profile entered here can
be linked to a particular debtor’s account. This debtor’s interest risk profile percentage is then combined with
the prime interest rate as entered in the system.

iQ Maintain Risk Profile Version 6.0.2.0 X

L]
I_QRntcrprisc

Risks Edit Data

Number 1

3 |High Risk. 2.00

Description Default

Rate 10.00

Ld

Delete ‘ Design Preview ‘ ‘ Accept ‘

RISKS OPTIONS
NUMBER
The number field displays the risk profile number. This number may be entered as alpha numeric
characters.
DESCRIPTION
The description displays the risk profile description. This risk profile description may be 30
characters in length.
RATE
The rate field displays the rate that has been allocated to the relevant risk profile. This rate
entered is a percentage value.
EDIT DATA
NUMBER
The number field is where the risk profile number is entered. The risk profile humber may only
contain numeric characters.
DESCRIPTION

The description field is where the description of the risk profile is entered.
RATE

The rate field is where the rate of the risk profile is entered. This rate entered will deduct from the
prime interest charging rate and the customers that are linked to this profile will be charged less
interest.

EXAMPLE: If the normal interest rate is 10% and the customer is linked to a risk profile that is set
to 5% then that customer will be charged 5% interest because the system will add the 5% to the
prime interest rate.
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SAVE EDITS

The save edits button allows one to save the newly created/added risk profiles.

CANCEL EDITS
The cancel edits option allows one to cancel any editing while busy editing an existing risk profile.

ADD

The add option allows one to add any new risk profiles.

DELETE

The delete option allows one to delete any of the existing risk profiles.

SEARCH

The search option allows one to search for any information on the risk profile screen.

ACCEPT

Select the accept option to accept any changes made.

USER DEFINED TABLE
NOTE: By adding a user define table one is able to add additional fields to the debtors maintenance. This

comes in very handy when additional fields are required to store information.

iQ Default Tables Setup Version 6.0.2.0

L x|

iQEm

rprise

The User defined fields must contain the field specified below as the first field, and this field must

be the primary index.

Primary Field Name

Account Primary Field Length 15

Diebtors | Creditors | Stock | Ledger | Generel | Services|

~

") Transaction Types

") Delivery Boute:

When adding a user defined table,
this information here is very
important because the first field has
| to be Account and the Size has to be
set to 15.

Setup
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iQ) Alter Table - DebtUser (DBDebtors\DebtUser) Version 6.0.2.0

e X

Structure l Indezes ] Eull Text Indexing ]

Werzion # |1 I}

Locale |.-’-'-.NSI Standard ﬂ

D ezcription |

Index Page Size |4096 BLOE Block Size |12

Encrypted [ Password |

Last Auto-Inc Walue |0

# |Field Mame [ata Type | Size | Required | Details -~
1 String 15 Mo Mo

2 Spouse Mame String 10 Mo Mo -
3 RegDate [rate 0 Mo Mo 1

L4l»

# of Fieldz |3 Tatal Record Size |64

[ ow ]

LCancel

NOTE: There are only a few things that needs to be entered and remembered when adding a new user
defined table. The very first thing that need to be done here is to add the “Account” field under the “Field

Name”.

Once the “Account” field has been added, one can then add any other additional fields as needed. Once all
the necessary fields have been added, we need to set the “Account” field as the default index. Select the

Indexes tab at the top of the screen.
iQ) Alter Table - DebtUser (DBDebtors\DebtUser) Version 6.0.2.0

L X

Shucture  Indexes ‘ Full Test Indexing ]

Frimarny | Cazednz | Urnique ||:DITI|:I[ESSiDr'I |ndexed Fields

Dezcending Fields

Index Mame

Tes Mo Tez Mone Account

# of Indexes |1

[ e ]

LCancel

Under the “Indexed Fields” heading, select the three dotted button. From this next screen select the

“Account” field and move it from the left hand side to the right hand side.
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Once complete select the “"OK” option.

Once the Primary Index field has been selected, select the drop down under the field heading “Primary” and

set the value to “Yes”. Once complete, select the “Create” option in order to create our newly user defined
table.

Information &I

Once completed the newly added user defined field can be found under the debtors maintenance option.
Edit any existing debtor client and the newly added table will be available.

Q¥ Debtor Maintenance Demo - Head Office Version 6.0.2.0

-
IQRnFcypris_c

Y|

Account Details ] Multiple Contacts/Delivery Addresses User Defined Data | Recurring Charges ]

Account BLADDL
Spouse Name Jenny
RegDate |11/12/2012 hd

S
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RECURRING CHARGES

The recurring charges option allows one to setup a default export folder for recurring charges as well as a
default outgoing email server. This allows the recurring charge information to be either exported or emailed
once the processing of the recurring charges has taken place.

iQ Recurring Charges Setup Version 6.0.2.0 [ X

L]
IQEnrcrprisc

Recurring Charges - Settings

Terminal Specific Setup

Export Folder C:\IQExport -

Company Specific Setup
Outgoing Mail Server GMALL| =
1Q Allows you to select the SMTP A t (Outgoing Mail A t) that will be usedto

send the Recurring Invoices to the related Del;tor Accounts after processing. This
account will be used independently of any Mail Server setup for each user [ for the
company.

¢

Cancel Setup Mail Accounts

==
a
=l

RECURRING CHARGES SETTINGS
EXPORT FOLDER

The export folder allows one to specify where the results of the recurring charges will be exported to
once the recurring charges have been processed.

OUTGOING MAIL SERVER

The outgoing mail server option allows one to specify where the results of the recurring charges will
be emailed to once the recurring charges have been processed.

CANCEL

The cancel option will cancel any of the changes made on the recurring charges settings screen.
ACCEPT

Select the accept option to accept any changes made.
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CREDIT NOTE MEMO

iQ Maintain Credit Note Memo Version 6.0.2.0 |5 |
.Q
| Enterprise
TNTBTATITE JECOINTINE SOFTHARE
Memo Setup Edit Data
NUMBER DESCRIPTION a
oot Credit Note Memo 1 Number 005
_|ooz Credit Note Memo 2
G Credit Note Memo 3
004 Credit Note Memo 4 Description Credit Motz Mema 5

zl_ Credit Note Memo 5

- -~ : i :/ E 0
@ [ 7] Q A L
Add Delete Search Design Preview Accept

The Credit Note Memo option will allow the user to add Credit Note Memo’s that can be selected when
processing a Credit Note.

_
iQ Search Version 6.0.2.0 [

Search Selection - [F7] To Switch Search By - double dick to change

.Q (@) Filter Records
IQEnterprise

ATIVE ACCOUNTING &8

DEFALLT

Description

() Go To Record

HUMEER DESCRIPTION -
Credit Note Memo 1 F

002 Credit Note Memo 2

003 Credit Note Memo 3

004 Credit Note Memo 4 =

005 Credit Note Memo 5

Credit Note Selection
option while busy with a
Credit Note
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-
IQF‘.nrcrprisc

Debtors Ered\lms Stock | Ledger | General | Services

(®) Transaction Types
() Supplier Groups

(D) User Defined Table
(J)GRV External Charges
(C) Ordering Lead Times

Ordering Delivery Cyde

Setup

CREDITORS
TRANSACTION TYPES
The transaction types option allows one to setup any additional or edit any of the existing transaction types.
CODE

The code displays the transaction type code. These codes are abbreviated from the descriptions of the
transaction types.

DESCRIPTION
The description field displays the description of the specific transaction types. This description must be
meaningful to avoid confusion.

DEFAULT
The default field displays the code that these transaction types relate to.

DR/CR
The DR/CR field displays either a letter D or a letter C to indicate whether the transaction type will be
posted as a debit or a credit.

LEDGER ACCOUNT
The ledger account field displays the ledger account that will be used when any of these transaction
types are used in creditors journals. In other words if an invoice transaction is done the system will

post to the creditors control account (4000.000.000.00) and to the creditors clearing account
(4001.000.000.00).

MONTH COUNT

The month count will display a total count of these transaction types that have been used. In other
words every time any of the transaction types were used, the system will auto increment the month
count field.
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MONTH AMOUNT

The month amount will display a total amount of these transaction types that have been used. In
other words every time any of the transaction types were used, the system will automatically add the

values and display them in the month amount field.

iQ Creditors Transaction Types Demo ~ Head Office Version 6020 [ x ]
IQEHFQL‘pI‘iSC
Transaction Types
Code Description Default Drfcr Ledger Account Month Count| Month Amount |Print Document |
o Credit Note o D 1350.000.000.00 0 0.00True 7
DS Discount DS D 2520.000.000.00 ] 0.00 False
N Irwoice N [ 1350.000.000.00 0 0.00 False
I Interest Charge m C 1405.000.000.00 0 0.00 False
ic Journal Credit i C 4001.000.000.00 0 0.00 |False
o Journal Debit I D 4001,000,000,00 0 0,00 |False L
PM Payment PM D 3990.000.000.00 o] 0.00 False T
RF Refund RF [ 3700.000.000.00 0 0.00 False
Graph Edit Graph Search Add Edit Delete Design Preview
GRAPH
The graph option allows one to print the existing transaction type information onto a graph report.
EDIT GRAPH
The edit graph option allows one to edit the graph report.
SEARCH
The search option allows one to search for any information on the transaction types screen.
ADD
The add option allows one to add additional transaction types.
EDIT

The edit option allows one to edit any of the existing transaction types.
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iQ Edit Posting Types Version 6.0.2.0

L]
IQEnrcrprisc

Transaction Types

Transaction Code iC

Description Journal Credit

Vat Rate 0 ~ | Mo Vat Applicable
Ledger Account 4001.000.000.00 * | Creditors Clearing Account

Print Document Under Single Journals

Use As Default Transaction Type

Enter a description for the transaction code entered above
Accept
TRANSACTION TYPE
TRANSACTION CODE
The transaction code entered here will be displayed in the list of transaction types once completed.
This transaction code may then be used when processing transactions.
DESCRIPTION
The description field entered is the description of the specific transaction type. This description
must be meaning full to avoid confusion.
RELATES TO CODE
The relates to code is where the a relation to another code is selected. The above example is a BF
(Brought Forward) code and this will relate to a JC (Journal Credit) purely because the BF code is
used to enter opening balances for the creditor accounts.
VAT RATE

The vat rate option allows one to specify if there is always vat applicable on this specific
transaction type. This means that if vat was selected, the system will then always take vat
whenever this transaction type is used. If not vat is applicable then select the 0 — No Vat

Applicable option.

LEDGER ACCOUNT
The ledger account selected here is the ledger account that will be used when this transaction type
is used when processing creditor journals. In other words if a brought forward transaction is done
the contra account will be the creditors clearing account (4001.000.000.00).

PRINT DOCUMENT UNDER SINGLE JOURNALS
The print document under single journals will allow the user to design a report for the specific
journals.
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USE AS DEFAULT TRANSACTION TYPE

The use as default transaction type will be used as the transaction type when processing Creditors
Journals.

DELETE

The delete option allows one to delete any of the newly created transaction types. Existing
transaction codes may not be deleted.

DESIGN

The design option allows one to design the report that the transaction types print on.
PRINT

The print option allows one to print the transaction types report.
SUPPLIER GROUPS

Suppliers / Creditors can be grouped accordingly. This is where the different groups are named and

created.
iQ Maintain Supplier Groups Version 6.0.2.0 [
I_QFAucrprisc
Groups Edit Data
NUMBER DESCRIPTION -
oot Supplier Group A Group 005
|00z Supplier Group B
_|oo3 Supplier Group C
_|oo4 Supplier Group D Description Supplier Group E
Qoos  Isuppier GrowpE
- - = I —
22 |E L2 LB
Add Delete Search Design Preview Accept
GROUPS
NUMBER
The number field displays the group number. This number may be entered as alpha numeric
characters.
DESCRIPTION
The description displays the group description. This group description may be 30 characters in length.
EDIT DATA
GROUP

The group field is where the group number is entered. The group may be entered in either alpha or
numeric characters.

DESCRIPTION

The description field is where the description of the suppliers group is entered.
SAVE EDITS

The save edits button allows one to save the newly created/added supplier groups.
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CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing supplier group.
ADD

The add option allows one to add any new supplier groups.
DELETE

The delete option allows one to delete any of the existing supplier groups.
SEARCH

The search option allows one to search for any information on the supplier group screen.
ACCEPT

Select the accept option to accept any changes made.
USER DEFINED TABLE

iQ Default Tables Setup Version 6.0.2.0 T )

L]
IQF:ntCrprisc

The User defined fields must contain the field specified below as the first field, and this field must
be the primary index.

Primary Field Mame Account Primary Field Length 15

‘ DEblUlSl Creditors | Stock I Ledger | General | Selvlcesl \

Transaction Types

Supplier Groups

When adding a user defined table,
this information here is very
important because the first field has
to be Account and the Size has to be
set to 15.

GRV External Charges
Ordering Lead Times

Ordering Delivery Cyde

NOTE: By adding a user define table one is able to add additional fields to the debtors maintenance. This
comes in very handy when additional fields are required to store information.
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iQ) Alter Table - CredUser (DBCreditors\CredUser) Version 6

020 L X
Structure } Indexes ] Eull Text Indexing ]
Werzion # |1 1] Locale |,'11NS| Standard j
Description | Index Page Size |4036 BLOE Block Size (512
Encrypted [ Password | Last Auto-lnc Y alue |0
i3 |Fie|u:| M ame |Data Type | Size | R equired | Details -
| =) Sng (3] £[) E[
R (O phion 1 Date 1] Mo Mo r
3 Option 2 String 20 Mo Mo
-~ =
-
|
f# of Fields |3 Total Record Size |72
| Cancel

NOTE: There are only a few things that needs to be entered and remembered when adding a new user
defined table. The very first thing that need to be done here is to add the “Account” field under the “Field

Name”.

Once the “"Account” field has been added, one can then add any other additional fields as needed. Once all
the necessary fields have been added, we need to set the “Account” field as the default index. Select the

Indexes tab at the top of the screen.

iQ} Alter Table - CredUser (DBCreditors\CredUser) Version 6.0.2.0

X
Stucture  Indexes l Full Test Indexing ]
Index Mame Prirnary | Cazens | Unique |Eumpre&siun Indexed Fislds Dezcending Fields |
e Mo Yer |Mone Account
# of Indexes |1
| LCancel

Under the “Indexed Fields” heading, select the three dotted button. From this next screen select the
“Account” field and move it from the left hand side to the right hand side.

Once complete select the “OK” option.
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Once the Primary Index field has been selected, select the drop down under the field heading “Primary” and

set the value to “Yes”. Once complete, select the “Create” option in order to create our newly user defined
table.

Information ﬁ

.................................

Once completed the newly added user defined field can be found under the debtors maintenance option.
Edit any existing debtor client and the newly added table will be available.
iQ Creditor Maintenance Demo - Head Office Version 6.0.2.0 ||

.
IQEHFQI‘p]‘iSC

Agccount Details 1 Multiple Contacts/Delivery Addresses  User Defined Data | Ordering / B28 ]

Account ABC001
Option 1 |14/12/2011 ]
Option 2 |user defined

option 3 |

S L
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GRV EXTERNAL CHARGES
REFERENCE
The reference field displays the reference that was used when the GRV external charge was created.
CREDITOR

The creditor field will display the creditor\supplier that was used when the GRV external charge was
created.

VAT RATE

The VAT rate field displays the VAT rate that is used for the specific GRV external charge that is
created.

LEDGER

The ledger field displays the ledger account that is linked to the specific GRV external charge.
AMOUNT

The amount field displays the amount that is currently linked to the specific GRV external charge.

External Charge Options Available Filters
Clear Filter

.
IQ . Default Currency Selection
Enterprise =

Fieference Creditor “at Rate Ledger Amount ~
4197 STAROO1 1|1254.000.000.00 158,56
856 XYZ001 0/1260,000.000.00 489.67

i { O @ © S o I ¢
Select Visible Fields Filter Add Edit Delete Desian Preview ACCept
SELECT VISIBLE FIELDS
The select visible fields option allows one to view more fields on the external charges screen.
FILTER
The filter option allows one to filter on any information on the external charges screen.
ADD
The add option allows one to add any new supplier groups.
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iQ} Edit an Existing External Charge Version 6.0.2.0 X

[ ]
IQEntcrpris_c

External Charges Setup

Reference 147]
Creditor Account STAROO1 ~ |Star Wholesalers
Vat Rate 1 w \MNormal Vat
Ledger Account 1254,000.000 w |Collection Fees
Amount 158,58
Branch 001 w |Demo - Head Office
Department ACC = Accounts Department

Cancel Accept

EXTERNAL CHARGES SETUP
REFERENCE
The reference field is where the reference is entered for the GRV external charge.
CREDITOR ACCOUNT
The creditor account field is where the creditor\supplier is selected for the GRV external charge.
VAT RATE
The VAT Rate field is where the default VAT Rate is selected for the specific GRV external charge.
LEDGER ACCOUNT

The ledger account field is where the ledger contra account is selected for the specific GRV external
charge.

AMOUNT

The amount field is where the amount is entered for the relevant GRV external charge.
CANCEL

The cancel edits option allows one to cancel any editing while busy editing an existing supplier group.
ACCEPT

Select the accept option to accept any changes made.
EDIT

The edit option allows one to edit any of the existing external charges.
DELETE

The delete option allows one to delete any of the existing supplier groups.
DESIGN

The design option allows one to design the external charges report.
PREVIEW

Select the preview option to preview the external charges report.
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ORDERING LEAD TIME
Ordering lead time is the time it take from the when you have order your stock to the time the stock arrive
with you. The Ordering factor could be as measure to use by which the stock quantity would be multiplied.
In other words if you use the ordering factor as (days, week or months) e.g. 2.5 and the stock quantity to
order is 5 the order amount would be 12.5 or if the ordering factor is 3 and the stock quantity is 5 the order
amount would be 15.

The ordering factor will be used with setup up the Auto Re-order formulas in Module parameters, Stock.

L]
IQF,ntcrprisc

Debtors| Creditors | Stock | Ledger | General | Services

( - ) Transaction Types

( _ ) Supplier Groups

() User Defined Table

(O) GRV External Charges
(®) Ordering Lead Times

Ordering Delivery Cyde

LEAD TIMES
NUMBER

The number field displays the Lead time number. This number may be entered as alpha numeric
characters.

DESCRIPTION

The description displays the Lead Time description. This Lead Time description may be 30 characters
in length.

EDIT DATA
GROUP

The group field is where the Lead Time number is entered. The Lead Time may be entered in either
alpha or numeric characters.

DESCRIPTION

The description field is where the description of the Lead Time is entered.
SAVE EDITS

The save edits button allows one to save the newly created/added Lead Time.

CANCEL EDITS
The cancel edits option allows one to cancel any editing while busy editing an existing Lead Time.
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ADD

The add option allows one to add any new Lead Time.

IQElugrpris__C

Lead Times

HU... |DESCRIPTION Factar
»
2 4th Week

2,50

DELETE

Number /1D

Description

Ordering Factor

Design

2Weekly

4

Preview Accept

Ld

The delete option allows one to delete any of the existing Lead Time.

SEARCH

The search option allows one to search for any information on the Lead Time screen.

ACCEPT

Select the accept option to accept any changes made.
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ORDERING DELIVERY CYCLE

Ordering Deliver Cycle is how often your suppliers Deliver stock. The Deliver Cycle could be as measure to
use by which the stock quantity would be multiplied.

In other words if you use the Deliver Cycle as (days, week or months) e.g. 1.5 and the stock quantity to
order is 10 the order amount would be 15 or if the Deliver Cycle is 5 and the stock quantity is 10 the order
amount would be 50.

The Deliver Cycle will be used with setup up the Auto Re-order formulas in Module parameters, Stock.

-
IQF‘.ntcrprisc

Debtors | Creditors | Stock | Ledger | General | Services

(O Transaction Types

() supplier Groups

(0 User Defined Table
() GRY External Charges
() Ordering Lead Times

(®Drdering Delivery Cyce)

Setup

DELIVERY CYCLE
NUMBER

The number field displays the Ordering Delivery Cycle number. This number may be entered as alpha
numeric characters.

DESCRIPTION

The description displays the Ordering Delivery Cycle description. This Ordering Delivery Cycle
description may be 30 characters in length.

EDIT DATA
GROUP

The group field is where the Ordering Delivery Cycle number is entered. The Lead Time may be
entered in either alpha or numeric characters.

DESCRIPTION

The description field is where the description of the Ordering Delivery Cycle is entered.
SAVE EDITS

The save edits button allows one to save the newly created/added Ordering Delivery Cycle.

CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing Ordering
Delivery Cycle.
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ADD
The add option allows one to add any new Ordering Delivery Cycle.

IQF.anrprisc

Delivery Cydles Edit Data

[Mu.. [oESCRIPTION [Fastor [~
1 Ordering Delivery Cyde 2.5% 2,50% Number f ID 2
ﬂ
Description Ordering Delivery Cyde 3.5%
Delivery Cyde 3.50
- - - )
© @ = 7 i L 4
Add Delete Search Design Preview Accept
DELETE
The delete option allows one to delete any of the existing Ordering Delivery Cycle.
SEARCH
The search option allows one to search for any information on the Ordering Delivery Cycle screen.
ACCEPT

Select the accept option to accept any changes made.
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STOCK
MAJOR DEPARTMENTS

Select the Utilities option from the Stock menu followed by the Major Departments option from the
submenu.

Departments are the essence of the stock integration to the ledger. They also provide a quick and easy way
of extracting consolidated sales, purchases, GP% and profit values.

-
IQFHtUpriSC

Debtors | Creditors| Stock | Ledger | General | Services

(@) Major Departments (") User Defined Table
Minor Departments () Stock Adjustment Reasons
() Warehouses () Synchronization Setup
() Adjustment Codes () Stock Transfers
() Stock Groupings (") Stock Colours
(C)Line Ttem Colours () Stock Sizes

() Auto Re-Ordering Formulas () Deliveries and Collections

NOTE: Departments must be setup before creating stock items. The reason for this is that a department
must be allocated to a stock item at the time of creating it. It would be a time consuming job to go back and
edit each and every item and re-allocate the correct department.

As mentioned previously the departments help with the integration to the various general ledger accounts,
but not in a direct way. What's meant by this, is when an item is sold or purchased or adjusted, the system
does not draw the ledger integration information directly from the department file, but rather directly from
the ledger details stored on the item. Why, because the department ledger account details are actually
stored per item in the stock file. Instead of having to enter ledger details per item the ledger details are
entered via the departments and then posted to the individual items. It is easier to edit 20 or 30
departments than to edit 100’s or 1000’s of items.

The department file facilitates two things. Firstly, the facility to reproduce stock reports in a summarized
format by department. Secondly, a simplified way to capture stock ledger integration details.

It is vitally important that when any changes that are made to the ledger accounts for any of the existing
departments that the new information must be accepted. Failing to do this will cause a mismatch between
the actual ledger accounts that are stored on the item and the ledger accounts that reflected on the
department.
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STOCK MAJOR DEPARTMENT DATA

.
IQRHTCTPTiSC

Available Filters
Clear Filter

DEFAR. DESCRIPTIO SALES STOCK COSTOFSALE ME...|LEDGERD.

002 Hardware 2000.000.000.00 3500.,000.000.00 1000.000.000.00
003 Air Time 2000.000.000.00 3500.000.000.00 1000.000.000.00
004 Fanta 2000.000.000.00 3500.000.000.00 1000.000.000.00
005 Service 2000.000.,000.00 3500,000,000.00 1000.000.000.00
006 Vegetables 2000.000.000.00 3500.000.000.00 1000.000.000.00
007 Manuf, 2000.000.000.00 3500.000.000.00 1000.000.000.00
008 Men's Clo. 2000.000.000.00 3500.000.000.00 1000.000.000.00
009 Fiction 2000.000,000.00 3500.,000,000.00 1000.000.000.00
010 Mon Fiction 2000.000.000.00 3500.000.000.00 1000.000.000.00
011 Mon Stock. 2000.000.000.00 3500.000.000.00 1000.000.000.00

{1 e e o | .
(8]
o
3

T 8 Y A £ & B o =

Select Visible Fields Export Eilter Search Add Edit Delete Preview Design Print

DEPT (DEPARTMENT)

The dept is short for department. This field shows the actual department number. This field my
contain numeric and alphanumeric characters.

DESCRIPTION

The description field shows the description of the department. This description may also be the name
of the department.

SALES ACCOUNT

The sales account field holds the sales account number. By entering a sales account, this will tell the
system which sales account must be used when a transaction is posted. In other words when an
invoice transaction is done, this will be the sales account where the transaction will be posted to in the
ledger for all stock items that belong to that specific department.

STOCK ACCOUNT

The stock account field holds the stock account number. By entering a stock account, this will tell the
system which stock account must be used when a transaction is posted. In other words when an
invoice transaction is done, this will be the stock account where the transaction will be posted to in
the ledger for all stock items that belong to that specific department.

COST OF SALES

The cost of sales account field holds the cost of sales account number. By entering a cost of sales
account, this will tell the system which cost of sales account must be used when a transaction is
posted. In other words when an invoice transaction is done, this will be the cost of sales account
where the transaction will be posted to in the ledger for all stock items that belong to that specific
department.

NEG DEPT

The negative department reverses the normal effect of the transaction on the stock and ledger
accounts. It is used to keep track of empty containers that are refunded on their return.

LEDGER DEPT

The ledger department allows one to specify per department for the purpose of splitting the ledger. In
other words, when the transaction is posted the system will show the specific ledger department
when viewing the transaction within the ledger enquiries screen.
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Available Filters

Clear Filter

L]
IQF‘.anrprisc

DEPAR. DESCRIPTIO SALES STOCK COSTOFSALE ME...|LEDGERD..| *
002 Hardware 2000.000.000.00 3500.000.000.00 1000.000.000.00 [~ corp
003 Air Time 2000.000.000.00 3500.000.000.00 1000.000.000.00 [~ corp
004 Fanta 2000.000.000.00 3500.000.,000.00 1000.000.000.00 [~ corp
005 Service 2000.000.000.00 3500.000.000.00 1000.000.000.00 [~ corp
o0& Vegetables 2000.000.000.00 3500.000.000.00 1000.000.000.00 [~ CORrP
007 Manuf, 2000.000.000.00 3500.000,000.00 1000.000.000.00 [~ corp
008 Men's Clo. 2000.000.000.00 3500.000.000.00 1000.000.000.00 [~ corp
009 Fiction 2000.000.000.00 3500.000.000.00 1000.000.000.00 [~ corp
010 Mon Fiction 2000.000.000.00 3500.000.,000.00 1000.000.000.00 [ corp
011 Mon Stodk 2000.000.000.00 3500.000.000.00 1000.000.000.00 [~ Aacc
v
T L= &8 =] e ¢ / =
E ] ¢ = B oS &% i 7 =
Select Yisible Fields Export Eilter Search Add Edit Delete Preview Design Print

SELECT VISIBLE FIELDS

In order to change the list of visible fields in the screen, select the Select Visible Fields option. Select a
field in the left-hand column under Available Fields. Then click on the > button to add it to the right-
hand column under Visible Fields. To move all the fields, click on the >> button. To a reverse an
entry, click on the < or the << button.

EXPORT

Select the export option in order to export the existing on screen information into any of the following
formats (CSV, TXT, HTML, XML, XLS (Excel) and IQ XML).

FILTER
Use the filter option to filter for selected departments or other filter criteria selections.

HINT: The filter option can be used to filter only for selected stock departments, departments or
department ranges.

SEARCH
The search option allows one to search for any information on the major department screen.
ADD

The add option allows one to add additional departments to the system. By default in the system
there are ten departments already created. These departments may be altered in any way.

EDIT

The edit option allows one to edit any existing departments or edit newly created ones.
DELETE

The delete option allows one to delete any of the existing departments.

NOTE: If a department is deleted, the system cannot produce accurate stock departmental reports.
PREVIEW

The preview option allows one to preview the existing departments in a report format.
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IQRetail (PTY) LTD Date Printed : 271 0/2008 1of1
Stock Departments
Data Fitter: Mo Filter Specified
Department Description Sales Account Costof Sdes Stock Account
nm Castle 2000.000.000.00 1000.000.000.00 3500.000.000.00
noz2 MTH 2000.000.000.00 1000.000.000.00 3500.000.000.00
003 Vodacom 2000.000.000.00 1000.000.000.00 3500.000.000.00
004 Foodstuffs 2000.000.000.00 1000.000.000.00 3500.000.000.00
005 Labour 2000.000.000.00 1000.000.000.00 3500.000.000.00
006 Miscellaneous / Non Stock 2000.000.000.00 1000.000.000.00 3500.000.000.00
0o7 Returns / Empties 2000.000.000.00 1000.000.000.00 3500.000.000.00
FEEEND OF REPORT ***
DESIGN

The design option allows one to modify the existing stock major department report.

PRINT

The print option will print the stock departments report. This will not produce a preview screen, the
information will be sent directly to the printer.
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CREATING A MAJOR DEPARTMENT

To create or maintain department details select one the available maintenance options, Add, Edit or
Delete. Once either the Edit or Add option has been selected, the Department details screen will

appear.

NOTE: The Department Code cannot be altered once a department has been saved or is being edited.
Delete the department and then recreate the correct one.

Use the Enter or Tab key to move between entry fields (i.e. Department number, description and

ledger accounts).

IQF,nrcrprisc

Department Name
Description
Ledger Department

Local Sales Account
Export Sales Account
Cost Of Sales Account
Stock Account
Purchases Account
Cost Of Sales Adjustment
Default Rep

Maximum Grv Variance¥%
Apply Maximum Var
Negative Department

Auto Re-Ordering Method
No Commision

Posting Method

Company Default

X

Cancel

001
[Coke]

CORP ”

2000.000.000.00

2000,000,000.00

1000.000.000.00

3500.000.000.00

1305.000,000,00

1000.000.000.00
v

€| €€ |«

10.00
Tick for Yes
[ Tick for Yes

Replenishment
[ ] Tick for Yes

v NfA

(®) Perpetual Stock Control (Post Sales/Stock/Costofsales)
() Periodic Stock Control (Post Sales/Purchases Only)
Perpetual Stock Contral {Post Sales/Stock/Costofsales)

"4

Accept

DEPARTMENT NAME

Enter a meaningful department name, e.g. Hardware Sales.
DESCRIPTION
The description field shows the description of the department. This description may also be the name
of the department.
LEDGER DEPARTMENT
The ledger department allows one to specify per department for the purpose of splitting the ledger. In

other words, when the transaction is posted the system will show the specific ledger department
when viewing the transaction within the ledger enquiries screen.

LOCAL SALES ACCOUNT
Enter the local sales account in the general ledger which must be updated with the sales value of the

item, whenever an item belonging to this department, is sold. Use search facility (ALT and the down
arrow) to search for account numbers in the general ledger.

EXPORT SALES ACCOUNT
Enter the export sales account in the general ledger which must be updated with the export sales

value of the item, whenever an item belonging to this department, is sold. Use search facility (ALT
and the down arrow) to search for account numbers in the general ledger.

COST OF SALES ACCOUNT

Enter the cost of sales account in the general ledger which must be updated with the cost of the item
whenever an item belonging to this department, is sold. Use search facility (ALT and the down arrow)
to search for account numbers in the general ledger.

Stock Account
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Enter the stock account in the general ledger, which must be updated whenever an item belonging to
this department, is sold. Use search facility (ALT and the down arrow) to search for account numbers
in the general ledger.

PURCHASES ACCOUNT
Enter the purchases account in the general ledger, which must be updated whenever an item

belonging to this department, is purchased. Use search facility (ALT and the down arrow) to search
for account numbers in the general ledger.

NOTE: This account will only be used if the Post Sales/Purchase Only stock posting method is
selected.
MAXIMUM GRV VARIANCE %

This is the maximum percentage whereby the price of the stock items in this department may vary in
the GRV and Purchase Order from the previous cost price that was entered.

EXAMPLE: With a 10% variance, if the cost of the item was R50 then the GRV or Purchase Order will
only allow a price range of between R45 and R55. Only the Supervisor will be able to override this
option.
APPLY MAXIMUM VAR
This option will enable the maximum GRV Variance percentage. In other words if this option apply
Maximum Var is not ticked then the system will not apply the maximum GRV Variance percentage.
NEGATIVE DEPARTMENT
This reverses the normal effect of the transaction on the stock and ledger accounts. It is used to keep

track of empty containers that are refunded on their return. If the stock department is a negative,
remember to enable the option by putting a tick mark in the box.

Auto re-ordering method
The auto re-ordering method option allows one to select any of the custom ordering formulas that
have been setup. The enables one to specify the selected ordering method per department.
POSTING METHOD
PERPETUAL STOCK CONTROL (POST SALES/STOCK/COST OF SALES)
This is for a system that requires a continuous record of all receipts and withdrawals of EACH
INDIVIDUAL ITEM of stock inventory. The above accounts will be posted to when an invoice is

processed. Therefore the cost of EACH item in a transaction is calculated. This option is most
commonly used.

PERIODIC STOCK CONTROL (POST SALES/PURCHASES ONLY)

This option will only post to the Sales and Purchases accounts. There is no record of each stock
item’s individual cost. The cost is calculated periodically and is done in the Ledger.
EXAMPLE: Restaurant’s where the cost cannot be calculated per item sold, or service industries
where the cost of Services Rendered is calculated periodically. This is also known as the Periodic
Stock system and is a method of finding the value of merchandise at periodic intervals by taking a
physical stock count.

CANCEL
The esc cancel option will disregard any changes that have been made to any department.
ACCEPT

The accept option will update all the necessary stock department information and this information
will then be saved.
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MINOR DEPARTMENT

Minor Departments are also known as groups. Which by stock items may be grouped together by utilizing
the minor departments option. Minor Departments are either set up with no relationship between a major
department (i.e. independently) or they can be linked. If they are linked, then each Major Department will
consist of various Minor Departments and each Minor Department will link to only one Major Department.

.
|QFnrcrprlsc

Debtors | Creditors Stock | Ledger | General | Services

(7 Major Departments
® }inor Departments
(") Warehouses

() Adjustment Codes
() Stock Groupings
() Line Item Colours

() Auto Re-Ordering Formulas

() User Defined Table

(") Stock Adjustment Reasons

(7 Synchronization Setup

() Stock Transfers

(") Stock Colours

(") Stock Sizes

() Deliveries and Collections

Setup
Sort Order Available Filters
Clear Filter
. Q (®) Department, Group
I Enterprise
() Group, Department
| Depaitment | Group | -
Narme Description Marne Description
0001 Soft Drinks.
0002 Computers
0003 Clothing
0004 Air Time
0005 Non Stodk
0008 Food
007 BOQ
0008 Building Mat
0009 Empty
0010 Empty
0111 Dog Food
v
|
S
; f = &L £ & Y
Filter Export Search Add Edit Delete Report Options
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DEPARTMENT

The department field here will display the major department that the minor department is linked to.
This will only reflect if the option is enabled under the Utilities -- > Company Details -- > Default
settings (1) tab.
NAME
The name field will show the name of the relevant major department.
DESCRIPTION
The description field will show the description of the relevant major department.
GROUP
The group field here displays all the groups/minor departments listed within the system.
NAME
The name field will show the name of the relevant group/minor department.
DESCRIPTION
The description field will show the description of the relevant group/minor department.
CREATING A MINOR DEPARTMENT

To create an additional minor department, select the Stock Menu Option -- > Stock Utilities -- > Minor
Departments.

Available Filters
Clear Filter

Sort Order

.Q (®) Department, Group
I Enterprise

() Group, Department

| Department | Group | &
Name Diescription Name Description

0001
0002
0003
0004
0005
000&
0007
0003
0009
0010
0111

& 2

b

earch Add

4l

Eilter Export

wn

SEARCH

Soft Drinks
Computers
Clothing
Air Time
Non Stock
Food

BOQ
Building Mat
Empty
Empty

Dog Food

de ¥ 7] B

Edit Delete Report Options

The search option allows one to search for any information on the minor department screen.

ADD

The add option allows one to add any additional minor departments.

EDIT

The edit option allows one to edit any existing minor departments or newly created one’s.
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iQ Minor Departments Version 6.0.2.0 | |-

Details

Minor Department Code  |0001
Description Soft Drinks

v

Accept

DELETE
The delete option allows one to delete any of the existing minor departments.

NOTE: If a minor department is deleted, the system cannot produce accurate stock minor
departmental/group reports.

LINKING MAJOR AND MINOR DEPARTMENTS

In order to link a major department with a minor department, the following setting needs to be set
correctly. Select the Utilities Menu Option -- > Company Details -- > Default Settings (1).

Company Deta\ls} Campany Logol Control Numbers - Default Settings (1] I Drefault Settings [2]] Enterprise SEtt\ngsw Clazing Dalesl InlegratmnAccounts} Tax Hates} EMail I Extra Eharges]

Default Settings - Page 1

To quickly find an option, start typing. Up and down arrows mowve between highlighted items.
[] Print Debtor Receipts [] pisable sales order control on COD Accounts [ Link Job card Number to Purchase Order
[ Print Creditor Payments ["] Enable sales order picking slips Limit Quantity on GRY from Purchase Order
Enable Cascading Items Update work in progress in ledger Enable External Charges
nable Serial Numbers [] pisable Credit Limit Check in Quates [ Disable Dot Matrix Advanced Printing Options
Strict, ki [ pisable Credit imit Check in Job Cards [[] Enable Weekly Age Analysis Reparts

0 Credit limit Check in Sales Orders Show Auto Generated Relations
Th Optlon needs to be enabled ne Comments in Invoicing [ Do order control on purchase orders
3] Order fOr maJOr and minor ne Comments in Credit Notes [ Print Debtors Receipts in Invoicing
departments to be linked.

e comments in Sales Orders [ Enable Deliveries and Collections

e comments in Purchase Orders Show Supplier Code in Processing Module

[ine comments in Quotes [] check for Duplicate Order Numbers in Processing Module
["] Show line comments in Job Cards Stock Multiple Bin Locations

)8
[] Control both weight and Units

Enable multiple stock warehouses [] show line comments in GRV's PDF Exparts - Use Embedded Fonts
heck terms in Sales [] show line comments in RTS's Use Rep Per Line Item In Processing Module
Show all prices in Inveidng Enforce Price Lists if they exist [] Auto-Populate Account Numbers
[] Post all Invoices/Credit notes to POS Save History In Processing Module [ Use Auto Manufacturing In invoicing
[[] Lock Date in Processing Module Automatically Log Off Supervisor after Invoice Auto-Generate References for Ledger Journals
[] Invoice Date defaults to Sales Order Date [] Allow Quotes on Inactive Accounts [ Enable Wildcard / Partial Searching for Lookup Dizlogs
[ "] GRY Date defaults to Purchase Order Date Enable Tender Screen Security [] Automatically Allocate to Oldest Balance
Force Negative stock check in RTS []Enable Supervisor Overrides on Tender Screen [] Allow changing of Line Total in Processing Module
[] Enable stock custom line colours Stock Adjustment Confirmation [ Enforce Completion of User Defined Fields in Processing
Allow preview on documents {Ml|Link Major and Minor Departments
Do credit control on sales orders Enable Quotes & Purchase Order Indicator

This setting enforces Major and Minor Departments to be logically linked. Each Minor Department created will be able to link to a Major Department. As a result a Stock
Item will be able to belong to a Minor Department other than those linked to its Major Department. If you enable this please set up your Major and Minor departments
under Module and Stock Mai

" 4

Accept
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NOTE: Once the option has been enabled, proceed to the Utilities, Setup, Module Parameters (Default
Tables), Stock and then Select the Minor Departments option.

L]
|_Q_E_rlr9rpri_sc

Debtors | Creditors Stock | Ledger | General | Services

(_)Major Departments

() Warehouses

() Adjustment Codes

() Stock Groupings

(") Line Item Colours

() Auto Re-Ordering Formulas

() User Defined Table

() Stock Adjustment Reasons

() Synchronization Setup

() Stock Transfers

() Stock Colours

() Stock Sizes

() Deliveries and Collections

Setup
IQ Maintain Departments Version 6.0.2.0 [ x|
Available Filters
Clear Filter
.Q
] Enterprise
Data
DEPAR DESCRIPTIO SALES STOCK COSTOFSALE NE.|LEDGERD.| *
001 Coke 2000.000.000.00 3500.000.000.00 1000.000.000.00 HR
002 Hardware 2000.000.000.00 3500.000.000,00 1000.000.000.00 [" |corp
003 Air Time 2000.000.000.00 3500.000.000,00 1000.000.000,00 [~ corp
004 Fanta 2000,000.000.00 3500,000.000,00 1000.000,000.00 [" |corp
005 Service 2000,000,000.00 3500.000.000.00 1000.000.000.00 [~ |corp E
006 Vegetables 2000.000.000.00 3500.000.000.00 1000.000.000.00 [ corp
007 Manuf, 2000.000.000.00 3500.000.000,00 1000.000.000.00 [ corp
008 Men's Clo. 2000.000.000.00 3500.000.000,00 1000.000.000.00 [" |corp
003 Fiction 2000.000.000.00 3500.000.000,00 1000.000.000,00 [~ corp
010 Men Fiction 2000,000.000.00 3500,000.000,00 1000.000,000.00 [" |corp L
011 Mon Stock 2000.,000,000.00 3500.000.000.00 1000.000.000.00 [~ |acc
] & | @) 4 “/l (]
L Fo = B e & (9 o -
Select Visible Fields Export Filter Search Add Edit Delete Preview Design Print

ADD

Because of the link between the major and minor department that is now enabled, the add option will
allow one to add any additional minor departments with an additional option to select a department

code as well.
EDIT

Because of the link between the major and minor department that is now enabled , the edit option
allows one to edit any existing minor department and select an additional option to link a major
department to the existing minor department.
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Details
Major Department Code  |D01 w |Coke
Minor Department Code 0001

Description j_SF’ﬂ_: Drlnks|

v

Accept

NOTE: Here the major department is linked to the minor department.
MULTIPLE WAREHOUSES

Multiple warehouses are used for the purpose of stock being stored in different locations. This means that
no system actually exists at these warehouses but sales is made at one central store and the system can be
setup in such a way that the stock can be sold from various warehouses.

NOTE: In order to setup multiple warehouses, select the Utilities Menu, Setup, Module Parameters (Default
Table), Stock, Warehouses.

-
IQF‘.nrcrprisc

Debtors | Creditors| Stock | Ledger | General | Services

() Major Departments () User Defined Table

() Minor Departments () Stock Adjustment Reasons
-:é}@f‘:_’g[g_l_‘_ngl_._l__sgg{ () Synchronization Setup

() Adjustment Codes (") Stock Transfers

() Stock Groupings "1 Stock Colours

() Line Item Colours () Stock Sizes

() Auto Re-Crdering Formulas (") Deliveries and Collections

v

Setup

NOTE: Once the warehouses option has been selected, select the setup option in order to setup the
necessary warehouses.
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CREATING MULTIPLE WAREHOUSES

-
lQEntcrpri_SC

Warehouses

Location ‘Descﬂplmn ~
001 Warehouse 1
002 Warehouse 2

[ 1

(k]
e
4

=
=%
=
(w]
T
i3

T
]
i1

E

B

WAREHOUSES
LOCATION

Edit Data
‘Warehouse

Description

Design

003

Store

Ld

Preview

The location field shows the location number of the multiple warehouses.

DESCRIPTION

Accept

The description field shows the description of the multiple warehouses which in turn is also the name

of that specific warehouse.

NOTE: Once the newly warehouse has been entered, select the Save Edits option in order to save the
newly entered warehouse. If the warehouse information is captured incorrectly, select the Cancel

Edits option in order to discard any changes that have been made.

ADD

The add option allows one to add any additional warehouses.

DELETE

The delete option allows one to delete any of the multiple warehouses that have been created.

SEARCH

The search option allows one to search for any information regarding the multiple warehouses that is

currently displayed on the screen.
ACCEPT

Select the accept option once all the multiple warehouses have been created.
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ADJUSTING MULTIPLE WAREHOUSES

In order to adjust quantities of the warehouses, select the Stock Menu Option, Utilities, Stock

Adjustments

Sort Order Parameters Available Filters

-?-Cnde Date 24/04/2013 ﬂ C\E‘?r F\\:Er

(0 General Code Golf TShirts

i Q i Ledger Account | 3510.000,000.00 v e
5 > | (ODepartment
F:l'l!.'(,?’pﬁ Sc () supplier Code [] Automatically Disable Editing After Adjustment

(O)Barcode

(C)Bin Location

) Main Supplier Reporting Items - Adjustments Not Alowed
Code Description General Code Baicods Departm...| Main Supplier |4 verage C... |Latest Cost [OnHand  [Mew Cost 001 [oo2 003 ~

2003 Cheese KG 20000002003 oot 26.00001 26.0000 37.0000 2600001 ] 0.0000 0.0000
2007 Cheess kg 21000002007 001 150000 15,0000 4.0000(  15.0000] 4,0000 0.0000 0,0000
ABCO01 ABC Classification - Class A ABCOOT il 100.0000[  100.0000[  50.0000|  100.0000 50.0000 0.0000 0,0000
ABCO02 ABC Classification - Class B oot 50.00001 50.0000 0.0000 50,0000 0.0000 0.0000 0.0000
ABCO03 ABC Classification - Class C i 0.0000] 0.0000 0.0000 0.0000] 0.0000 0.0000 0.0000
BHwOOT BOOK. - How to make a burger BHw/OO 01 ABCO01 5253451 5253451  30.0000] 525.3451 30.0000 0.0000 0,0000
EMO01 Coment BMO01 02 AECOD1 147.4300] 147.4300( 129.0000| 147.4300 129.0000 0.0000 0.0000
EMO02 Tiles 002 217.6840| 2189264 166.0000(  217.6240 165.0000 0.0000 0.0000
BMO03 wood 002 ABCO0T 234766|  234766|_ 237.0000)  23.4786|  237.0000 0.0000 0,0000
BMOD4 Sand 002 205457 405457| 134.0000( 405457 134,0000 0.0000 0,0000
BOQOM Bill of Quantity - 51 -1 BOGQO0T 007 178.6537|  146.7263 50.0000[_ 178.5537 50.0000 0.0000 0.0000
BOQO02 Bill of Quantity - Comp A BoQoo2 007 23,7020/ 23.7190 74.5000 23,7020/ 74,5000 0.0000 0.0000
EOGO03 Bill of Quartity - Comp B BOGO03 01 90.0000)  90.0000  74.5000(  90.0000) 74,5000 0.0000 0,0000
BOG004 Bill of Quantity - Comp C BOG4 i 30.0000| 30,0000 106.0000(  30.0000) 106.0000 0.0000 0.0000
BOQO0S Bill of Quantity - Auto Manf 007 1268.7104| 1287104 0.0000[_ 128.7104 0.0000 0.0000 0.0000
EOO006 Bill of Quartity - 51 - 3 o7 0.0000] 0.0000 0.0000 0.0000] 0.0000 0.0000 0.0000
EOQO07 Bill of Quantity - 51 - 4 - Enchance Ma [ii] 842192 131.9726|  230000( 842192 23,0000 0.0000 0,0000
BOQO02 Bill of Quantity - 51 - 4 - Save Man 007 705.0304| 1137263 14.0000(_ 705.0304 14,0000 0.0000 0.0000
CARDDM Canots perKg CAROM oot 4.82001 4.8200 30.0000 4.82001 10.0000 10.0000 10,0000
COKOO1 Coke Single Can COKO01 01 ABCO01 7.9235)  15.4533] 4150000 7.9235 3140000 3.0000 93,0000
COKOD2 Coke Case COoKoo2 001 130.1640] 3708792 0.0000[ 1501640 0.0000 0.0000 0.0000
COKD03 Coke € Pack oot 47.54101 92.7198 0.0000 47.54101 0.0000 0.0000 0.0000
COLO0T Collection Fee COLO0T 005 0.0000] 0.0000 1.0000 0.0000] 1.0000 0.0000 0,0000
DELODT Delivery Fee [Non-Stock ltem) DELOOT 005 0.0000] 0.0000 0.0000 0.0000] 0.0000 0.0000 0,0000
EO11- EntOct 11 EQ11- oot 0.0000] 0.0000 0.0000 0.0000] 0.0000 0.0000 0.0000
JCIoot Job Card Stock ltem - 1 JCI001 002 100.0000| _ 100.0000 15.0000(_ 1000000 5.0000 10.0000 0.0000
JCionz Job Card Stock tem - 2 002 62,5000 0.0000 20000( 625000 2.0000 0.0000 0,0000
JCI003 Job Card Stock Item - 3 - Outwork 02 8500000 850.0000(  10.0000|  850.0000 10.0000 0.0000 0.0000
LABOO1 Labour - Jobcards Lapood 005 0.0000] 0.0000 0.0000 0.0000] 0.0000 0.0000 0.0000
LNS LNS - today LNS i 0.0000] 0.0000 0.0000 0.0000] 0.0000 0.0000 0.0000
MBIDD Mult Bin Item 1 MBIODT 002 150.0000(  150.0000)  93.0000|  150.0000 53.0000 0.0000 0,0000
MEID02 HMulti Bin Item 2 MEID02 002 86.00001 85.0000 50.0000 8600001 50.0000 0.0000 0.0000
MILOOT ik IO 008 9.8500] 9.8500 55.0000 9.8500] 55.0000 0.0000 0.0000 v
¥ = o o T | g -

Filter Search Disable Editing Enable Cost Export Preview Design print

FILTER

The filter option enables one to filter out specific or certain information
shown on the stock adjustments screen.

SEARCH

based on the information

The search option allows one to search for any information that is displayed on the stock adjustments

screen.

ENABLE EDITING
The enable editing option allows one to adjust the on hand quantities within the different warehouses.

NOTE: Once the enable editing option is selected, the system then allows for the quantities of the
warehouses to be adjusted accordingly. Every time a value is changed, the system will post an
adjustment transaction.

ENABLE COST

The enable cost option allows one to adjust the unit cost price of each item within the different

warehouses.

NOTE: Once the enable cost option is selected, the system then allows for the cost of each item to be
changed or adjusted. Every time a value is changed, the system will post an adjustment transaction.

EXPORT

Select the export option in order to export the existing on screen information into any of the following

formats (CSV, TXT, HTML, XML and XLS (Excel).

PREVIEW

The preview option allows one to preview the adjustment report. This report will show all adjustments
made on items.

DESIGN

The design option allows one to modify the existing stock adjustment report.

PRINT

The print option allows one to print the stock adjustment report. This will not preview the report, this
will send the report directly to the printer.
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Setup
STOCK ADJUSTMENT CODES

Stock adjustment codes is where transaction type accounts are setup for Sundry issues and Receipts.

IQEnerprse

[j‘e‘hiérs '-"Eret.j-ltors. Stock i‘.eci‘ger; Genera\-: .Servu:es

() Major Departments (TyUser Defined Table

() Minor Departments () Stock Adjustment Reasons

() Warehouses () Synchronization Setup
®Adjustment Codes! () Stock Transfers

(") Stock Groupings () Stock Colours

(7 Line Item Colours (7 Stock Sizes

() Auto Re-Ordering Formulas (C)Deliveries and Collections

setup

Select the setup option to setup stock adjustment codes.

Ll
IQErerprise

DrfCr |Ledger Account

Ledger Description
L 1285.000.000.00
Sundry Issue

C 3511.000,000.00 Sundries Issues + Receipts
Stationary c 1550.000.000.00 Printing & Stationery
SR Sundry Receipt D

3511.000.000.00 Sundries Issues + Receipts

Ry
o P 7] /4 3
Search Add | Edit Delete | Design Preview

IQ Retail (Pty) Ltd © 2013
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TRANSACTION TYPES

The transaction types option allows one to setup any additional or edit any of the existing transaction types.

CODE
The code displays the transaction type code. These codes are abbreviated from the descriptions of the
transaction types.

DESCRIPTION
The description field displays the description of the specific transaction type. This description must be
meaningful to avoid confusion.

DR/CR
The DR/CR field displays either a letter D or a letter C to indicate whether the transaction type will be
posted as a debit or a credit.

LEDGER ACCOUNT
The ledger account field displays the description of the ledger accounts that will be used when either
a sundry issue or sundry receipts transactions are processed.

LEDGER DESCRIPTION
The ledger description field displays the description of the relevant ledger accounts that are linked to
the specific adjustment codes.

CREATING ADJUSTMENT CODES

—Tranzaction Type
Transaction Code DM
Description g.bDnE.ﬁDI.'Il
IssueReceipt
(® Issue
i) Receipt
Ledger Account 1285.000,000.,00 v |Donations & Fines

Enter a description for the transaction code entered above

v

Accept

TRANSACTION TYPE
TRANSACTION CODE

The transaction code entered here will be displayed in the list of stock adjustment codes once
completed. This transaction code may then be used when processing sundry issues or receipts.
DESCRIPTION
The description field entered is the description of the specific transaction type. This description
must be meaning full to avoid confusion.
ISSUE\RECEIPT

The issue and receipt option allows one to specify if the transaction type code will be either an
issue or a receipt.
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LEDGER ACCOUNT

The ledger account selected here is the ledger account that will be used when this transaction type
is used when processing stock sundry issues or receipts. In other words if a sundry issue or receipt
is processed then the contra account will the specified ledger account that has been linked with the
transaction type.

SEARCH

The search option allows one to search for any information on the transaction types screen.
ADD

The add option allows one to add additional stock adjustment code types.
EDIT

The edit option allows one to edit any of the existing stock adjustment code types.
DELETE

The delete option allows one to delete any of the newly created stock adjustment code types.
Existing transaction codes may not be deleted.

DESIGN

The design option allows one to design the report that the stock adjustment code types print on.
PRINT

The print option allows one to print the stock adjustment code report.
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STOCK GROUPINGS
The Groupings option is where stock synchronisation groups are setup.

IQEntcrpri se

Groupings Edit Data

HUMBER |DESEH\F‘TIDN |~
| [oo1 Western Cape Group 003
|00z Kwazulu Natal
[ Description Gauteng
w
- - 1= / e 0
@w [ 7] i35 2 |
Add Delete Search Design Preview Accept
GROUPINGS
NUMBER

The number field displays the stock grouping synchronize number. This humber may be entered as
alpha numeric characters.

DESCRIPTION
The description displays the stock grouping synchronize description. This group description may be

30 characters in length.
EDIT DATA

GROUP
The group field is where the stock grouping synchronize number is entered. The group may be

entered in either alpha or numeric characters.

DESCRIPTION
The description field is where the description of the stock grouping synchronize is entered.

SAVE EDITS
The save edits button allows one to save the newly created/added stock synchronize groupings.
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CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing stock
synchronize grouping.
ADD
The add option allows one to add any new stock synchronize groupings.
DELETE

The delete option allows one to delete any of the existing stock synchronize groupings.
SEARCH

The search option allows one to search for any information on the stock synchronize groupings
screen.

ACCEPT
Select the accept option to accept any changes made.
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STOCK ITEM LINE COLOURS

Each stock item can be linked to a specific colour. This will then display the stock item with its selected
colour in Stock Maintenance and Stock Enquiries. This makes it easier to distinguish different stock items
from each other. A useful example, would be for separating Non-Stock items from Stock Items and for
distinguishing Cascading Items and items on Promotion or between manufacturing items etc...

STOCK ITEM LINE COLOURS

L]
IQEIlpqrprisc

Debtars | Creditors | Stock | Ledger | General | Services

() Major Depar tments () User Defined Table

() Minor Departments () Stock Adjustment Reasons
() Warehouses (") Synchronization Setup

() Adjustment Codes () Stock Transfers

() Stock Groupings () Stock Colours

@iine |?I_._II_'§‘ () Stock Sizes

() Auto Re-Ordering Formulas () Deliveries and Collections

Setup

ID
The id field will automatically assign a number to each and every custom line colour that is added.

DESCRIPTION
the description field displays the description given to the custom stock item line colour when it was
created.

L]
|QFQrcrmc

Stock Item Line Colours

4 Airtime

5 Computer

— — "a €D

oy
== @ v o v
Search Add Edit Delete Accept
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ACCEPT
The accept option allows one to accept any newly created custom stock item line colours.
SEARCH

The search option allows one to search for any information regarding custom stock item line colours
on the stock item line colour screen.

ADD

The add option allows one to add any new custom stock item line colours.
EDIT

The edit option allows one to edit any of the existing custom stock item line colours.
DELETE

The delete option allows one to delete any of the existing custom stock item line colours.
CREATING A CUSTOM STOCK ITEM LINE COLOUR

.
IQFZHtUpriSC

Line Colour

Description Prome Items

v (%)

oK Cancel

LINE COLOUR

The line colour option allows one to select a specific colour. Select the “Choose Colour” option in
order to select a colour.

DESCRIPTION

The description entered will be the description of the group of items that the stock custom item
line colour will be assigned to.

OK

Select the ok option to accept any changes that have been made.
CANCEL

Select the cancel option to discard any changes that have been made.
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AUTO RE-ORDERING FORMULAS

The custom ordering formula can be configured either as a custom ordering formula that is based on custom
values or Sales and Purchase rate ordering. This option is used to create a customized ordering formula for
stock items. The ordering formula that is created, may be used on all stock items or only applicable to
certain stock items. The custom ordering formula allows one to specify which variables needs to be taken
into consideration when stock items are being ordered.

EXAMPLE: The first method is custom ordering based on custom values that are specified. When stock is
placed onto the reorder report, which variables must be used to calculate what quantity of this particular
item must be ordered. In other words, if one enables the order level, on hand quantity, purchase orders and
pack size the system will then only look at those variables chosen and based on those values the item will
then appear on the re order report with an order quantity based on the variables that were setup using the
custom ordering formula.

Available Filters Clot
Clear Filter
a Use Replenish
'Q X Enterprise
Stock Ordering Formulas
Code Dezcription |Drder Level |Dnhand |Drder Oty |Max Lewel |F‘Drders |Sorders |WIF‘ |Laybyes |Pack5ize | ~
| 1| DEFAULT r O v r | ¥ 3 r O
2 _Ordering v [ v I v v v - -
3 Period Ordering - Purchases v ; [= v T, [ v v I
- ) = : _m

The stock custom ordering
formula variables.

NOTE: To apply this custom ordering formula to a particular stock item, select the stock item in Stock
Maintenance and select its Ordering Method as Custom.

STOCK ORDERING FORMULAS

NUMBER

The number field displays the number of the custom ordering formula. This nhumber will automatically
increment when new custom ordering formulas are added.

DESCRIPTION

The description displays the name of the stock custom ordering formula as it was entered when the
custom ordering formula was created.

ORDERING FORMULA VARIABLES

These ordering formula variables like (Order Level, On Hand, Order Qty, Purchase Orders, Sales
Orders, WIP, Laybyes and Pack Size) are used when stock custom ordering is required. This means
that if any of these stock custom ordering formula variables are required to be taken into
consideration when stock is ordered.

NOTE: One can enable different types of variables to take into consideration when ordering stock. If
the variable is enables then that specific variable will be taken into consideration when ordering stock.
If the variable is disabled then it won't have any affect when stock is ordered.

FILTER

The filter option allows one to filter out specific information regarding stock ordering formulas on the
formulas screen.
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NEW

The new option allows one to add any additional custom ordering formulas.
EDIT

The edit option allows one to modify any of the existing custom ordering formulas.
DELETE

The delete option allows one to delete any of the existing custom ordering formulas listed. Stock
Ordering Formulas may NOT be deleted if they are still linked to Stock Items.

PRINT OPTIONS

The print option allows one to print the ordering formulas that have already been setup.
APPLY TO STOCK ITEMS

The apply to stock items option allows one to apply the highlighted formula to all stock items.

NOTE: A security dialogue box will appear where the code must be entered correctly otherwise the
custom ordering formulas will not be applied.

Y'ou are about ko apply thiz ardering formula o a number of stock
itemns. Are poul sure?

|597151 |

|.397151 |

Pleaze re-type the confirmation code above and click OF. to continue.

Cancel ok

Ordering Formula has been applied to the selection. Remember to set up required Order Levels, Order
Quantities and Maximurmn levels for these itermns.

ADDING CUSTOM STOCK FORMULAS

-
IQF‘.nrcrprisc

Select the varables that should be taken into account when caloulating the guantity for stock ordering,

Formula Description Pe_rind Crdering - Purchases|
Variables Example (Enter you own test figures OR select a stock item to use its figures)
Order Level Ordering commences if the OnHand has reached this Order Level. Onhand calculated by selections below. + Order Level 0.00
Replenish Stock O Qrdering will not replenish stock to the value of the Order Level
Subtract On Hand Quantity O Onhand will NOT be deducted from Order Quantity. - On Hand Qty 0,00
Order Quantity The Order Quantity will be calculated according to Historical Rate of Sales. -+ Order Quantity 0.00
Sales Rate Parameters
Purchase Rate [ | |Parameters
Maximum On Hand Level | Ordering will NOT limit the onhand to the Maximum Level Maximum Level 0.00
Purchase Orders O Items on Purchase Orders are not taken into account., - Purchase Orders 0.00
Sales Orders Items on Sales Orders are taken into account. + Sales Orders 0,00
Work In Progress Items on Job Cards are taken into account. + WIP 0.00
Laybyes O Items on Laybye contracts are not taken into account. +Laybyes 0.00
Pack Size (if applicable) O Items will not be ordered by packsize. Pack Size 0,00
Transfer Requests Incoming | Items on Transfer Requests are not taken into account. ~TF In 0.00
Transfer Requests Outgoing D Items on Transfer Requests are not taken into account. +TF Qut 0.00
Lead Time Factor (if Applicable) O Ordering Quantity will not be multiplied by the Lead Time Factor of the Regular Supplier X Leadtime Factor 0,00
Delivery Cydle Factor (if Applicable) ] Ordering Quantity will not be multiplied by the Delivery Cyde Factor of the Regular Supplier % Del. Cyde Factor 0.00
Result 0.00

& v

Stock Example Item Accept
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VARIABLES

The variables listed are custom ordering variables that are taken into consideration when ordering is
done for stock items.

EXAMPLE: Examples of Stock ordering variables are order level, replenish stock, on hand quantity,
order quantity etc. This means that whenever a stock order report is drawn from the system, the
system will take these variables in consideration in order to work out the correct quantity based on
these ordering variables to then give the correct ordering quantity when the stock ordering report is
drawn from the system.

EXAMPLE
STOCK EXAMPLE ITEM

Select the Stock Example Item option to select a stock item to use as an example only. To see the
result of the applied stock ordering formula. Next, tick the variables that are to be taken into
account in the custom ordering formula. Select the Accept option to save the formula.

Search Characters

CODE BARCODE GEMCODE DESCRIPT ~
| TSMGSmMO2 BO0SEE0S00E8E Golf T-Shirt - Black - Medium
| TSMGSI03 TSMGS0103 Golf T-Shirt - Black - L
| TSMGS0104 TSMGS0104 Golf T-Shirt - Black - #L
| TSMGS0200 TSMES 0201 Galf T-Shirt - Browr - Small
| TSMGS0202 TSMGS0202 Golf T-Shirt - Browr - b
| TSMGS0203 TSMGS0203 Golf T-Shirt - Brawr - L
| TSMGS0204 TSMES0204 Galf T-Shirt - Brown - XL
TSMES0301 TSMES0301 Galf T-Shirt - Red - 5
TSMGS0303 TSMGS0303 Golf T-Shi W
£ >
Search By
|CODE |

 OK | X Cancel

NOTE: The stock Example Item is for an example only. Once a stock item is selected, the custom
ordering formula values will change to that of the selected stock item for example purposes only.

NOTE: The options displayed here are notes explaining what will happen when auto re-ordering
formulas are created or setup and certain variables are selected. The brief explanation of the
different variables will indicate what are meant by them and what will happen when these field
have values entered.

EXAMPLE: When values are entered into the relevant fields, the system will either add or subtract
that relevant value when a stock order report is drawn from the system thus giving you the order
quantity based on the values entered here.

SALES AND PURCHASE RATE ORDERING

Sales and purchase rate ordering may be setup as follows. If sales rate ordering is used, select the
Sales Rate Parameters.
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L]
IQF,ntcrprisc

Select the variables that should be taken into account when caloulating the quantity for stock ordering.

Formula Description .Pgr_\qd_qn_:le[mg_ - Purchases|
Wariables Example (Enter you own test figures OR select a stock item to use its figures)
Order Level Ordering commences if the OnHand has reached this Order Level, Onhand calculated by selections below, + Order Level 0.00
Replenish Stock O Ordering will not replenish stack to the value of the Order Level
Subtract On Hand Quantity I Onhand will NOT be deducted from Order Quantity. - On Hand Qty 0.00
Order Quantity The Order Quantity will be calculated according to Historical Rate of Sales, + Order Quantity 0.00
Sales Rate Parameters
Purchase Rate [ | Parameters
Maximum On Hand Level O Ordering will NOT limit the onhand to the Maximum Level Maximum Level 0.00
Purchase Crders O Items on Purchase Orders are not taken into account. - Purchase Orders 0,00
Sales Orders Items on Sales Orders are taken into account. + Sales Orders 0.00
Work In Progress Items on Job Cards are taken into account. +WIF 0.00
Laybyes O Items on Laybye contracts are not taken into account. +Laybyes 0,00
Pack Size (if applicable) O Items will not be ordered by packsize. Pack Size 0.00
Transfer Requests Incoming (| Items on Transfer Requests are not taken into account. -TF In 0.00
Transfer Requests Qutgoing O Items on Transfer Requests are not taken into account. +TF Out 0.00
Lead Time Factor (if Applicable) ~ [] Ordering Quantity will not be multiplied by the Lead Time Factor of the Regular Supplier % Leadtime Factor 0.00
Delivery Cycle Factor (if Applicable) [ ] Ordering Quantity will not be multiplied by the Delivery Cydle Factor of the Regular Supplier X Del. Cyde Factor 0,00
Result 0.00

i v

Stock Example Item Accept

NOTE: Selecting the sales rate parameters option allows one to setup the necessary option in order
for sales rate ordering to work correctly.
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PARAMETERS

-
IQF‘.nrcrprisc

Dietails

Parameters
(@) Seasonal Ordering Average

Starting This Month :
MNumber of Years Ago:

For Number of Months:
() Prewious Period Average Fixed:

Fixed Period Ranging: 13401/2012
() Previous Period Average Variable:

ariable Period Ranging:

Other Options

Ordering Factor: 1.00

Hett Value v

SEASONAL ORDERING AVERAGE

Seasonal ordering is used to calculate a Monthly Average Unit Quantity based on Sales / Purchased
for a specified season. This season is set up by selecting a “Starting Month” (e.g. February),
“Number of Years Ago” ( e.g. 3 Years) and “For Number of Months” (e.g. 4 Months). This season
specification will have to effect that the system calculates a Monthly Average of Units for the
season of February to June over the last 3 Years. This Average Quantity will then be used as your

Order Quantity when running you order report.
STARTING THIS MONTH

W

Accept

The starting this month allows one to select the month in order to tell the system on which month
the seasonal ordering average must start.

NUMBER OF YEARS AGO

Select the number of years ago option to allow the system to know from when the calculations

must start.

FOR NUMBER OF MONTHS
Select the number of months option in order to tell the system the number of months the system

must use in order to work out the correct seasonal ordering for stock items.
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PREVIOUS PERIOD AVERAGE FIXED

-
IQF‘,ntcrprisc

Details

Parameters
() Seasonal Ordering Average

Starting This Month : August

Mumber of Years Ago:
For Mumber of Months:

(@) Previous Period Average Fized
Fixed Period Ranging: 01/09/2012

() Previous Period Average Yariable:

Variable Period Ranging:

Other Options

Ordering Factor:

Nett Yalue W

| To: [20/09/008 =

60 Days Back

' 4

Accept

This option allows the user to select a fixed period for the system to analyse and determine the

average monthly sales / purchases.
FIXED PERIOD RANGING

The fixed period ranging allows one to select the dates which must be taken into consideration for

calculating the sales or purchase rate when ordering.
PREVIOUS PERIOD AVERAGE VARIABLE

This option allows the user to select a fixed number of days up to the current date for the system
to analyse and determine the average month sales / purchases.

[ ]
IQF.nrcrprisc

Details

Parameters
() Seasonal Ordering Average
Starting This Month : August
Number of Years Ago:
For Number of Months:

() Previous Period Average Fixed:

Fixed Period Ranging: 01/03/2012

Variable Period Ranging:

Other Options

Ordering Factor: 1.00

Hett Value v

|| To: |30/09/2012

=]

60 v | DaysBack

L 4

Accept
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VARIABLE PERIOD RANGING (DAYS BACK)

Specifying the variable period ranging allows the system to look at completed months in order to
calculate the sales or purchase rate ordering. In other words (e.g. 60 days) would mean that the
system can look at 2 month prior to the current date and will not take the current month into
consideration.

OTHER OPTIONS
ORDERING FACTOR

This allows the user to specify a factor by which the average monthly sales / purchases quantity is
multiplied by in order to specify a measure of growth / shrinkage on the calculated order quantity.
The user would also be able to use this option to specify weekly order quantities instead of
monthly order quantities.

NETT VALUE

This option will have to effect that the Calculated Average Quantity reflects the Nett Quantity of
Sales (Invoices — Credit Notes) and Purchases (Purchases — Returns).

NOTE: If this Nett Value option is enabled (ticked) then the system will deduct credit notes form
invoices and returns from purchases. If this option is disabled (not ticked) then the system will not
deduct credit notes or returns.

USER DEFINED TABLE

IQF,ntcrpri 54

The User defined fields must contain the field spedified below as the first field, and this field must
be the primary index.

Primary Field Name Code Primary Field Length 15

Debtors | Creditars | Stock | Ledger | General | Services

ANS

(Z)Major Departments (@) [ser Defined Tabie:

() Minor Departments () Stock Adjustment Reasons

When adding a user defined table,
this information here is very
important because the first field has

() Warehouses () Synchronization Setup

() Adjustment Codes () Stock Transfers

to be Code and the Size has to be set
() Stock Groupings ") Stock Colours to 15.
() Line Item Colours () Stock Sizes

() Auto Re-Ordering Formulas () Deliveries and Collections

' 4

Setup

NOTE: By adding a user defined table one is able to add additional fields to the stock maintenance. This
comes in very handy when additional fields are required to store information.

NOTE: By adding a user define table one is able to add additional fields to the debtors maintenance. This
comes in very handy when additional fields are required to store information.
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Structure ] Indexes 1 Eull Text Indexing 1

Version # [1 [o Locale |4MS| Standard

Dezcription ] Index Page Size 14EI'EIE BLOE Block Size 151 2
Encrypted [~ FPaszzword ] Last Auto-dnc Walue JEI

# |[Field Name Data Type j Size j R equired 1 Dretails
1 String 15 Mo Mo

# of Fields |1 Total Recard Size 148

Alter Cancel

NOTE: There are only a few things that needs to be entered and remembered when adding a new user

defined table. The very first thing that need to be done here is to add the “Code” field under the “Field
Name”.

Structure ] |ndexes 1 Eull Text Indexing 1

Wersion # |1 1EI Locale |ﬂN5I Standard _:_1

Dezcription ] Index Page Size 14095 BLOE Black Size 151 2
Encrpted [~ Password ] Last Auto-dne Yalue JEI

B 1Fielu:| M arne JData Type J Size J Required 1 Dretails P
1 | Code String 15 Mo Mo
I |56 1O | String 15 Mo No

# of Fields 12 Total Record Size 154

Cancel

Once the “Code” field has been added, one can then add any other additional fields as needed. Once all the
necessary fields have been added, we need to set the “Code” field as the default index.
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Once complete, select the “Create” option in order to create our newly user defined table.

'6' The table DBStock!\Stocuser was successfully altered

Once completed the newly added user defined field can be found under the stock maintenance option. Edit
any existing stock item and the newly added table will be available.

Stock Details ] Stock Pricing  User Defined Data I Multiple Barcodes ] Ttem Suppliers ] Web Details I Associated [tems 1

Code [BHWD01 |
ISBN Number [455-5658-8541 |

e L 4

Show Hints Accept
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STOCK ADJUSTMENT REASONS

Stock adjustment reasons are used when an adjustment is made on a stock item and a reason for the
adjustment has to be given.

L]
IQEntcrpri_SC

Stock Adjustment Reasons Edit Data

HUMBER DESCRIPTION ~

0 Damage Stock Adjustment Reason 001
002 Theft
003 Spoilage
004 Outdated Stock Description Damage
005 Obsolete
006 Marketing

Delete Search Design Preview Accept

k]
&

td
<

=
=%
a

STOCK ADJUSTMENT REASONS
NUMBER

The number field displays the number of the stock adjustment reason. This number may be
entered as alpha numeric characters.

DESCRIPTION

The description displays the description/reason of the stock adjustment. The stock adjustment
reason description may be 30 characters in length.

EDIT DATA
STOCK ADJUSTMENT REASON

The stock adjustment reason field is where the number is entered. The stock adjustment reason
number may be entered in either alpha or numeric characters.

DESCRIPTION

The description field is where the description/reason is entered for stock adjustments. This is
necessary because when an adjustment is made one can select a reason why the adjustment was
made.

SAVE EDITS
The save edits button allows one to save the newly created/added stock adjustment reasons.
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CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing stock
adjustment reason.

ADD
The add option allows one to add any new stock adjustment reasons.
DELETE
The delete option allows one to delete any of the existing stock adjustment reasons.
SEARCH
The search option allows one to search for any information on the stock adjustment reason screen.
ACCEPT
Select the accept option to accept any changes made.
SYNCHRONIZATION SETUP

Synchronization setup is where the necessary fields are selected that needs to be updated for stock
synchronization purposes. This means that every time items are changed or updated with specific
information, the system will update only the fields that have been setup for synchronization.

NOTE: Stock synchronization will only apply to Companies within the same stock grouping.

Stock Master Data Fields

Stock Group STK.
- Selection here determines which fields in your  |Group Companies COMPANYID| COMPAMYHAM ‘ A
. Stock Master table and Stock User Data table o Head OFf
F anTprlsc are updated by other companies (within the =ma fea e
= = = same stock group) if stock syncrhonization is 002 Demo - Branch 1 -
. : . enabled.
Enable Stock Synchronization on Sell Price Maintenance
Enable Stock Synchronization on Multiple Barcodes
Stock Master Data Fields Stock User Data Fields

Field Ewisting ltern Mew ltem # | | Figld Existing Item  News [kem
Code ISBN Humber
Barcode
GenCode
Diescript
SupplierCo
Department
SubDepartr
ItemCategory
FizedCost
CostPerc
PackSize
PackDes
BinL
AuvigCost
Cost_LVLE
LtstCost
HghsCost
FrewCost
FrevCostDate
FrevSellPricel
PrevSelPrice1Date
Supplier_1
Supplier_2
Supplier_3

o = v

Cancel Reports Company Selection Accept

(]

OO00O000OO00O00RO00000R EE
<] =1 O ) [ [ [ ] ] O [ ] ] ] ] ] ] ] [ ] =] )

Ld

STOCK MASTER DATA FIELDS
STOCK GROUP
The stock group field displays the stock group that has been setup for synchronization purposes.
GROUP COMPANIES

The group companies will display a list of companies for synchronization. The companies listed will
only appear if they are all setup with the same synchronization stock grouping. This means that if
specific companies are not listed then they are not setup with the correct stock grouping for
synchronization purposes.
STOCK MASTER DATA FIELDS
FIELD

The field displays the list of fields available for stock synchronization. These field may be selected
so that when stock synchronization takes place the correct fields are updated.
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EXISTING ITEM

The existing item option allows one to select in order to specify if and when synchronization takes
place that the correct fields are updated on existing stock items. In other words when stock
synchronization takes place, the selected fields will be updated on existing stock items.

NEW ITEM
The new item option allows one to select in order to specify if and when synchronization takes place

that specific fields on newly created items are updated. In other words when stock synchronization
takes place, the selected fields will be updated on new stock items.

STOCK USER DATA FIELDS
FIELD

The field displays the list of fields available for stock synchronization. These field may be selected
so that when stock synchronization takes place the correct fields are updated.

EXISTING ITEM
The existing item option allows one to select in order to specify if and when synchronization takes

place that the correct fields are updated on existing stock items. In other words when stock
synchronization takes place, the selected fields will be updated on existing stock items.

NEW ITEM

The new item option allows one to select in order to specify if and when synchronization takes
place that specific fields on newly created items are updated. In other words when stock
synchronization takes place, the selected fields will be updated on new stock items.

ACCEPT

The accept option allows one to apply newly changes or accept the existing setup of stock
synchronization.

CANCEL

The cancel option will discard any changes made or incorrect selections of stock synchronization
fields.

REPORTS

The reports option allows one to view reports of stock synchronization. This report will show a
clear indication if stock synchronization has failed in any way.
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SYNCHRONIZATION ERROR LOG

-
IQF‘.anrpriSC

Synchronization Error Logs

Date / Time -
11/12/2012 12:01:11 111 - r =
| 33001 003 11122012 12:01:12 11/12/2012 12:01:12 - TSTUpdateForm: Error Opening StockPriceCales in Company 003.
| 40001 002 11/122012 12:01:55 11/12/2012 12:01:55 - TSTUpdateForm: Error Opening StockPriceCalcs in Company 002,
| 41001 003 11122012 12:01:55 11/12/2012 12:01:55 - TSTUpdateForm: Error Opening StockPriceCales in Company 003,
_| 42001 004 09/01/2013 08:27:20 | 09/01/2013 08:27:20 - TSTUpdateForm: Error Opening StockPriceCales in Company 004
| 43001 004 08/01/2013 08:48:53 09/01,/2013 08:48:53 - TSTUpdateForm: Error Opening StockPriceCalcs in Company 004,
| 44001 004 05/01/2013 09:01:04  09/01/2013 09:01:04 - TSTUpdateForm: Error Opening StockPriceCales in Company 004,
| 45001 004 09/01/2013 09:49:24  09/01/2013 09:49:24 - TSTUpdateForm: Error Opening StockPriceCales in Company 004
_| 46001 004 039/01/2013 09:53:18 09/01,/2013 09:53: 18 - TSTUpdateForm: Error Opening StockPriceCales in Company 004,
| 47001 004 15/01f2013 13:02:23 15/01/2013 13:02:23 - TSTUpdateForm: Error Opening StockPriceCales in Company 004,
_| 48001 004 15/01f2013 13:32:48 15/01/2013 13:32:48 - TSTUpdateForm: Error Opening StockPriceCales in Company 004
| 49001 004 28/01/2013 16:17:29 28/01/2013 16:17:29 - TSTUpdateForm: Errar Opening StockPriceCales in Company 004,
| 50001 004 28/01f2013 16:23:10 28/01/2013 16:23:10 - TSTUpdateForm; Error Opening StockPriceCalcs in Company 004,
_| 51001 004 28/01/2013 16:31:56  28/01/2013 16:31:56 - TSTUpdateForm: Error Opening StockPriceCales in Company 004
| 52 001 004 28012013 16:40:34 28/01/2013 16:40:34 - TSTUpdateForm: Errar Opening StackPriceCales in Company 004,
| | 53001 004 07/02/2013 10:29:36  07/02/2013 10:29:36 - TSTUpdateForm: Error Opening StockPriceCalcs in Company 004,
v
—_— € 222
1 S S
Report Options Delete Delete All

AUTO

The auto field will display numbers only. If stock synchronization failed the first time, then the
auto field will show a number 1. Every time after that, that stock synchronization should fail the
number will automatically increment.

FROM

The FROM field will show the company number from where the stock synchronization started. This
means that if the stock synchronization failed one would be able to see from which company.

TO

The TO field will show the company that the stock synchronization is synchronizing to. This means
that if the stock synchronization failed one would be able to see which company the it was
synchronizing to.

ERROR DETAIL

The error detail field holds a “memo”, within this memo field one would be able to view detailed
error messages should stock synchronization have failed.

CREATED
The created field will display a DATE and TIME of when the synchronization was started.
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REPORT OPTIONS

The report options allows one to either preview, print or design the error log report.
SEHBAE®R R we- QAT EEMA| M4 ( Close

Date Printed :25/03/2013 15:04:33

Stock Synchronization
Error Log

Created

A2 120111
MAZZMZ 120112
MA22012 12,0155
MAZ2012 1220155
09/01/2013 08:27:20
09/01/2013 08:48:53
08/01/2013 09:01:04
08/01/2013 09:49:24
09/01/2013 09:5318
150142013 13.0223
150112013 13:32.48
28/01/2013 16:17.29
28/01/2013 182310
28/01/2013 16:31.56
28/01/2013 18:40.34
07/02/2013 10.29:38

*#= END OF REPORT **%

Page1of 1 [

DELETE
The delete option allows one to delete the highlighted stock synchronization error log.
DELETE ALL

The delete all option allows one to delete the entire stock synchronization error logs that are listed on
the stock synchronization error logs screen.
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STOCK TRANSFERS
The stock transfers option allows one to select specific options for the stock transfers within the IQ system.

[ ]
IQ Enterprise

Setup Options

[#]Allow Distribution Center To Query Stock File:

Allow Transfer Requests
["]Enable Extra Charges

Show On Hand Column in Transfer Out

@ 4

Extra Charges Accept

ALLOW DISTRIBUTION CENTER TO QUERY STOCK FILE

The allow distribution center to query stock file option allows the branch where the transfer out is
being processed to look at the stock file of the branch where the stock is being transferred to.

ALLOW TRANSFER REQUESTS

The allow transfer requests option allows one to process transfer request meaning that stock may be
requested from various branches. This option is very handy for transfer records.

ENABLE EXTRA CHARGES

The enabling of extra charges allows one to add additional extra charges for stock transfers. These

extra charges may be setup for transfer in and transfer out transactions.
Extra Charges Type

° Q (@) Transfer In
I Enterprise

() Transfer Out

Extra Charges

Description Ledger Account  [Percentage Amount ~
1254.000.000.00 a 100

X) 4

Cancel Arcept
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EXTRA CHARGES
DESCRIPTION
The description option allows one to add a description for the relevant extra charge.
LEDGER ACCOUNT

The ledger account option allows one to select the relevant ledger account where the extra value
will be posted to in the general ledger.

PERCENTAGE
The percentage option allows one to add the extra charge as a percentage rather than a value.
AMOUNT
The amount option allows one to add a set amount for the relevant extra charge when either doing
a transfer in or a transfer out.
CANCEL
The cancel option will discard any changes made or incorrect selections of extra charges for stock
transfers.
ACCEPT
The accept option allows one to apply newly changes or accept the existing setup of stock transfer
extra charges.
SHOW ON HAND COLUMN IN TRANSFER OUT
The show on hand column in transfer out option allows one to see the on hand column of the
stock item being transferred.
ACCEPT

The accept option allows one to apply newly changes or accept the existing setup of stock
transfers.
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STOCK COLOURS

L]
IQEnr_crprisc_

Calour Description
1 BLACK
2 BROWN
3 RED
4 \WHITE
5 BLUE

o de: % B

Add Edit Delete Report Options

ADD

The add option allows one to add additional colours to the system for stock items. This is very
especially if the company is a clothing retailer because one is able to add the necessary colours for
garments etc....

Id 7
Description |RED
Selection
ESC Cancel F10 Accept
ID
The id option allows one to give the newly created colour a id for identification purposes.
DESCRIPTION

The description option allows one to add the relevant colour. This means the actual name of the
colour may be added.

CANCEL
The cancel option will discard any changes made or incorrect selections of stock colours.
ACCEPT
The accept option allows one to apply newly changes or accept the existing setup of stock colours.
EDIT
The edit option allows one to edit any of the existing stock colours.
DELETE
The delete option allows one to delete any of the existing stock colours.
REPORT OPTIONS

The report options option allows one to either design, preview or print the stock colours information
as it is displayed on the screen.
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STOCK SIZES
iQ
] wN Fonterprise
Size Dezcription S
1 SMALL
2 MED
3 LARGE
W
& & 27 B
Add Edit Delete Report Options
ADD

The add option allows one to add additional sizes to the system for stock items. This is very especially
if the company is a clothing retailer because one is able to add the necessary sizes for garments etc....

Id 1

Description [sMaALL|
[

Selection
ESC Cancel F10 Accept

ID
The id option allows one to give the newly created size an id for identification purposes.
DESCRIPTION
The description option allows one to add the relevant size. This means the actual name of the size
may be added.
CANCEL
The cancel option will discard any changes made or incorrect selections of stock sizes.
ACCEPT
The accept option allows one to apply newly changes or accept the existing setup of stock sizes.
EDIT
The edit option allows one to edit any of the existing stock sizes.
DELETE

The delete option allows one to delete any of the existing stock sizes.
REPORT OPTIONS

The report options option allows one to either design, preview or print the stock sizes information as it
is displayed on the screen.
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LEDGER
INFORMATION BRANCHES

An example of a company using an information branch is if a company had a head office type scenario in
one area but maybe had one or more sales offices in other geographic areas. Stock would be held centrally,
therefore, only one company needs to be created with one single stock file.

An information branch essentially allows the user to select a ‘branch’ at the time of creating an invoice or
credit note or even posting journals or cashbook entries.

Due to the branch being chosen from the single company, the Ledger transaction that gets posted will
include a reference of this particular ‘information branch’.

The underlying logic behind this is that the company will then be able to view ledger enquiries or an Income
Statement for the entire organization from one central Ledger and then be able to drill down to ‘branch’
level.

NOTE: It is important to understand that this type of posting occurs only if stock is centrally held and
invoiced and the stock is delivered straight to the client from one location even though there are other sales

branches.
.
IQF,nrcrprisc
Branches Edit Data
HUMBER [DESCRIFTION "
Qjoo: |Default Branch 001
|_|oo2 Sales Qutlet 1
003 Sales Qutlet 2
_ Description Default
v
-~ -~ [ % —
© « = g B v
Add Delete Search Design Preview Accept
BRANCHES
NUMBER

The number field displays a number that is utilised for identifying information branches. This number
may be entered as alpha numeric characters.

DESCRIPTION

The description displays the description or name of the specific information branch. This branch
description may be 30 characters in length.
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EDIT DATA
BRANCH

The branch field is where a branch number is entered that will identify the relevant information
branch. The branch may be entered in either alpha or numeric characters.

DESCRIPTION

The description field is where the description or the name of the particular information branch is
entered.

SAVE EDITS
The save edits button allows one to save the newly created/added information branches.
CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing information
branch.

ADD

The add option allows one to add any new or additional information branches.
DELETE

The delete option allows one to delete any of the existing or newly created information branches.
SEARCH

The search option allows one to search for any information on the information branch screen.
ACCEPT

Select the accept option to accept any changes made.
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LEDGER DEPARTMENTS

This option will allow ledger journals entries to be posted to certain Leger departments dynamically (to
compute while program is running) when processing journals and cashbook entries. This means that while
the system is busy working, the computing and postings are performed while the system is running.

NOTE: If this option is enabled, the ledger departments must be selected or accepted under the stock
departments.

EXAMPLE: The dynamic ledger departments allows one to split up a general ledger account. If one had to
pay salaries to certain departments (e.g. Development, Support, Marketing etc...).

.
IQF‘,nrcrprisc

Ledger Groupings Edit Data

NUMBER DESCRIPTION A
[DUR. ban | Group DUR
GAU Gauteng

a
| Jwes Western Cape

Desciption Durban

" = Y 4

Delete Search Design Breview Accept

f
&
A
td

=
=%
o

LEDGER DEPARTMENTS
NUMBER
The number field displays a number that is utilised for identifying the ledger departments. This
number may be entered as alpha or numeric characters.
DESCRIPTION

The description displays the description or name of the specific ledger department. This ledger
department description may be 30 characters in length.

EDIT DATA
DEPARTMENT

The department field is where a ledger department number is entered that will identify the
relevant ledger department. The ledger department may be entered in either alpha or numeric
characters.

DESCRIPTION

The description field is where the description or the name of the particular ledger department is
entered.

SAVE EDITS
The save edits button allows one to save the newly created/added ledger departments.
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CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing ledger
department.

ADD

The add option allows one to add any new or additional ledger departments.
DELETE

The delete option allows one to delete any of the existing or newly created ledger departments.
SEARCH

The search option allows one to search for any information on the ledger department screen.
ACCEPT

Select the accept option to accept any changes made.
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REPORTING GROUPS

Ledger accounts can be linked to certain Minor Reporting Groups. In this way reports can be drawn to show
only those accounts that fall under the same group. Ledger accounts are therefore grouped accordingly. This
is where the different Reporting Groups are entered.

-
IQF‘.nrcrprisc

Groups Edit Data

DESCRIPTION
Other Income
003 Report Group 1

Group 001

Description Sales

@ « = 4 9 v

Add Delete Search Design Preview Accept

GROUPS
NUMBER

The number field displays a number that is utilised for identifying the ledger reporting group. This
number may be entered as alpha or numeric characters.

DESCRIPTION

The description displays the description or name of the specific ledger reporting group. This ledger
reporting group description may be 30 characters in length.

EDIT DATA
GROUP

The group field is where a ledger reporting group number is entered that will identify the relevant
ledger reporting group. The ledger reporting group may be entered in either alpha or numeric
characters.

DESCRIPTION

The description field is where the description or the name of the particular ledger reporting group
is entered.

SAVE EDITS
The save edits button allows one to save the newly created/added ledger reporting groups.
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CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing ledger
reporting group.

ADD
The add option allows one to add any new or additional ledger reporting groups.
DELETE

The delete option allows one to delete any of the existing or newly created ledger reporting
groups.

SEARCH
The search option allows one to search for any information on the ledger reporting groups screen.
ACCEPT

Select the accept option to accept any changes made.
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BANKS IMPORT

The banks option is where bank import formats are created. This option enables one to import the bank
statement straight into the cashbook postings option.

L]
IQF,ntcrpri se

Bank Imports Maintenance Edit Data

Mame Description ~

0 |Ban Import Name 001
002 NEN

AAA Bank 2
ABSA ABSA Import Description Bark 1
FNE FNB
XK XHX Format

ZZZ 277 Bank. () JMone (No Import definition)
(®) .TXT {Text or CSV Format)
() XS (Excel Format)

() XML (XML Format)

B = b= o

v

Delete Search Define Bank Impart Design Breview Accept

(k]
&
Ld

=
=%
a

BANK IMPORT MAINTENANCE
NAME

The name field displays the name that was given to the bank import. This name is utilised for
identifying the bank import. This humber may be entered as alpha or numeric characters and
allows for 20 characters.

DESCRIPTION

The description displays the description or name given to the specific bank import. This bank
import description may be 30 characters in length.

IMPORT NAME
The import name field is where the bank import hame or number is entered that will identify the
relevant bank import. The import name is entered in either alpha or numeric characters.

IMPORT DESCRIPTION
The import description field is where the description or the name of the particular bank import is

entered. Remember to make the import description meaningful so that one knows exactly which
bank import it refers to.

FORMAT

The format option allows one to specify in what format the bank import files must be in order for
them to be imported into the system. The available formats are TXT, XLS or XML.

SAVE EDITS
The save edits button allows one to save the newly created/added bank import definitions.
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CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an existing bank import

definition.
ADD

The add option allows one to add any new or additional bank import definitions.

DELETE

The delete option allows one to delete any of the existing or newly created bank import definitions.

SEARCH

The search option allows one to search for any information on the bank import definitions screen.

DEFINE BANK IMPORT

'_QEmc_rpris_c

Bank Imports Maintenance Edit Data

Import Name

Import Description

Format

777 777 Bank

2 i) b= o
@ L 7] hisii =g M
Add Delete Search Define Bank Import Design

001

Bank 1

(") .None (No Import definition)
(@) TXT (Text or CSV Format)
(7) XL (Excel Format)

() XML (ML Format)

3 v

Preview Accept

NOTE: Select the Define Bank Import option in order to define the bank statement import.
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L]
IQF‘.nrcrpri se

How to Import

Source File |
|Number |Tdata ‘Accuunl |ElanchlDepallmsnl‘ﬂelerencs |Dsscnp|i A
v
€ >
i = = o
Define Import Test Import Accept

NOTE: Select the button next to the Source File in order to select the relevant CSV file form import.

L]
IQRnrcrpri se

How to Import

Source Fiie [1anic STATEMENTS \BANK STATEMENT - |
|Numher Tdate Account |E|anch|Depa|lmenl Reference  |Descripti #
O
v
< >
\? \",_ & >
Define Import Test Import. Accept

NOTE: Once the CSV import files has been selected, select the define import option in order to setup
the import of the bank import CSV file.
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File Format

Thiz wizard allows vou to specify details on how you would like to import
data. Please zelect the file farmat of the data you wauld like ta import.

) & Test file [ tat]

5] Scadshoots worbonks
f'“ Excel file [*.x15]
J i E—
Eﬂtﬁfpﬂﬁﬁ 7 Er—
Y s pusiohing

= HML file [* 5wl

Specifications. . £ Mewt > ¥ LCancel

FILE FORMAT

NOTE: From this import wizard screen, select the text file option in order to import the csv file. Select
the next option in order to continue.

File Hame
Select the file that containg the data vou would like o impart.

[mport from File:;
| jE:'\LlSEHS'\LIS.&'\DDEUMENTS'\B.&NK STATEMEMTSYBAME. _J

ﬂtﬁfprlﬁf:

File: Origir;
[8NS] PWindows] |

Specifications... L < Back i Mewt: b LCancel

IMPORT FROM FILE

The import from file option allows one to select the location where the import file exists. Select the
button at the end of the file import location in order to select the valid import file.

FILE ORIGIN

The file origin specifies whether the file is a windows based of dos based import file. Leave this setting
as is. Select the next option to continue.
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i)

Text Settings
Select the appropriate delimiter used to separate the figlds in the data file.

' {* Delimited - Characters such az comma or tab that separate each field
IQ (" Fired Width - Fields are aligned in columns with zpaces between each field

Figld delimiter
Tab

Semicolon [;] Record separator| LF =

~
Enterprise c

‘ i Comns 4 Text qualifier|” [
~
~

Space
Mone

Other spmbal;

Specifications... £ ¢ Back Mest > »r LCancel

.................................

TEXT SETTING
DELIMITED
The delimited option here is applicable if commas separate the import files fields.
FIXED WIDTH

The fixed width option is only applicable if the fields are aligned in columns with spaces between each
field.

FIELD DELIMITER

The field delimiter option allows one to specify what type of character separates the different fields
within the import file. In this case the comma option must be selected.

RECORD SEPARATOR

The record separator option allows one to choose how the records for imports are inserted. The
following are available (CRLF — Character Line Feed, CR - Character or LF — Line Feed).

NOTE: If the import file is text or CSV then change this option LF.
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DATA FORMATS

NOTE: Additional settings that may be set for the bank import file can be set here. Ensure that these
settings are set correctly; otherwise, the import will not work.

Data Formats
Define additional options for the data file.

= —a |

= . 2
First row: Fiows with field names; |1
I Last row: ™ Show file headsr

Dates, Times and Mumbers

m"ﬁ[‘prlSﬁ Date Order: | DY vl Diecimal Syrmbal: |- —
v Four Digit Years Thouzand Separatar: |,

Iv Leading Zeros in Dates Currency Symbal: |R

Drate Drelimiter: |£
Logical values: | True |False
Time Delimiter:

;

Specifications. . L ¢ Back Mest > Fr LCancel

FILE PREVIEW

Now that the file has been picked up from the system, the next step is to allocate the correct columns
within the import file to the fields used in the Enterprise system. In order to set the appropriate fields,
click on the headers and select the specific fields where the information must be imported to.

File preview
The wizard haz made some quesses about where vour field break s acour, If
they are not correct, pou can make adjustments now.

..%

P Ef Tdate | Deposit - Cheque A
1 1500 ELECTRECHIC BANE
; 2| 13-03-2012 | —895 INSURANCE FEEMI
Eﬁtﬁfpj‘]ﬁﬁ 3| 14-03-2012 -980 MAGTAPE CREDIT
4 | 15-03-2012 1444 IB PAYMEHT FROH
5| le~03-2012 1500 CEEDIT TEAHSFEE
6| 17-03-2012 | —458 INSURANCE FEEMI
7| 18-03-2012 | -850 DEEIT TEANSFEE
8| 19-03-2012  1s50 ELECTRECHIC BANE
W
£ . . >
Specifications... L& < Back *r LCancel

NOTE: The bank import file has been inserted into a table format that can be executed by the
Enterprise system. From here the system needs to know which of the information in the bank import
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file must be inserted into which field within the Enterprise database. Click the heading of the column
in order to select the appropriate field. Once completed, select the next option.

M appings

Set field mappings to specity the corespondence between figlds in the

gource and destination files.

Q
Enterprise

Specifications...

Destination

M urnber

Tdate

Accaunt

Branch

Department

Reference

Dezcriptio

Arnavint

D epozit

Cheque

MAPPINGS

£ ¢ Back

Field1

Field4
Field5

Source

S

11aaa|ia|ajaa|ia|a|agse

LCancel

The final steps before the define import option is complete. Here the destination and source fields are
shown, because the source fields are linked to the appropriate database fields the system will know
exactly where to import the information too.

EXAMPLE: Because the system is told exactly where field2 belongs and because our CSV import file
shows that field2 is the date, this in turn will import the date from our CSV import file into the txdate

date field of the database.

NOTE: The column that has a “Key” symbol is used in the following way. If one had to import debtors
for example and the account number is located in the import file, then the “Key” option would be

utilized.
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Data preview

Fleaze check your data before importing.

Tdate |eferenchkzcriptiDepo=sit| Chegque ~
1 SHORT D FieldS 1500  ELECTR
2 | 13-03-2 SL-DEBI FisldS | -895 INSURA
ﬁtﬁfpflﬁﬁ 3 | 14-03-2 OZZIES | FisldS | -980 | MAGTAP
4| 15-03-2 INV3146 FisldS 1444 IB PAY
5 | 16403-2 ZATA SY FieldS 1500  CREDIT
6 | 17-03-2 LIBLIFE FisldS | -458 INSURA
7 | 18032 MOMENTU FieldS -850 DEBIT v
£
[ Load when | J
[ Skipif | =
Specifications.. «| <Baok |[THews || concel |

DATA PREVIEW

Here the fields have been mapped accordingly and one can see the result.

order to finalize the bank statement import setup.

Summarny

We've gathered all the infarmation the wizard needs to import your data.
Fleaze click Execute to begin the import process.

Irmpart mode
I + Append: add recards to the destination table

~

Enterprise | ©

r

Specifications...

<L

¢ Back

Select the next option in

(" Copy: delete all recards in destination, repopulate from the source
@

Execute
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SUMMARY

The final step for our import is to select the execute option. Executing will complete the definition of
the bank statement import.

[ ]
IQEnrcrpri se

How to Import
Source File C:\JSERS\LISA\DOCUMENTSBANK 57 -
Mumber |Tdale |Accuunl ‘Branch‘Deparlmenllﬂefarsnce Descripti »
L 1|12/06/2012 ELECTRONIC SHORT C
| 2/13/06/2012 INSURANCE |SL-DEBIT
o 3 14/06/2012 MAGTAPE CR OZZIES |
|| 4/15/06/2012 IE PAYMENT | INV3146
o 5 16/06/2012 CREDIT TRA ZATA S5Y
o 6/ 17/06/2012 INSURANCE |LIBLIFE
| 7 18/06/2012 DEBIT TRAN [MOMENT
o 8/19/06/2012 ELECTRONIC DATA PA
o 9|20/06/2012 DINERS CLU | DINERSC
o 101 21/06/2012 IB PAYMENT TTT993°
o 11/22/06/2012 MAGTAPE CRBEACHTEH
|| 12 23f06/2012 IB PAYMENT | INV3164
o 13 12f06/2012 ELECTRONIC SHORT C
o 14/13/06/2012 INSURANCE |SL-DEBTT
|| 15|14/06/2012 MAGTAPE CROZZIES | o
< >
b= b= V
Define Import Test Import Accept

NOTE: The bank statement import file is now completed. The Test Import option can be selected in
order to test the bank statement import. If no errors occur then the import file is working correctly.
When done select the Accept option to complete the bank statement import.

TEST IMPORT

The test import option allows one to test the current imported information. If error messages occur
then the import was unsuccessful. If no error messages occur then the import was successful.

ACCEPT
Select the accept option to accept any changes made.
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PETTY CASH ACCOUNT SETUP

Petty cash account setup allows one to select specific accounts for petty cash use. This means that the
specific accounts selected here would be the only account that may be used when petty cash is used within

the system.

NOTE: This option is very handy because it will stop the use of any account for petty cash transactions.
Only the specified accounts may be used.

-
IQF,nrcrprisc

Dirag from available accounts and drop on petty cash accounts

Available ledger accounts

Petty Cash Accounts

ACCOUMT
[1000.000.000.00

|DESCRIPTION
Cast of Sales - Head OFfi

_

1001.000.000.00
1200.000.000.00
1205.000.000.00
1225.000.000.00
1230.000.000.00
1250.000.000.00
1254.000.000.00
1260.000.000.00
1275.000.000.00
1285.000.000.00
1286.000.000.00
1290,000.000.00
1300.000.000.00
1305.000.000.00
1350,000.000.00
1400.000.000.00
1405.000.000.00
1410.000.000.00
1450.000.000.00
1455,000.000.00
1460.000.000.00

I Y Y Y Y A .|

Co
Cost of Sales - Branch
Advertising
Accounting fees

Bank Charges

Bad Debts

Cleaning Expenses
Collection Fees
Consumable Stores
Directors Remuneration
Donations & Fines
Depredation
Entertainment
Electricity & Water
Purchases

General Expenses
Interest Paid - Bank
Interest Paid - Other
Insurance

Licences

Legal Fees

Levies Paid

AVAILABLE LEDGER ACCOUNTS

ACCOUNT

ACCOUNT

[DESCRIPTION ~

I O O .

1200,000.000.00
1250.000.000.00
1290.000.000.00
1300.000.000.00
1350.000.000.00
1450.000.000.00
1550.000.000.00
1601.000.000.00

Accept

Advertising

Cleaning Expenses
Entertainment
Electricity & Water
General Expenses
Licences

Printing & Stationery
Wages

Select the appropriate petty cash account from the available general ledger accounts
add an account to the petty cash accounts, drag and drop the specific account.

DESCRIPTION

. In order to

The description field displays the description of the ledger accounts that are listed in the general

ledger.

PETTY CASH ACCOUNTS

ACCOUNT

The appropriate petty cash account from the available general ledger accounts has been selected

and displays the relevant ledger account number.
DESCRIPTION

The description field displays the description of the ledger account that has been selected from the

list of available ledger accounts for petty cash use.

DELETE

The delete option allows one to delete any of the existing petty cash accounts.

ACCEPT

Select the accept option to accept any changes made.
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LEDGER GROUPINGS FOR TRADING BRANCHES

The ledger groupings for trading branches option allows one to centralise the ledger reporting groups which
means that if more than one ledger account has the same ledger grouping one general ledger report may be
drawn to see all the specific ledger accounts that belong to the specific ledger grouping.

L]
IQF,nrcrprisc

Ledger Groupings Edit Data

NUMBER DESCRIPTION ~
pur |purban | Group DUR
GAL Gauteng
WES Western Cape

M

Description Durban

Ld

i & | B o : v

Add Delete Search Design Preview Accept

LEDGER GROUPS
NUMBER

The number field displays a number that is utilised for identifying the ledger groupings. This
number may be entered as alpha or numeric characters.

DESCRIPTION

The description displays the description or name of the specific ledger grouping. This ledger
grouping description may be 30 characters in length.

EDIT DATA
GROUP

The group field is where a ledger grouping humber is entered that will identify the relevant ledger
grouping. The ledger grouping may be entered in either alpha or numeric characters.

DESCRIPTION

The description field is where the description or the name of the particular ledger grouping is
entered.

SAVE EDITS
The save edits button allows one to save the newly created/added ledger grouping.
CANCEL EDITS
The cancel edits option allows one to cancel any editing while busy editing an existing ledger
grouping.
ADD
The add option allows one to add any new or additional ledger groupings.
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DELETE

The delete option allows one to delete any of the existing or newly created ledger groupings.
SEARCH

The search option allows one to search for any information on the ledger groupings screen.
DESIGN

The design option allows one to design the ledger groupings report.
PREVIEW

The preview option allows one to preview the ledger groupings report.
ACCEPT

Select the accept option to accept any changes made.
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GENERAL
FOREIGN CURRENCY

Debtors and Creditors accounts and transactions can be processed in a foreign currency depending on the
exchange rate as entered here and linked to the debtors/creditors account.

NOTE: Once an account is created with a specified Currency and a transaction is processed, the currency
cannot be changed. Each account stores its transactional information in its OWN currency.

.
IQF.nrcrprisc

Curency Rates
Foreign Currency Enabled INP.O.5. O

Foreign Currency Enabled in Invoicing/Goods Receiving

Currency |Sign |Descriplion |Dale Last Changed Conwersion Fate -
L-ﬂ oL i s US Dollar 25/03/2013 8.4500
| MAD N& Nam Dollar 22/12/2011 1.0000
| |ZAR R Rand 22/12/2011 1.0000

= v

Search Accept

CURRENCY RATES
FOREIGN CURRENCY ENABLED IN P.O.S

The foreign currency enabled in POS allows one to use foreign currency in Point of Sale. This
option must be enabled otherwise foreign currency will not be available in Point of Sales.

FOREIGN CURRENCY ENABLED IN INVOICING/GOODS RECEIVING

The foreign currency enabled in Invoicing and Goods receiving allows one to use foreign currency
in the respective modules. This option must be enabled otherwise foreign currency will not be
available in Invoicing or Goods Receiving.

CURRENCY

The currency option allows one to specify the relevant currency like GBP (Great British Pounds),
USD (United States Dollars) etc...

SIGN

The sign field allows one to enter the sign of the specific currency. This means that one is able to
enter the following signs or currency symbols (£ - Great British Pounds, $ - US dollars).

DESCRIPTION

The description allows one to specify in words the specific currencies description or name. E.g.
USD - United States Dollars.

DATE LAST CHANGED

The date last changed field will automatically be populated with the date of when the specific
currency was last changed.

CONVERSION RATE

The conversion rate allows one to specify the currencies conversion rate. This means that the
current rate of exchange of the specific currency is entered here so that the system can make the
calculations accordingly.
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TERMINALS

The terminals can be aliased. In other words, till numbers and terminal numbers can be different. For

example, Terminal number 20 can log in as Till number 1.

Also, the terminal can be set to automatically log into a specific company. For example terminal 20 can be

set to AUTOLOG into COMPANY 001.

Ll
IQF',nrcrpri se

Terminals

[NUMEER _ [COMPaNY[TILLNUMEER]AUTOLOG] ~ Detais
] r

Terminal
Company

Till Number
Automatic Logon

4

Save

TERMINALS OPTIONS
NUMBER

Cancel

The number field displays the original terminal number. This terminal number is the original

terminal number as it was setup in the initial setup.
COMPANY

The company field will display the company name. If a company name is specified in this field, this
would mean that, that specific terminal number will only be allowed to log into that company

specified.
TILL NUMBER

The till number will be the till number that has been assigned to the terminal. This means that the

terminal may be setup to log on as a different till number.
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AUTOLOG

The autolog option allows one to enable the option which in turn will automatically log the specific
terminal into the company specified.

DETAILS

TERMINAL
The terminal number is the terminal number that has been setup when the shortcut was created.
COMPANY

The company option allows one to select a company. If a company is selected the automatic logon
option should also be enabled. This will then allow the terminal to only log onto that company
specified.

TILL NUMBER

The till number is where one specifies the till number that will be used once the specific terminal
has logged onto the system.

AUTOMATIC LOGON

The automatic logon option enables one to set the specific till number to automatically log onto the
company that is specified in the company field.

SAVE
The save option allows one to save the newly created terminal aliasing or automatic logon options.
CANCEL

The cancel option allows one to cancel any existing or newly created aliasing or automatic logon
options.

EDIT
The edit option allows one to edit existing aliasing or automatic logon options.
SEARCH

The search option allows one to search for any information regarding the terminals option on the
terminals screen.

ADD

The add option allows one to add any additional terminals to the existing list of terminals.
DELETE

The delete option allows one to delete any of the existing terminals that have been setup.
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USER DEFINED TABLES

The user defined tables for Invoicing, GRV’s, Sales Orders, Purchase Orders, Quotes and Job Cards are all
setup exactly the same.

L]
'QEnrcrprisc

The User defined fields must contain the field specified below as the first field, and this field must
be the primary index.

Primary Field Name Document Primary Field Length 15

ebtors | Creditors | Stock | Ledger| General | Services

N

() Foreign Currency

() Terminals / Till Mapping

oice User Defined Table:
[ When adding a user defined table,
“I this information here is very
~| important because the first field has
~| to be Document and the Size has to
ol_be set to 15.

() Email Setor

() Document Validation
() Price and Discount Reasans

() Company Details User Defined Table

L 4

Setup

NOTE: By adding a user defined table one is able to add additional fields to the Invoicing, GRV’s, Sales

Orders, Purchase Orders, Quotes and Job Cards. This comes in very handy when additional fields are
required to store information.

Structure l Indexes 1 Eull Text Indesing ]

Wersion # |1 1] Locale |,£'-.NSI Standard L]
Dezcription ] Index Fage Size |4036 BLOE Block Size IE'I 2

Encropted [ Pazsword | Last Auto-lne "v"alueilil
# IFieIu:I M ame Data Type 1 Size 1 Hequired1 Dretailz "
1 Document String 15 Ma Ma
2 Cugtomer Registration Date Date 1] Ve Mo
FY
-

# of Fields |2 Total Record Size |43

Alker Cancel
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Once the “"Document” field has been added, one can then add any other additional fields as needed. Once all
the necessary fields have been added, check that the “Document” field is the default index. Select the
Indexes tab at the top of the screen.

Under the “Indexed Fields” heading, select the three dotted button. From this next screen select the
“Document” field and move it from the left hand side to the right hand side.

Once complete select the “"OK” option.

Stucture  Indexes ] Eull Text Indexing ]

Index Mame I Primary 1 Ease-lns] Unique IEDmpressinn Indexed Fields Descending Fields
Diocutment ;

e Mo Yez |Mone

# of Indexes |1

Alter | Lancel

Once the Primary Index field has been selected, select the drop down under the field heading “Primary” and
set the value to “Yes”. Once complete, select the “Create” option in order to create our newly user defined
table.

'6' The table DEDebtors\invuser was successfully altered

Once completed the newly added user defined field can be found under the stock invoicing module option.

pocument N

Customer Registration Date |EEEIE

X) 4

ESC Cancel F10 Accept
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SALES REPRESENTATIVES

Processing Module Options Awailable Filters
Clear Filter

(1) Use Cashier 25 Rep option only applies when Rep Per Line in Company

° () Automatically Get Fep Enable this option if you would like IQ to Remember
IQ the Last Rep selected in the processing modules (This
Enterprise Dot & Evee

(@) Remember Last Rep used

Target 1 Com % Target 2 Com % Target 3 Com % Target 4 Com % Target 5 Com% |~

I
£
2 Tommy Percy 5 100 3.00% 200000 4.00% 5000.00 5.00% 10000.00  6.00% 15000.000  10.00%
5
S

1.00 2.00% 1000.00 3.00% 5000.00 4.00% 10 000.00 7.00% 15000.00 10.00%
1000.00 3.00% 5000.00 5.00% 10 000.00 7.00% 15000.00 8.50% 20 000.00 10.00%

3 Danny Hazel
4|Joe Auburn

Eilter Select Visible Fields

d
1

B b | & v |

Export Add Edit Delete Design Preview

(%]
A1

T
=
B

SALES REPRESENTATIVE DATA
NO
The no field here is the specific representative’s number. This means that when sales are

processed through the system, the representative’s number may be chose in turn giving that
specific representative the commission percentage.

REP NAME
The rep name is the representative’s name. This is where the rep’s name is entered. This is very
handy when sales are processed, one is able to see who the rep was when the sale was processed.
TARGET 1,2,3,4 AND 5
There are 5 sets of targets that can be setup. This means that if target 1 is set to R1000 and the

commission % is set to 10% then once the target is reached, the system can then work out the
commission payable to the rep correctly.

COM %
The com % option is where the commission percentages are entered. This means that when the

reps reach a specific target, the commission percentage linked with the specific target will then be
added onto the target total and the commission can be paid out accordingly.

PROCESSING MODULE OPTIONS
AUTOMATICALLY GET REP

This option enables rep selection based on the Stock item, Department or Debtor Account selection
when using the processing modules. In other words IQ will generate the rep selection by checking
the default rep for the Stock item, then the Department and lastly the Debtors Account.

USE CASHIER AS REP

This option enables rep selection based on the Cashier Number when using the processing
modules.

REMEMBER LAST REP USED

This option enables rep selection based on the last rep used when using the processing modules.
This option only appliers when the Rep per line option is selection in Company Details, Default
settings 1.
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L]
IQEnrcrprisc

Processing Module Options

() Automatically Get Rep
(7) Use Cashier a3 Rep

(®) Remember Last Rep used

Enable this option if you would like IQ to Remember
the Last Rep selected in the processing modules (This
option only applies when Rep Per Line in Company
Details is Enabled)

Available Filters

Clear Filter

No Rep Name c Target 1 Com % Target 2 Com % Target 3 Com % Target 4 Com % Target 5 Com % ~
S .|
2 Tommy Percy 5 100 3.00% 200000  4.00% 5000.00 5.00% 10000.00| 6.00% 15000.00|  10.00%
3 Danny Hazel 5 1.00 2.00% 1000.00 3.00% 5000.00 4.00% 10 000.00 7.00% 15 000.00 10.00%
4 Joe Auburn =l 1000.00 3.00% 5 000.00 5.00% 10 000.00 7.00% 15 000.00 8.50% 20 000.00 10.00%
v
— — -~ - - N
o | | P =] o / me —
1 Ai LEEs ¥ ~ | -
Eilter Select Visible Fields Search Export Add Edit Delete Design Preview Print

SALES REPRESENTATIVE SELECTION OPTIONS

Setup

FILTER
The filter option enables one to filter out specific or certain information based on the information
shown on the Representative’s Commission screen.

SELECT VISIBLE FIELDS
The visible fields option allows one to select additional fields to display on the Representative’s
Commission screen.

SEARCH
The search option allows one to search for any information within the Representative’s Commission
screen and for any available field.

EXPORT
The export option allows one to export the existing on screen information into any of the following
formats (CSV, TXT, HTML, XML or XLS).

ADD
The add option allows one to add any new or additional representative’s.

EDIT
The edit option allows one to edit any existing representative’s that are listed in the
Representative’s Commission screen.

DELETE
The delete option allows one to delete any of the existing representative’s.

DESIGN
The design option allows one to design the rep commissions report.
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PREVIEW

The preview option allows one to preview the reps commissions report.
] Close

GEHGLA A QL ww- QT EHEHMA| K4

»

Date Printed: 26/03/2013

Representatives’ Commision

Data Fitter: No Filter Specified

Demo Head Office
No Rep Name Type Tamet1
1 Jack Jasper S 1.00
2 Tommy Percy S 1.00
3 Danny Hazel S 1.00
4 Joe Aubumn S 100000
<
[Pagelof 1

PRINT

The print option allows one to print the reps commission report.

g
]
=

2.00%
3.00%
2.00%
3.00%

Tamet? Com %
100000 3.00%

2 000.00 4.00%
1000.00 3.00%
5000.00 5.00%

=== END OF REPORT ===

Target 3

200000
5000.00
5000.00
10 000.00

Com %
4.00%
5.00%
4.00%
7.00%

Tamet4

5 00000
10 000.00
10 000.00
15 000.00

Com s,
5.00%
6.00%
7.00%
8.50%

Target5

10 000.00
15 000.00
15 000.00
20 000.00

1of I

Com%

10.00%
10.00%
10.00%
10.00%

iQ Enterprise
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EMAIL SERVERS
The email server option is used to configure the current company’s (e.g. 001) global email settings. These
setting influence all emails, excluding recurring charges.
EMAIL CLIENT / INDIRECT
Choosing the indirect method to send emails in the traditional manner through and email client. In

other words IQ will send the emails to your default email programs out box. Please indicate if you use
Windows live to send email.

EMAIL SERVER / DIRECT

Choosing the direct method to send emails through your email client. In other words IQ will send the
emails using your smtp server details.

This screen is used for configuring the

] current company, 005's global email
I Q F N settings. These settings influences all
2 se emails, exduding recuring charges. Choose
’nr(‘rpﬂ‘_(‘ email dient for sending emails in the
) : " | traditional manner through an email dient,

or select an smtp server to send directly.

Email Mode Email Client

t@:-:,%Hi"a'\'lf‘fl‘iéﬁ“t‘}‘fﬁ&i‘r‘é}".“tﬁ (®) Normal - Default (works for most email dients)
- Alternative - Works better for Windaws Live Mail
(_)Email Server [ Direct {only use if normal does not work for your email
dient)
SMTP Servers Cancel Accept

EMAIL SERVERS
NUMBER

The number field here auto increments every time a new email server is added. This means that

when a new email server is added the number will auto increment to 2 and then 3 etc....
ACCOUNT

The account field specifies the email server account name. This account nhame may be given any

name however to keep it simple and to identify which account it is give the account an appropriate
name.

SMTP SERVER

The SMTP (Simple Mail Transfer Protocol) server is the mail server that will be used to send the
relevant email.
PORT
The port field indicates the port number that will be used for the mail server to communicate
through when sending email. By default with most email clients the default port number is 25.
POP3 SERVER
The POP3 Server field displays the name of the mail server for receiving emails. This option is not
currently enabled for use within the IQ System.
PORT

The port field indicates the port number that will be used for the mail server to communicate
through when receiving email. By default with most email clients the default port number is 110.
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RETURN EMAIL

The return email is the email address that will be used when a reply is generated from the email
that was sent.

Available Filters

Clear Filter

L]
IQ F“_nrcrp\ri se IQ Enterprise 5 Incoming / Cutgoing Email Server Setup

Email Servers

Murmber Account SMTP Server Port Returm Email -
3 Userl User.smtp.co.za 25 user @email.co.za
4 Gmail smtp.gmail.com 465 |dimech@gmail.com

v
— n I —
B - JOR 2 @
i U b (4]
Filter Add Edit

Delete Close

EMAIL SERVER SELECTION OPTIONS
FILTER

The filter option enables one to filter out specific or certain information based on the information
shown on the Email Servers screen.

ADD

The add option allows one to add any new or additional email server configurations.
EDIT

The edit option allows one to edit any of the existing email server configurations.
DELETE

The delete option allows one to delete any of the existing email server configurations.
CLOSE

The close option allows one to close the current email server configurations screen.
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L ]
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Server Type SMTP b4
Account Name 'my@email.cn.za
Host (SMTF) 'my.smu:.cu.za
Username 'my username
Port (Default: 25) . 25
Return E-mail .my@email.cn.za
Password .
Encryption :.r\-lri'une V-E

\ 4 gl

Accept Test

ACCOUNT NAME
The account name field is where the name of the email account is specified.
HOST (SMTP)

The HOST SMTP (Simple Mail Transfer Protocol) field is where the outgoing mail server address is
entered. This is for sending email

USERNAME

The username field is where the username is entered for the specific email account. This username
is used for logging onto the mail server.

PORT (DEFAULT 25)

The port field indicates the port number that will be used for the mail server to communicate
through when sending email. By default with most email clients the default port number is 25.

RETURN EMAIL

The return email is the email address that will be used when a reply is generated from the email
that was sent.

PASSWORD

The password field is where the password must be entered for logging onto the mail server. This
password is used for authentication purposes.

EMAIL RETRIES

The email retries option can be set to a specific number in order to tell the system how many
times it should retry sending the email if there are problems trying to send the email.

RETRY DELAY (MINUTES)

The retry delay minutes option can be set to a specific amount of minutes which means the system
can retry sending the email every couple of minutes if the email cannot be sent due to any sort of
errors.

ACCEPT
The accept option allows one to accept the necessary changes made.
TEST
The test option allows one to test the current email server setup to see if it is setup correctly.
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DOCUMENT VALIDATION

Document Validation was create as a security module to help prevent fraudulent documents. Option that will
also help with fraud is pre-printed paper, CCTC Cameras and utilising the Delivery and collection module to
help control stock in the yard.

The document Validation module will allow a person to scan the relevant document (e.g.Invoice or Cash
sale). The scanned document can then be compared with the printed document where stock items and
quantities can be compared. Another reason for the Document Validation option can be to check if the
person has already pickup the stock from the yard.

.
IQ Enterprise

-[).éb“tors_-éfl.ediiors Slock‘ I._e;:l:gglf General Sarwces

(_)Foreign Currency

() Terminals / Till Mapping
() Invoice User Defined Table
() GRV User Defined Table

() Sales Order User Defined Table

() Purchase Order User Defined Table
() Jobeard User Defined Table

(0) Quote User Defined Table

(:) Sales Representatives

(_) Email Setup

® Document Validation)

() Price and Discount Reasons

(") Company Details User Defined Table

Setup

Select Utilities, Tool, Document Validation, Validate Document

Processing  Debtors  Creditors  Stock  Ledger | Utilities | Support  PointofSale  Windows  Help  Shortcuts

@ % £ | g oEdH R

Select  Change  Lock  Showlogged MasterFile Setup | Tools | Backup  Report
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L]
'QEI‘LFC!‘pTiS_C

1Q Document Validation Docomentixedew

Scan your IQ Document Barcode into the box below in order to validate the document.
Validations are allowed once and wil thereafter be reported as an error.

Document: | |

Document Validation Status will be

displayed here. Please scan a
document.

Document:
Document Type:
Scanned Times:

Last Scanned By:

Close

Mo Preview Available

Each relevant documents must have a barcode on the document displaying the document number.

Extra Charges Number of tems Subtotal (Exclusive) 986.84
Delvery Fee Discount 08.68
vat 124.34

15 Total 101250

Banking Details: Currency: ZAR

ABCD CurrencyRate: 1.00

2222222 -

Cheque IQ Enterprise

1111

Created: 0

Each document must have a
barcode that on the

documents that represent the
document number

1t Reetail (Pty ) Lid
Address detais
Tel nu
Email address

Tax Invoice

Till 1 Sale #2828 16:22:15 18/032013
Code Description Qty Total
MONDO01 Monitor LED 2 1 3 750.00

Serial DF
WVat Included 46053
Subtotal 3 750.00
Cash 3 750.00
Cashier LISA

** Computer generated copy of original =
Innovative Accounting Sofware by IQRetail
Thank for your support
vElt our webste
www. gretail co.za
office hours.
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Scan the document barcode into the Document area.

Once the barcode has been scanned the e.g. Invoice will display, green will indicate the document is valid,
the stock items and quantities can now be compared with the printed counterpart.

IQ:,

1Q Document Validation

Scan your IQ Document Barcode into the box below in order to validate the document.
Validations are allswed once and wil thereafter be reported as an error.

Document: !\ |

Valid Document

Document: INV106

Document Type: Invoices
Scanned Times: 1

Last Scanned By: 1

Close

Document Preview

Tax Invoie
Invoice From *** Copy of Original *
Demo Head Office. & o Telephone 021 8800420
1st Aoor, Rhino House I‘ .‘Retail Fax 021 8800488
23 Quantum Road AD AR T ATE E Mail
Techno Park, Stellenbosch Vat Registration No 45111111111
7600 Invoice Date 20/01/2012
B e
. Invoice To ™ DeliverTo
Black - Terms 30 Days Black - Terms 30 Days
PO Box 1232 159 Long Street
Stellenbosch Stellenbosch
7600 7600
Account o InvoiceDate  Order Number
BLADOL 20/01/2012 1 Jack Jamer V106
Ttem Code Description Quantity UnitPrice Disc % VatAmn
BMO0% Sand 15.00 5333 175.0
>

If the document e.g. Invoice has already been scanned a red block will indicate the problem.

.
IQEmgmr_i_sc

1Q Document Validation

Scan your IQ Document Barcode into the box below in order to validate the document.
Validations are allswed once and wil thereafter be reported as an arror.

Document: |

Document previously scanned. See

details below.

Document: INV106

Document Type: Invoices
Scanned Times: 2

Last Scanned By: 1

Close

Document Preview

Tax Invoice

g Invoice From ™7 *%* Copy of Original *
Demo Head Office g Telephone 021 8800420
1st Aoor, Rhino House I‘ .‘Retail Fax 021 BB00488
23 Quantum Road NG ST ST E Mail
Tedhno Park, Stellenbosch Vat Registration No 45111111111
7600 Inwoice Date 20/01/2012
N FN
/ Invoice To \ / Deliver To
Black - Terms 30 Days Black - Terms 30 Days
PO Box 1232 159 Long Street
Stelenbosch Stellenbosch
7600 7600
Account No Invoice Date ‘Order Number i
BLAOD1 20012012 1 Iack Jager INV10G
Ttem Code Description Quantity UnitPrice Disc %  VatAmn
BMO04 Sand 15.00 8333 1750

IQ Retail (Pty) Ltd © 2013
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VALIDATE SETUP

The Validate Setup screen will display all the scanned document with the document number,
Document Type, User, Terminal, Scan Date and Last error.
Available Filters

Clear Filter
-
IQ Enterprise
Document Validation Scan Log
| _|Document Document Type  |User Terminal ScanDate Last Ermor -
L INV1 Invoices 1 100 | 18/06/2012 13:5%:{Vald Document
_|Inv1 Invoices 1 100 18/06/2012 13:59: Document previously scanned. See details below.
_|INvis Invoices 1 100 25/06/2012 12:29:Valid Document
_|INve Invoices 1 100 25/06/2012 12:30: Document previously scanned. See details below.
_|INvE Invoices 1 1 16/07/2012 16:23: Document previously scanned. See details below.
_|INv25 Invoices 1 1/19/07/2012 16:19: Valid Document
_|INv25 Invoices 1 1/19/07/2012 16:19:|Document previously scanned. See details below.
_|INv23 Invoices 1 1 20/07/2012 09:32: Valid Document
_|INv23 Invoices 1 120/07/2012 09:32:: Document previously scanned. See details below.
_|INvSE Invoices 1 127072012 13:00: Valid Document
_|INv214 Invoices 1 1/30/07/2012 14:29:|Valid Document
_|Nv214 Invoices 1 1/30/07/2012 14:30: Document previously scanned. See details below.
_|INv21s Invoices 1 517/08/2012 12:54: Valid Document
_|INvi21 Invoices 1 1/23/08/2012 13:13: Valid Document
| |INvizl Invoices 1 1/28/08/2012 13:13: Document previously scanned. See details below.
v
< >
u =] s I @
: = IE (%)
Filter Search Select Visible Fields Set Time Delay Close

FILTER
Use the filter option to filter for selected documents.

HINT: The filter option can be used to filter only for selected document type, User, Terminal, Scan
Date or Last Error.

SEARCH

The search option allows one to search for additional information that cannot be seen or found on the
screen.

SELECT VISIBLE FIELDS
In order to change the list of visible fields on the screen, select the Select Visible Fields option.

NOTE: In order to change the views of the screen select a field by enabling the tick box. Select the
necessary fields that one needs to be displayed. Once complete select the “Accept” option.
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SET TIME DELAY

In order to set the time delay for the scanned documents enter the time in minutes.

Time Delay (Minutes) i45| |

Selection

ESC Cancel F10 Accept

Once the time has expired the red error message will specify document expired.
IQF'KCWY-'LSF

1Q Document Validation Rt fovcs

Scan your 0 Document Barcode into the box below in order to validate the document.
‘validations are allowed once and will thereafier be reported as an error.

I =
Document: | ‘ \ i
e Tnoice From Y #*%% Copy of Original *
Demo Head Office - Telephone 021 8800420
1st FHoor, Rhino House ii A‘Retail Fax 021 8800488
: 23 Quantum Road IIDSTIHE SOTTWARE E Mail
Document Explred Techno Park, Stellenbosch Vat Registrationo 45111111111
7600 Invoice Date 28/03/2013
s BN
TInvoice To ‘\ / Deliver To
Document: Not Available ABC Store (Pty) Ltd ABC Store (Pty) Ltd
= PO Box 123 78 Main Road
Document Type: ~NotAvailable Stellenbosch Stellenbosch
. 7600 7600
Scanned Times: NotAvailable
Last Scanned By: NotAvailable
Account No Invoice Date Order Humber Representative Invoice Number
ABCDO1 28/03/2013 1 Jack Japer INV302
Ttem Code Description Quantity UnitPrice Disc% VatAmn
BMOO1 Cement 7.00 16228 158.0

Close
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PRICE AND DISCOUNT REASONS

The Price and Discount Reason confirmation option allows one to choose from a list of predefined reasons.
This enables one to only select from the predefined reasons when making a price change or giving discount
on a stock item.

-
lQF‘.nrcrprisc

Debtors | Creditors | Stock | Ledger | General | Services

) Foreign Currency

() Terminals / Till Mapping

nvoice User Defined Table

RV User Defined Table

ales Order User Defined Table
urchase Order User Defined Table
obcard User Defined Table

uote User Defined Table

ales Representatives

mail Setup

ocument Validation

rice and Discount Reasons!

") Company Details User Defined Table

Select the Price change and Line Discount boxes in Default Settings 2.

Compary Details | Compary Logo | Control Numhels] Diefault Settings (1] Default Settings (2] I Enterprise Settings | Closing Dates | Integration &ccounts | Tax Rates 1 EMail I Extra Charges ]
Default Settings - Page 2
Prime Interest Rate [24.00] Settings Information
orice Decimals (Invoiding and Sales Orders) 2 Please move your mouse over the selected setting to view some detail about it.
Price Decimals (Goods Receiving) 2
Price Decimals (Pricelists) 4
Quantity Decimals 4
Price Round up/down to (Example: -0.05 or 0.05) -0.05
POS Total Round up/down to (Example: -0.05) -0.00
Warning if Sales/GRV Quantity is greater than 0.00

Cost Code (Example MELBORACIS or FITALREPUS)

Maximum GRV % Variance 15

Maxdmum Currency Value ol Reason Confirmation in Processing Modules Price Changes Line Discount

Maximum Quantity Value 0|

Local Currency ZAR

Check selling under Cost based on Highest Cost
Default Cost for Goods Receiving and Purchase Orders | Base Cost
Default Stock Posting Method Perpetual Control

o|L || €| L) 5|55

Clear Sales History for Promotional Items After X Days
Currency Display String R
Number Of Days Before Quotes Expire 1
Default Backup Location Chooze Folder

Default Export Location Choose Folder

Protect Cost on Stock Adjustments [IHighest Cost [ _|Latest Cost
Year to Date Calculation Financial Year v

Default Airtime / EFT Service Provider AMS v

v

Accept
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THE PRICE AND DISCOUNT SETUP
Utilities, Setup, Module Parameters, General, Price & Discount Reasons

Mode

. (@) Discount Reason
IQEnrcrprisc

() 5elling Price Reason

Edit Data

HUMBER|DESCRIPTION ~ o P tons that stor - i " ik
= lease note: Transactions that store a price or discount reason wil lin
M Discount Reason 1-2.5% to the 'Reason Code' spedfied below, For this reason, changing the
2 Discount Reason 2 - Damage description of reasons already used will also change the reason
description for previous transactions. Similarly, deleting reasons that
was already used by previous transactions will cause the reasons for
these transactions to be displayed as blank.

Reason Code 1
Reason Description Discount Reason 1-2.5%
v
‘: D f é ) q's
Add Delete Accept

Select between Discount Reason and Selling Price Reason. Create all the necessary reasons for
Discount and Price Changes

PROVIDE REASON SELECTION

The Reason screen will then be displayed as soon as line discount is give or a stock items price is
changed. Reason can be selected or the Other option can be use to enter a different reason not on
the list.

L]
'Qﬁlwtcrprisc

Please provide a reason for the Discount Adjustment.

Reason Discount Reason 2 - Damage W

X 4

Cancel Accept
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PRICE AND DISCOUNT CHANGES STOCK REPORT

The Price and Discount Changes Stock Report will display all the Document information regarding the

Price change or Discount Changes.

Report Type

(®) Price Changes

-
IQEIthrprisc

Report Module Other Parameters
Start Date:

Credit Notes 0141172012
Goods Receiving

Returns End Date:
Purchase Orders 240442013

Sales Orders

=l
=l

Available Filters

Clear Filter

_ uotes '
() Discount Changes ?ﬂh Cards [Jshaw Overrides
Point of Sale

Repart Data

Document Account StockCode ListPrice AchualPrice | LineCost Reason DocumentD ate| ~

INVZ83 ABCOO1 BHW0O1 100.00 2192.98 525.35 111/02/2013

INvV2E4 ABCO01 TSMGS0404 105.24 219,30 65.00 1/11/02/2013

INV297 ABCOO1 COKDO1 10.00 10.96 6.00 2 18/03/2013

v
© il ¢ @ 3
[
i
Close Export Eilter Refresh Report Options
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COMPANY DETAILS USER DEFINED TABLES

The user defined data option allows one to enter any additional information on the company details screen.
This will only be possible if a user defined table has been created. This can be setup under the Utilities,

Setup, Module Parameters General Tab, Company Details User Defined Tables.

-
IQEntcrprisc

Debtors | Creditors | Stock | Ledger| General | Sepvices

() Invoice User Defined Table

(") Sales Order User Defined Table
() Purchase Order User Defined Table
() Jobeard User Defined Table

(”) Quote User Defined Table

() Price and Discount Reasons

® Compzny Detals User Defined Table

v

Setup

The user defined tables can be viewed under the Utilities, Setup, Company Details, Company Details Tab.

Comnpany Details ]Enmpany Lngn] EnnlrnlNuthlsl Default Settings [1]] Default Settings [2]] Enterprise Satlings] Closing Datesl InteglatinnAccnunts} Tax F\ales} EMail ] Estra Ehalges]

Company Details

Company Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Telephone 1
Telephone 2
Fax Mumber
E-Mail Address
Tau Mumber
Company Registration Number
Bank Name
Bank Branch Code
Bank Account Number
Bank Account Type
Character Set
Language
Customs Code
Store ID

1st Floor, Rhino House

23 Quantum Road
Techno Park, Stellenbosch
7600

021 3800420

021 8800433

45111111111
Ty
ABCD

1111

22722237

Cheque

ANSI_CHARSET

English (Default)

L4

Accept

IQ Retail (Pty) Ltd © 2013

189



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 Setup

AMS AIRTIME VOUCHER GATEWAY

IQ Enterprise now provides an additional Services function that currently allows integration to CommExpress
AMS Gateway. This allows the End User to purchase Airtime vouchers from the third party and sell the items
through IQ Point of Sale. The setup for the module can be done via Utilities, Setup, Module Parameters —
Services, AMS Airtime Voucher Gateway.

IQF,ntcrprisc

Debtors | Creditors | Stock | Ledger | General| Services

() 5MS Marketing

() Web Services

L 4

Setup

Each AMS Gateway Server / Service supports multiple Terminal Logins. On Click the Server Setup button,
the user will be allow to add / edit / delete new server setups.

Config
Server 1 w igtest
.Q POS Layout Normal v
I F‘;ﬂ[’(,‘l’pri se Allow Account Sales | [w] Tick For Yes
: . ¥ 2 Current AMS EntityID 1
Current Terminal 1

i Btock Map | Teming Man

Server Mappings
|\Q Code Server Code  |Cost ~
HBELAR 10AIRTIN 76

IQ Enterprise 5 could not gather all the necessary
infarmation about/from the server, Stock mapping options
will be disabled until the issue has been resolved.

-{3- Slidate Server ['i ®

Server Setup Refresh
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The following information is required:

1. The Server Type (currently only one type is available)

2. The server host name (this can also be the server IP Address).

3. The port on which to connect (by default the AMS Gateway is set to listen on port 1562, but this
can be amended and thus IQ software will support such amendments).

4, User ID & PIN: This is the main USER ID as setup up via the AMS Gateway Configuration Utility.

This ID and its corresponding PIN will be used to log into the AMS Gateway.

After completing and saving the entries, the user will be allowed to test Server Connectivity and User
Authentication by click the Validate User button. On successful validation the following message will be
displayed:

L]
IQRnrcrprisc

Servers Edit Data

|SEWE' ID‘TWE Hostname |PD't ‘USE'ID‘USE'P'"‘ 2 All commurication with the airtime gateway uses the same userid & pin. The

ﬂ 1 AMS Gateway igtest 1562 1 1 latest airtime gateway supports 'automatic entityid creation’, so if you are using
the latest airtime gateway you don't have to worry about the terminal mappings
or entityid's. Qlder versions of the airtime gateway however, reguires
administrators to create an unique entityid number for every i terminal through
the airtime gateway configuration screen. Also note that if you are using an
alder airtime gateway, plus you use high values for ig terminal numbers you need
to map the high ig terminal numbers to the low airtime gateway entityid numbers,
ensuring manualy that the mappings maintain unigue entityid numbers per
terminal. Luckily the only thing to keep in mind when upgrading from an older, to
a newer airtime gateway, to ensure that you have the correct userid & pin for
one user.

Server Type AMS Gateway b4
Server ID Mumber 1
Hostname or IP address |igtest
Port (Default 1562) 1562
User ID 1
Pin 1| | Remote Fin Change
Save Edt Cancel Edit

k)

Currently set up to connect to an AMS Gateway server @ 10.0.0.34 on Port 1562 with User ID 1 and PIN
1234,

On accepting the Server Configuration the user will be allowed to specify Stock Code Mappings and Terminal
Mappings for each of the servers that have been set up. This can be done by selecting one of the AMS
Server configurations in the top Configuration box. Upon doing so, IQ will attempt to connect to the server
and will set this server as the AMS Gateway for the current company when clicking the Save button. This
configuration box also allows the user to select which Point of Sale slip layout to print (either Dot matrix OR
normal High Quality Layout).

The screen will allow the user to set up Stock Mappings between AMS products and IQ Enterprise 5 Non
Stock Items. NOTE: Only Non Stock items will be sold when selling Airtime Vouchers. This can be done by
making use of the Edit, Add, Delete, Cancel & Accept options at the bottom of the screen.
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ADD

The user will be provided with all the available AMS Products and their details. The user will now be
allowed to select one of the AMS products and thereafter select an IQ Enterprise 5 Non Stock Item
that it can be linked to. The user will be allowed to select any of the existing Non Stock Items or to
create a new Non Stock Item by simply entering it's new Code and following the onscreen instructions

Stock Map | Teminal Map

AMS Server Mappings AMS Server Items
IQ Enterprise Stock Code |vod12 |Z|
|Loca\ Code AMS Code Cogt - AMS Code |Desc Supplier Price |E!t}l ‘ - Major Department 001
¥vod12 70 30 15 WCall R100 | Tekom 100,00 | 10.00
i R25Chat  CelC 25,00/ 30,00 o Depemen S
|18 R35Chat |CelC 35.00 | 20.00 VatRate d
19 R39 1005MS CellC 39.00 10.00
2 R 29 Vodago |Vodacom 29.00 0.00 pltkrodic Solc R
e RS0Chat  CelC 50.00 10.00 Erteee R 30.00
|22 R70Chat |CelC 70.00 | 10.00 Sell Price (Ind. VAT) R 70.00
|23 R150Chat CelC 150,00 5.00
|3 R 55 Vodago Vodacom 55.00 0.00
30 R 5Chat  celc 5.00 27.00
=| [a1 R49SM5  Vodacom 45,00 0.00 Sarve Edi ‘ ‘ Lancel Edi
|32 wcall R10  Tekom 10.00 6.00
133 R 12 Vodago Vodacom 12,00 '00.00
|35 R 15CallALot MTN 15.00 00.00
|4 R110 Yodago Vodacom 110,00 0.00
|53 R 10CallALot MTN 10.00 '00.00  |_
_|s8 R10Chat celc 10,00 50.00 |~
|8 R275 Yodago Vodacom 275.00 0.00
17 R 30CallaLot MM 30,00 52.00
70 R15V Charge Virgin Mobile 15.00 5.00
3: | 5000/ 10.00]
ml| ] R180CalALot MTN 180,00 5.00  _

The user can select an AMS item and then an IQ Enterprise Non Stock Item. On selection of the item,
the user will be able to specify the Cost and Selling Price of the item. These values will be used during
transactions for Profit calculations. On clicking Save Edit The system will cache the information until
all capturing has been completed. Thereafter the user must Click SAVE for all entries to be
stored. Cost and Sell Prices are stored on the 1Q Enterprise Stock item.

'.g-' The Stock Code entered does not exist? Would you like to automatically create it now?

Yes Mo

EDIT

On entering a Non-existent code — the user will be prompted as above. On acceptance and on clicking
Save Edit this stock item will be automatically created. Major Department, Minor Department and Vat
Rate must be selected and be valid in order to create a new stock item. This user will be informed if it
is not. The new Stock Code must also pass certain integrity checks. The user will be informed if it
does not.

All Non Stock Items that have a link to an AMS Product will offer limited editing capabilities from Stock
Maintenance. By changing the picture in Stock Maintenance, it will result in the Picture reflecting such
change while selling the item in Point of Sale.
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Each terminal that wishes to connect to the AMS Gateway must have a unique Entity ID set up via die
AMS Gateway Configuration Utility. IQ Enterprise will, by default, try to log into the AMS Gateway by
using the terminal number (the reason being that IQ Enterprise 5 terminal numbers must always be
unique and should start at number 1, incrementing). However, should you be using different terminal
numbers (for example starting at Terminal 55), you will be able to MAP each of your terminal
numbers to a Unique Entitiy ID as setup on the AMS Gateway Server. This can be done from the
Terminal Map screen.

After setting up your AMS Server, POS Slip Printing, Stock Mappings and Terminal Mappings the user
will be able to sell Airtime via the AMS Gateway Server.

On entering Point of Sale Cash Sales the user will be able to use the Services button to sell Airtime
vouchers. Services will not be available for Cash Refunds / Laybyes. It will however be available for
selling on Debtor Accounts.

IQ Enterprise will not allow you to suspend Cash Sales that contain Air Time Vouchers.

iQ Point of Sale Version 5.01.35 7 24
.O
1Q Sale Total 0.00
Enterprise
HMOVATIVE ACCOUNTING SOFTWARE
Tax Invoice
Code Description Oty Total N
vodacom
Select a Manufacturer & Product to sell or press Back to exit the current menu.
= ™ ~ -~ -
- . 1 e - y

Notice the F11 Services button in the bottom right hand corner.

Clicking Services results in the Mapped Stock Items begin show. In this case, the Vodacom
Manufacturer is displayed. On selecting the manufacturer, the user will be shown the Products
available from that manufacturer. The user will be able to traverse through the menu options by
clicking the selected option to view further option or pressing Back (ESCAPE) the return to the
previous menu or, eventually, exit the services screen. On selecting a specific item, the Mapped IQ
Enterprise 5 Stock item will be rung up in the

Point of Sale Module (using the Selling Price / Cost Prices as set up). Supervisors will need to confirm
the sale.
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On selecting an item, the Item will be Reserved on the AMS Gateway server until the sale is
completed. This item can be voided / the whole sale can be voided and, in such case, all Airtime
vouchers that have been reserved will be Unreserved and will be available for selling on another
terminal. The user will be provided with Informative messages in the case of any problems during
communication with the Gateway Server. If there is insufficient stock available for the selected item,
the user will be informed.

Point of Sale - Services
Printed At: 16/03/2010 11:10:13

Vodacom

Recharge Pin
1234567890 12345678

Instructions How to Recharge:
-Dial*10=01*PIN# and Press "Call’

Vodacom-R12 Voucher

OK Wilows

C/O King Edward and Ehrlichstr
Wilows

Bleemfontein

Description: R 12vodago
SKU: 123285830

Vodacom Customer Care: Dial 114
SMS your used SERIAL number to 34200

to stand a chance of winning in

IQ
Enterprise

A23FUILE KOIELTINR T

On completion of the sale, all reserved vouchers will be FINALIZED and marked as sold. An additional Slip
Layout will be printed to your Point of Sale Printer and it will contain the required information of the sold
vouchers. No vouchers numbers / PINs will be saved to any data storage facility.
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NOMAD AIRTIME / EFT
ENABLING NOMAD AIRTIME / EFT

Select Utilities > Setup > Company Details. Then go to Default Settings 2 and set the Default Airtime /
EFT Service Provider to Nomad.

Company Details | Compary Lngn] Control Mumbess | Default Setings (1) Defaulk Settings (2] 1Entalprise Settings] Closing Datas] Inteqration Accounts | Tax Ratesl EMail ] Extia Charges

Default Settings - Page 2
Prime Interest Rate m‘ b
e ek (E ke e S e = 4 Please move your mouse over the selected setting to view some detail about it.
Price Decimals (Goods Receiving) 2]
Price Decimals (Pricelists) 4
Quantity Decimals 4
Price Round up/down to (Example: -0.05 or 0.05) -0.05
POS Total Round up/down to (Example: -0.05) -0.00
Warning if Sales/GRY Quantity is greater than 0.00
Cost Code (Example MELBORACIS or FITALREPUS)
Maximum GRV % Variance 15.00
Maximum Currency Value 0.00 [Reason Confirmation in Processing Modules Price Changes Line Discount
Maximum Quantity Yalue 0.00
Local Currency ZAR W
Check selling under Cost based on Highest Cost v
Default Cost for Goods Receiving and Purchase Orders | Base Cost v
Default Stock Posting Method Perpetual Control v
Clear Sales History for Promotional Items After X Days 0
Currency Display String R
Number Of Days Before Quotes Expire 1
Default Backup Location Choose Folder
Default Export Location Choose Folder
Protect Cost on Stock Adjustments [IHighestcost [ |Latest Cost
Year to Date Calculation Finandial Year v
Default Airtime / EFT Service Provider Momad v

4

Accept

CONFIGURING NOMAD SETTINGS

Go to Utilities > Setup > Module Parameters (Default Tables). Then go to the “Services Tab” and click
on “Nomad Airtime"”. Then click “Setup”

IQRnrcrpri_sc

Debtors | Creditors | Stock | Ledger | Gener. H

(®) Nomad Artime

() 5MS Marketing

() \Web Services

Setup
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On the Following screen you can set Nomad Settings such as Test Mode, Line of Business, Sub Tenant
and EFT and Airtime Slip Type. These settings should be configured by the Nomad Representative
which installs Nomad on your system.

L]
IQF . Line Of Business
(nrcrpﬂ S€ | (O1qcode

Sort Order Configuration Available Filters
Clear Filter

(@
) Nomad Code Test Mode [¥]Tick For Yes

Sub Tenant

EFT and Airtime Slip Type | (@) Normal () Dot Matrix
() supplier
Nomad Code Description Supplier |IQ Code A
L 10001 Cel-CRS CELLC
| 10002 Cel-CR10 CELLC
| 10003 Cell-CR25 CELLC
_| 10004 Cell-CR35 CELLC
__[10005 Cell-CR33 CELLC
10006 Cell-CR50 CELLC
_[10007 Cel-CR70 CELLC
_ 10008 Cell-CR150 CEIC
__[10009 MTN RS MTN
__[10010 MTNR10 MTN
_[10011 MTNR15 MTN
_[10012 MTN R30 MTN
_|10013 MTN RS0 MTN
_|10014 MTM R180 MTN
_|10015 Telkom R40 TELKOM
_|10016 Telkom R50 TELKOM
| 10017 Telkom R 100 TELKOM
_|10018 Telkom R200 TELKOM
10015 TelkomMobile RS TELKOM
10020 TelkomMobile R10 TELKOM
_[10021 Telkommobile R20 TELKOM
| [10022 TelkomMobile R:30 TELKOM o
Y 74 3 ¢
. o 7 ~/
Eilter Assign Design EFT Slip Design Airtime Slip Accept

AIRTIME SETUP: ASSIGNING IQ STOCK ITEMS TO NOMAD AIRTIME ITEMS

In the Following screen (Utilities > Setup > Module Parameters (Default Tables) > “Services” >
Nomad Airtime > Setup) you can Assign IQ Stock Items to Nomad Airtime Items. You will see a list of
Available Airtime Items. To Assign an IQ Stock Item to a Nomad Airtime Item click on the Airtime
Item and then Click “Assign”.

You will then be presented with the following screen. In this screen you can select a Stock Item to
assign to the Nomad Item. You can also access Stock Maintenance from this screen so that you can
create or edit Stock Items without leaving the Setup Screen.

L ]
IQ Enterprise

Flease select an 1Q Stock Item to Assign to the Nomad Stock Ttem.
Alternatively, type in the code of a Mew Stock Item and dick Stock Maintenance to create a Mew Stock
Item.

Stock Code W
Stock Description

X & v

Cancel Stock Maintenance Accept

Please note that you can only Assign Non-Stock Items to Nomad Airtime Items.
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EFT SETUP: ENABLING EFT FOR SELECTED TENDERS
Go to “Utilities > Setup > Tender Setup”.

You will be presented with the following screen. Select the tender for which you want to Enable EFT and

then click Edit.

Available Filters

Clear Filter
.
IQRntcrprlsc
Data
Code | Description ‘ Category | Iz Bankable | Yalue | EFT | Open Drawer ~

_|cPs Coupon 5 False False False R 0.00 False True
[T Cash False True True R 0.00 False True
_|cx ...More True False False R 0.00 | True False

DC Debit Card True False True R 0.00 | True True
Bpet __ pebitcards __Fake ke Fke | RoOfe __ JFake |
_|pc2 Dehit Card 2 False False False R 0.00 | True False
_|pc3 Debit Card 3 False False False R0.00 | True False
_[DC4 Debit Card 4 False False False R 0.00 | True False
_|pcs Debit Card 5 False False False R 0.00 | True False
_|ps Discount True False False R 0.00 False True
_|Ds1 Discount 1 False False False R 0.00 False True
_|ps2 Discount 2% False False False R 0.00 False True
_|ps3 Discount 3 False False False R.0.00 False True
_|Ds4 Discount 4 False False False R 0.00 False True
_|pss Discount § False False False R 0.00 False True
_|sv Gift Voucher True False False R 0.00 False True
_|svi Voucher 1 False False False R 0.00 False True
| |Gv2 Voucher 2 False False False R 0.00 False True
_|Gv3 Voucher 3 False False False R.0.00 False True
_|sv4 Voucher 4 False False False R 0.00 False True
| |Gvs Voucher 5 False False False R 0.00 False True v

— —_ ~ A 252 ] 3 [
It ¥ = O Q¢ o i/ 3
Select Visible Fields Eilter Search Add Edit Delete Design Preview

You will now be presented with the Tender Setup Screen.

.
I_QEntc_r_pris_c

Tender Information

Ledger Options

Tender Code D Tender Post Type
eicelve pc ® PostTo Ledger Use as Stock Discount
Tender Description [Igt”l Card 1
Ledger Account : Receipts 700,000, 000.00
Over Tendering Options Ledger Account: Payments | 3700,000,000.00
Allow Over Tender
Lowest Allowable Over tender [LALO] 000
Highest Allowable Over tender (HaLO] 000
X Report Options
Is Bankable O
Electronic Fund Transfer
POS Options
Ak for Expiry Date
Open Drawer O
(@) Fixed Value
(_IFixed Percentage 0.00
Enable Momad EFT Services

Enter the tender's description

L4

Accept

To Enable Nomad EFT for the Selected Tender Enable the “Enable Nomad EFT Services” option and click
Accept. Do this for all tenders for which you want to enable Nomad EFT.
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POINT OF SALE
Go to Point Of Sale > Sales > Cash Sales. You will then see the main POS screen on which testing will

commence:
io The intelligent choice. Sale Total
INNOVATIVE ACCOUNTING SOFTWARE 0 L 0 0
Tax Invoice
Code Description Frice Oty Tatal %
Cashier 1-LISA
Sales Rep H‘I v'
Discount 0.00
Quantity 1.00
Stock Code w”
Description
Unit Price
F12 For More Options
- = > -~ ~ - Lol
' % % e 0 = - 5]
2 - Vaid Line F4 - Void 5ale | | F5 - Customer F7 - Customer Info | FB - Supervisor Logon F10 - Turn Printer Off | F11- Services

SELLING AIRTIME:

To access Airtime Stock Items either enter the IQ Item Code or click on “F11 - Services”.
If you click on “F11 — Services” you will be presented with the following screen

L

CELLO|| <> ;.;fe“ T

s e )
¢ w/
( g

Select Product - Arrow Keys to move, Escape to go back, Enter to select
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USING EFT

You will only be able to use EFT Functionality on the on the IQ Tender screen. To reach the IQ Tender
screen click on “F1 - Subtotal” after entering any stock item/s to be sold. You will then be presented

with the following screen.

—Tender Media

F1

Bank Transfer

F2 Debit Card

F3 Other

F4 Discount

<- Back

—Details-

Amount to Pay

100.00

Remaining

100.00

Change Due

0.00

If you select a tender that was setup to use Nomad then IQ will automatically use Nomad EFT
services and attempt to post the EFT transaction via Nomad.

ADDITIONAL NOTES:

Esc to Exit

EFT Options

If you would like to setup a POS receipt printer please do so under Point Of Sale > POS Setup >
Hardware Setup. You can select an installed printer from the POS Printer Port option.
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SMS MARKETING
IQ SMS allows you to send an unlimited number of SMS’s to your clients from within your IQ system.

File Edit View History Bookmarks Tools Help

] hitpe/fwwwigsms.co.zal +
I ~ — I I ’@ to our website ? Ll
N Ol i | Www.igsms.co.za ——

INNOVATIVE ACCOUNTING 50

@ Register & Buy Credits

@ Setup i SMS Marketing

@ Start Sending

Username: Welcome to IQ SMS Marketing - Simple, Fast, Effective.
1Q SMS allows you to send SMS's to your clients from within your IQ system. You can use this to inform your

Password: clients of:

» Events
» Promotions
5 Competitions

Problem with login? + Special offers

Bulk SMS bundles can simply be purchased online via Credit,

SMS. New User
1-Register and Buy Select Register now and create
Register with us = Login and set-up > Purchase online a user and password

2 - Set up your IQ System

REGISTER NOW

Click Here +

In your IQ system, go to Utilities > Setup > Module P;
the instructions found on this video: 1Q SMS Set Up Video

3 - Start sendina messaaes! e

You can use this to inform your clients of: Events, Promotions, Competitions Special offers. Bulk SMS
bundles can simply be purchased online via Credit Card.

SMS MARKETING SUMMARY

WEBSITE

Register Now

Login

Online Payments

Billing Summary

Credit Card Details
MODULE PARAMETERS

Setup Details

Template
DEBTORS MAINTENANCE

SMS Marketing + Cell phone Number
SMS MARKETING

Filters

Templates

Process

Reports
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HOW TO PURCHASE SMS BUNDLE'’S

Login to www.igsms.co.za. Create an account and password. You may now purchase your bulk SMS's.
SMS'’s are charged at R0.35 Excl Vat per SMS. Select Online Payment option and then specify the
number of credits to buy. Choose between 500 and 100000 to purchase.

File Edit View History Bookmarks Tools Help

[u httpi//wwwigsms.co.za/sms_pricing.aspx I +

€ | | [ nttpy/fwwnmigsms.co.za/sms_pricing.aspx 7 - |c&|[*q- Googie Al ||

@ Register & Buy Credits

@ Setup i . SMS Marketing

@ Start Sending
P Purchase Credits:
R

Home Page Your Country of Residence South Africa  Edit

Account Settings SMS Destination Country South Africa

Online Payments Convert Prices to Currency: ZAR - South African Rands v
Maintain Groups
Maintain Numbers
Import Data
Single Message
Bulk Message

SMS Templates For help with making online payments click here.
Replies Prices are shown in South African Rands. Prices exclude VAT/GST (if applicable).

BDay - Groups Credits Range From:

Enter number of Credits to buy: 5000

BDay - Numbers Credits Range To:

BDay - Import Data Country

Sent/ Queued South Africa (ZAF)
Date Range report
Number Lookup Report Purchase Summary:
You have elected to purchase 5000 credit(s)
SMS Sending Report At 3 cost of ZAR R0.35 per credit
Summary Report The total cost of this transaction excluding VAT/GST (if applicable) is ZAR R1750.00
Sub-Accounts

| | ing Options:
Sub-Accounts (Holding) Purchasing Options

Blacklist / Auto Deleted

API guide Click to pay with Credit Card (via MyGate)

Logout

Once you have completed your purchase, simply go to the SMS Marketing module in your IQ system
and setup the website detail..

MODULE PARAMETERS
Selecting the setup option allows one to configure and setup the sms marketing option.

L]
lQ.En.ts:rp.ti_s__g

| Dettors | Crediors | Stock | Ledger | General | Services

() AMS Airtime Voucher Gatzway
(®) SMS Marketing

() Web Services

Setup
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SMS MARKETING SETUP DETAILS

L]
IQEnrcrpri se

Mobile Marketing Setup Details

IF Address upload.igsms.co.za
Portal Username .ic-]training.]
Portal Password =~ |=9FFFFF=
Return Email liko @igretail.co.za
Enable Proxy [ Tick For Yes
Host (Proxy)
Username
Password
Port (Default 3128) 3128

Enable SMS's Functionality Select Processing Modules

X gl 9 &
Cancel Test SMS Templates Accept
IP ADDRESS

The IP address field displays the server name or IP address of the SMS marketing server or host
name. The default IP address or server name is www.igsms.co.za.

PORTAL USER NAME

The portal user name field is where the user name must be entered for the authentication against the
host server of the SMS marketing.

PORTAL PASSWORD

The portal password field is where the password must be entered for the authentication against the
host server of the SMS marketing.

RETURN EMAIL

The return email is the email address that will be used when a reply is generated from the SMS that
was sent.

ENABLE PROXY
The enable proxy option allows one to configure a proxy server if there is one located on the network.
HOST (PROXY)

The host proxy is where the proxy server’s details are entered. This means that the specific proxy
server's IP address or name must be entered.

USER NAME

The user name field is where the user name must be entered for the authentication against the proxy
server.

PASSWORD
The password field is where the password must be entered for the authentication against the proxy
server.

PORT (DEFAULT 3128)

The port field indicates the port number that will be used for the proxy server to communicate when
trying to access the internet. By default with most proxy servers the default port number is 3128.

202 1Q Retail (Pty) Ltd © 2013



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 Setup

ENABLE SMS’S FUNCTIONALITY

Choose which module must have the sms option available. Choose from: Purchase Orders, Sales
Orders, Quotes, Job Cards, Debtors Credit Control, Debtors Receipts, Creditors Payments, Debtors
Enquiries, Creditors Enquires.

Sales Orders

Quotes

Job Cards

Debtors Credit Control
Debtors Receipts
Creditor Payments

Debtor Enguiries

M & & [ & & A E

Creditor Enguiries

Selection

ESC Cancel F10 Accept

CANCEL

The cancel option allows one to discard any of the changes or configurations made.
TEST

The test option allows one to test the current SMS marketing setup to see if it is configured correctly.
ACCEPT

The accept option allows one to accept the necessary changes made.
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USER SECURITY AND ACCESS LEVELS
WHAT IS USER SECURITY AND ACCESS LEVELS?

User security and access levels are security measures that can be put into place for security purposes. By
setting up the user security access levels correctly, this will stop users from accessing certain modules within
the system. It is essential that the user access levels are set correctly.

NOTE: In order to setup the user access levels and security, select the Utilities Menu Option -- > Menu
Access & Security (Supervisor Options) -- > User & Group Maintenance.

Sort Order Reports Report Parameters

(@) Staff Number Display Accessable Options

.Q (@) Single User Access Settings
' F‘;ﬂrcrp risc () surname [Tl isplay Restricted Options

i) () Group User Assignments
() Firstname [ isplay Group Inheritance

Groups Ussrs

Staff Number | Iniiaks [Sumame [Firstname [Telephane [Cellphane [Has Fingerprint |+
1 L15A i

Ao sown gk loaiisdser oe21234%67 | m |

3 r

BLUE SARAH

@ ] “ o= - £

Add User Edit User Delete User User Menu & Security Setup Print User Barcodes Reports

USER OPTIONS
ADD USER
The add user option allows one to add any additional users to the system.
EDIT USER

The edit user option allows one to edit any of the existing users and modify any details pertaining to
that user.

NOTE: Once the user has been created, the user number cannot be altered in any way.
DELETE USER

The delete user option allows one to delete any of the existing users from the system.

NOTE: User number 1 which is the default user in the system may/cannot be deleted.
USER MENU & SECURITY SETUP

The user menu and security setup allows one to define access to certain menu options and certain
functions within a specific module (i.e. Debtors, Creditors, Stock or Ledger).
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ADDING A USER

Select the add user option in order to add a user to the system.

L]
. This user is set up to send email directly.
F‘;ﬂ[crl)r'l se Please setup any email related settings in

the detail email setup.

Staff Detaiks | Biometiic Details |

Staff Number
First name
Surname
Initials
Id Number
Address 1
Address 2
Address 3
Post Code
Telephone
Cell Phone
E-Mail
Report Access Level

Administrator
PIN Mumber

Force Password Change
Every X Days

JACK

BROWN

1
9102270311080
78 DAISY AVENUE
STRAMND

7600
0211234567
082 12345567

[

[[] Check for Yes
Check to Change Pin Code

[[] Check for Yes []0n Next Login

A usly
Enable System Motifications
System Language
System Character Set

English (Default)
ANSI_CHARSET

&M
¢

B
Detail Email Setup

STAFF NUMBER

4

Accept

The staff number must be entered. The staff number may be the next available number or any other
number as you wish. This field is numeric only.

FIRST NAME

The first name field is where the employee or staff member name is entered. This field can take up to

30 characters.
SURNAME

The surname field is where the employee or staff members surname is entered. This field can take up

to 30 characters.
INITIALS

The initials field is where the initials of the staff member or employee is entered. This field can take

up to 4 characters.
ID NUMBER

The ID number field is used to enter the staff member or employees id number. This field can take up

to 15 characters.
ADDRESS FIELDS

The address fields is used for entering the address of the employees or staff members.

POST CODE

Enter the postal code in the post code field. This field allows for 10 alpha numeric characters to be

entered.
TELEPHONE

The telephone number field is where the telephone number of the staff member or employee is

entered.
CELL PHONE

The cell phone filed is used to enter the cell phone number of the relevant staff member or employee.

EMAIL

The email field is used for entering the email address of the relevant staff member or employee.
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REPORT ACCESS LEVEL

The report access level allows one to set the appropriate access level for designing reports on the
system. If this is setup correctly then the staff or employees will not be able to modify any report
layouts.

Search Selection - [F7] To Switch Search By - double dick to change

[DEFALLT
.Q (@) Filter Records
l wW Enterprise

() Go Te Record

Access Drescription A~

0| Access Level 0
1/Access Level 1
2|Access Level 2
3|Access Level 3
4|Access Level 4

5 Access Level 5

X, 4

Cancel Accept

NOTE: Choose the appropriate access level in order to allow users to have access to design stationery
layouts. Access Level 1 is the highest and Access Level 6 is the lowest. In other words, if the user is
set to access level 1 then they would be able to design any stationery layout on the system.

ADMINISTRATOR

The administrator option allows one to tell the system which user is an administrator on the system.
PIN NUMBER

The pin number field is where the user’s password/pin number is entered. This pin number field may
contain alphanumeric characters and the length of the field is 50 characters.

FORCE PASSWORD CHANGE

The force password change option allows one tell the system that a password needs to change. The
importance of the force password change is to help the system administrator to keep a good level of
security. If a single pin or password is kept for a long time the user easily get used to it and it
becomes very easy to steal or replicate the pin or password. In order to keep a good level of security
enable this option so that the pin or password cannot be replicated or stolen easily. This can be set
for specific users or all users. When ticked the system will prompt for a new password/pin based on
the value entered under the “Every X Days” field.

NOTE: The two options namely “check for yes” and “on next login” work as follows, the check for yes
option works in conjunction with the “Every X Days” meaning that if this option is enabled, the system
will force a password change every x amount of days. The “on next login” option if enabled allows one
to force the password change when the specific user logs into the system the very next time.

EVERY X DAYS
The every x days option goes part and parcel with the force password change. Once the option force

password change is enabled, then specify after how many days the system must force the password
change.
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USE CLASSIC MENU
The use classic menu option will allow the user to decide which menu structure they prefer the Ribbon
menu or the classic menu.

= - = - - -t X - o -
e i T = 0 Bk '
H Tady | : 2 = o 3 'y .
(TS | | | '0 (7] S:vl; _— e Ribbon Menu
Invoicing  Credit Goods Returned  Sales  Purchase Quotes  Job Debtor  Debtor  Creditor Agent
Goods  Orders  Orders Cards Receipts Journals Journals Transactions

Notes  Receiving
Processing

Debtors Creditors Stock Ledger Utilities Support PointofSale Windows Help Shortcuts
i@ Invoicing

i Credit Notes

! Goods Receiving
Returned Goods
1': Sales Orders

7% Purchase Orders

| d Quotes

L_:_’fj Job Cards

.%g Debtor Receipts
[ Debtor Journals
1) Creditor Journals
] Agent Transactions

ASK FOR PIN CONTINOUSLY

For security reasons this option is quite important. To continuously be asked for the user password
number between transactions and other processes. This option can now be selected per user instead
of the default setting 1 option that will force all user to enter the pin continuously.

SYSTEM CHARACTER SET

The character set can now be select per user. Use the search facility (ALT and the down arrow) to
view the possible Character Set formats, e.g. Default_Charset, Ansi_Charset, etc. These Character Set
formats will be used when different characters are to be used in the IQ Enterprise System. By utilizing
this feature the system can then use different character types. (E.g. Symbol, Chinese, Turkish, Greek,
Hebrew, Arabic etc...).

USER MENU AND SECURITY SETUP

MENU AND ACCESS SETTINGS SETUP

User menu and security access levels are security measures that can be put into place for security purposes.
By setting up the user menu security access levels correctly, this will stop users from accessing certain
modules within the system. It is essential that the menu user access levels are set correctly.

EXAMPLE: Users that do not work with stock, debtors or creditors do not need access to these modules.
Therefore utilizing this option will restrict users for this purpose.

NOTE: In order to setup the user access levels and security, select the Utilities Menu Option -- > Menu
Access & Security (Supervisor Options) -- > User & Group Maintenance.
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Profil Details
User - Menu Setup
. Q Profie Number |4
I . Profile Description |Cashier
,7%‘% e e T
Staff Number 2
Staff Name JACK BROWHN
[ [co.. [esciiption Log In|Group A MenuSetup | Access Settings Setup | Display Grids
[ [l [pemo Head Office I” |cashier D - Function Acoess Access Group
| |002_|Demo - Branch 1 [ Al Access O O
{003 |peme -granch 2 ™Al Access 10000 - Dehitors O O
005 Joemo - support Al Access #2000 - Crecitors g d
123 i reta | Caskier 30000 -Stack a g
|_|DE [pemo 2 I Al Access 50000 - Ledger [ 4
|_[DB2 [pemo 3 |l Access 110000 - Utites 0 g
i 'S,Hﬁ' o F N\: i 70000 - Support O O
[om[oms All Access 80000 - Paint of Sl
16 [1q Retail Demo Company | [~ |All Access 51000 - Windows O O
[MRT|iq Retai I |Cashier 1001 - Help g o
|2z [eemo Tl Access 2000 - Shorieuts o .
[Search by ID or Caption] First Previous Next ‘
P @ ' 3 | .
i \ 5|
selectal Unselect Al Expand Al Gollapse Al Clear selection Reload Profie Save Profie Reset To Group Settings

USER - MENU SETUP
PROFILE NUMBER
The profile number field shows the current profile to which the user is currently linked with.

NOTE: The profile number that the users are linked to are generated under the group security access

levels. Whenever a new group is created, the system generates a new profile number.

Sort Order

(@) Staff Number
IQ
I Enterprise | o sumane

() Firstname

PN [ - [ - | [ = i [ =
©w & o ] e
Add Group | Edit Group Delete Group | Group Menu & Security Setup | Reports
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PROFILE DESCRIPTION

The profile description shows the description of the profile to which the user is linked with. In other
words if the user is linked to profile 5 for example then the profile description will display “Point of
Sale”

COMPANY

The company field shows the current company that is highlighted meaning the company that the
security is being setup for.

NOTE: If the security is being set for a specific company and for the user, remember to enable the
“Log In” option next to the company.

USER NUMBER

The user number shown is the staff members user number. That user number also reflects the current
users number to whom access is being applied.

USER NAME

The user name field shows the staff members name and surname in this field. This user name is the
username linked to the user number.

Profile Details
User - Menu Setup

H Profile Number |4
I F:l'll'CTp]‘i se Profile Description Cashier

Company 001
StaffNumber 2
Staffiame  JACK BROWN

Description Log In|Group A Menu Setup | Access Settings Setup | Display Grids
ead Office
Demo - Branch 1
Demo - Branch 2
Demo - Support

1Q Retail

E]
ElE

Cashier Access Access Group

=
=]
5]

All Access

=
=]
o

All Access

=]
=}
@

All Access

120000 - Creditars
130000 - Stock,
B 50000 - Ledaer

b=}
b}

Cashier

=]
@

Demo 2 All Access

=]
@
r

Demo 3 All Access

B 110000 - Utiltie:s
B 70000 - Suppart
80000 - Point of Sale

=
I
S

Demo 1 All Access
DM1

1Q Retail Demo Company
1Q Retail

demo

=]
=

All Access

All Access

=
)

B 1000 - Windows
11001 - Help
1 2000 - Shortcuts

=
3
3

Cashier

\\I\\II\\i\\V

N

e e e e e |

OO00rROO00O00O
[ 3 o [

All Access

. |[earchby D or Capton] First Previous Nt

b E P O I Y

Select Al Unselect All Expand All Colapse Al Clear Selection Reload Profile Save Profie Reset To Group Settings

COMPANY

The company field here displays the company identification number example (001, 002 etc...). This
view also displays all the companies that are currently listed on the Enterprise system.

NOTE: By selecting a different company from the list, one is able to setup security for any of these
different companies. Remember to enable the “Log In” option.
DESCRIPTION
The description field displays the full company name as it was entered when the company was setup.
LOGIN
The login option allows one to specify per user which company they have access to. In other words, if
a tick is placed within one of the company login fields, the user will not have access to that specific
company.
PROFILE
The profile option allows one to specify per user which profile is linked with the user. This means that

if the profile is setup to only have access to certain menu option within the system then that user if
they are linked to the right profile, they will have limited access within that specific company.
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Profile Details
User - Menu Setup

s Profile Number |4
' : Enr_crprisc Profile Description |Cashier

Company  |001

The menu setup option allows one to
set the desired security on the menu
options.

StaffNumber |2
Staff Name JACK BROWN

Co.. [Descripion Log In|Group | A |[MenuSenin? access Setings Setup | Qisplay Grids |
(311l Demo Head Office [v¥ | Cashier T o Access Aceess Group
Demo - Branch 1 [ Al Access ) [100000 - Procsssing ] 0 g
Demo - Branch 3 " |AlAccess B3 10000 - Deblors 0 |
Demo Head Office [ AllAccess ) 20000 - Creditors / ] O
Demo 2 " |All Access F5-30000 - Stock | o
DE:Z [Demo 3 [ Al Access 1 50000 - Ledger [} O
DHO|Demo 1 [ |AlAccess 65110000 - Utiities 0 0
DM oM Al Access 5 70000 - Support O )
10R |1Q Retail Demo Company | [ |All Access F-50000 - Paint of Sale
MAT|1Q Retai I Casher 1000 - Windons o ]
51001 - Help | |
) 2000 - Shortcuts ] |
:| Menu Options.
[earchiby 1D or Copion] Fist Previous Nt

i & = @ T ®

Select All Unselect All Expand All Collapse All Clear Selection Reload Profile Save Profile Reset To Group Settings

MENU SETUP

The menu setup option allows one to specify per user which menu options the user has access to. In the
example above, the current user only has access to Debtors Maintenance and Enquiries.

NOTE: By selecting the specific options the user has access, place a tick in the relevant boxes. This will then
tell the system which menu options the user has access to.

Profile Details
User - Access Setup
- Q Profie Number |4
I s Profile Description | Cashier
Enterprise| "G00
Staff Number 2

Eccan R A SR The access settings setup option allows
one to set the desired security within

Co. [Description Log In| Group A MenuSetup | Access Setlings Setup | Display frids the SpeCIfIC mOdU|es down tO
[ i s esd o ¥ Cashier 1D -Functin processing level.
[0z Jpeme - Branch 1 I Al Access e
[903 Jpemo - Branch 3 I AlAccess e — T T
[0 Jpemo Hesd office I AlAccess T Cmbices — 0 o d
_{DB1 Demo 2 I AN Access 30000 - Stock ol O 0 0
_|DB2 [emo 3 " AllAccess 51 50000 - Ledger = O 0 0
_|DHOJDemo 1 " Al Access 110000 - Utites ol O O 0
_|DM1]oM1 " AlAccess 170000 - Support O] O O 0
7EIQ Retai Demo Company [~ All Access [ 50000 - Foint of Sale D [
| IMATJIQRetai L fj{Cactier 51 200000 - 1G Stock Take O O ] 0
571000 - Windows (1] O | 0
1001 - Help ~ O] 0
2000 - Shotteuts g O
Processing &
Access Options.
< >
[Search by ID or Captian] Fist Presious Hest
T — = =
{ 3 c,; | "
Select Al Unselect Expand A Collapse Al Clear Selection Reload Profile Save Profile Reset To Group Settings
Ject all Ject All d Al Jlapse Al Jear Sel Joad Prafi i
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ACCESS SETTINGS SETUP

The access settings setup option allows one to specify per user what type of access they have within the
Debtors Maintenance and Enquiries Menu Options. In the example above, the current user only has access
to the Add and Edit in Debtors Maintenance and Full access within the Enquiries option.

NOTE: By selecting the specific options, the user has access, place a tick in the relevant boxes. This will
then tell the system which options within the specific module the user has access to.

Prafile Details
User - Access Setup
H Q Profile Number |4
I J Profile Description |Cashier
F‘Arltcrljrl SC Company 001

Staff Number |2
StaffName  JACK BROWN

.. | Deseription Log In|Group A Menu Setup| Access Settings Setup | Display Grids

=
ElIS

LA (M Demo Head Offics E Cashier 0 - Function Aocess Acoess Gioup | Waming wairing

|02 |Demo - Eranch 1 All Access @

003 |pemo - Branch 2 I~ |Al Access 5110000 - Deblos E E E E

7%?52;‘3“"”““ E zl:h(;‘:“ F1 20000 - Credltors [ O O 0

1123 | - 30000 - Stock

[potoens s - sk 5 . g i

7%?"‘5? I': iui“ess 110000 - Utites O] O O O

o pe= s g o 9

|_{DMT . 80000 - Paint of Sale ] m

_%:Q Ee::DEW Company ||: 2” *"‘h“ess 200000 +10) Stock Take ] O ] 0

72;2 et = Aﬁi‘” 11000 - Windaws O] | O 0

| 1€ |demo =D #1001 -Help [x] O O O
2000 - Shortcuts [x] O O O
< >
[Search by ID or Caption] First Frevious Hext

: Y —] — = -
o | = e

Select Al Unselect All Expand All Collapse All Clear Selection Reload Profie Save Profie Reset To Group Settings

NOTE: The access levels may either be selected by ticking the relevant box next to the option or the menu
above may also be used to select the different types of access.

SELECT ALL

The select all option allows one to select all the menu and access settings. This means that all the
options will be enabled and ticked.

UNSELECT ALL
The unselect all option allows one to unselect all the menu and access setting options. This means
that all the options will be disabled and the tick is removed.

EXPAND ALL
The expand all option allows one to expand all the functions listed under the menu setup and access
settings setup.

COLLAPSE ALL
The collapse all option allows one to collapse all the functions listed under the menu setup and access
settings setup.

CLEAR SELECTION
The clear selection option will clear all the selections that have been made within the menu setup and
access settings setup screens.

RELOAD PROFILE
The reload profile option allows one to reload a specific profile. This option comes in handy when
access has been granted incorrectly and the access needs to be reset.

SAVE PROFILE

The save profile option allows one to save the current security selections to that specific profile
number.
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GROUP SECURITY AND ACCESS LEVELS
WHAT IS GROUP SECURITY AND ACCESS LEVELS?

Group security and access levels are security measures that can be put into place for security purposes. By
setting up the group security access levels correctly, this can be very useful when certain users are assigned
to specific groups. This means that the group the user belongs to can have preset access already defined
when logging into specific companies. It is essential that the group security access levels are set correctly.
NOTE: In order to setup the group security access levels, select the utilities menu option -- > menu access
& security (supervisor options) -- > user & group maintenance.

Sort Order

(@) 5taff Number
& :
IQ Enterprise | ©sumane

() Firstname

{Groups | Users

Drescription
| all Access

Cashier
Creditors
Ledger

bl -~ -~ —_ T

Add Group Edit Group Delete Group Group Menu & Security Setup Reports

ADD GROUP

The add group option allows one to add any additional groups to the system. These groups are linked

with a profile number which in turn allows one to easily setup security once these groups have been
created.

EDIT GROUP
The edit group option allows one to edit any of the existing groups and modify any details pertaining
to that group.

DELETE GROUP
The delete group option allows one to delete any of the existing groups from the system. Ensure that
once the group is deleted that the user’s security is set accordingly.

GROUP MENU & SECURITY SETUP
The group menu and security setup allows one to define access to certain groups that have been created.

This can be access to certain functions within a specific module (i.e. Debtors, Creditors, Stock or Ledger) or
certain menu options within the system.
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Setup

ADDING A GROUP
Select the add group option to add any additional groups.

Profile Description | ——

Selection

ESC Cancel F10 Accept

NOTE: Once the group has been created, select the accept button to save the changes. These groups
are linked with a profile number which makes setting up the security much simpler.

GROUP MENU AND SECURITY SETUP
WHAT IS MENU AND ACCESS SETTINGS SETUP?

Menu access settings are security measures that can be setup for specific groups. By setting up the different
groups will make setting the access per user a lot easier. It is essential that the group menu and security

levels are set correctly.

NOTE: In order to setup the group menu and security, select the Utilities Menu Option -- > Menu Access &

Security (Supervisor Options) -- > User & Group Maintenance then select the group tab.

Sort Order

(@) Staff Number
. g
IQ Enterprise | o sumame

() Firstname

Groups | Lsers

Deszciiption
Al Access
Cashier
Creditors
Ledger

< @« =

Add Group Edit Group Delete Group Group Menu & Security Setup

-~
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GROUP — MENU SETUP
PROFILE NUMBER

The profile number displays the current or specific profile number that currently exists on the system.
To setup additional groups, select the add group option.

PROFILE DESCRIPTION
The profile description displays the description of the current profiles that exist in the system. It is

important to keep the descriptions simple so that one is not confused by the different types of
descriptions when setting up the groups/profiles.

Sort Order

(®) Staff Number
.
IQ Enterprise | osuname

() Firstname

Groups | Lsers

Description
Al Access
Cashier
Creditors
Ledger
-~ -~ - = “
© & © = =
Add Group Edit Group Delete Group Group Menu & Security Setup Reparts
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MENU SETUP

The menu setup option allows one to specify per group which menu options that group has access to. In the
example above, the current group only has access to Point Of Sale, Cash Sale, Account Sale, Resume
Suspended Sale and Reprint Last.

NOTE: By selecting the specific options, the group has access, place a tick in the relevant boxes. This will
then tell the system which menu options the group has access to.

Profile Details

Group - Menu Setup
Profile Number |4

L]
IQ F:ﬂl'CTp?’i_SC Profile Description | Cashier

The menu setup option allows one to
set the desired security on the menu
options.

Menu Setup | Access Seftings Setup Dlsplly Grids

0000 - Debtars
1 20000 - Creditors /
30000 - Stock

[#-50000 - Ledger
1110000 - Utiities
70000 - Support
(#0000 - Point of Sale
(11000 - Windows
11001 - Help

2000 - Shortcuts

_

DDD!DDDDDD\D\

Menu Options.

[Search by ID or Caption] First Previous Mest

> B Ky Ti

Select All Unselect All Expand All Collapse Al Reload Profile Save Profile

ACCESS SETTINGS SETUP

The access settings setup option allows one to specify per group what type of access the specific group has
within the Point Of Sale Menu Option. In the example above, the current group only has access to the Sales,
Cash Refund, Account Refund and Reprint Last in Point Of Sales.

NOTE: By selecting the specific options, the group has access, place a tick in the relevant boxes. This will
then tell the system which options within the specific module the group has access to.

NOTE: By setting up different groups, make security setup a lot easier per user. Once the group has been
configured to only access certain options within the system, all that needs to be done is link the user to the
correct group.

IQ Retail (Pty) Ltd © 2013 215



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 Setup

Profile Details

Group - Access Setup

4 Profile Number |4
IQF‘,anrprisc Profile Description  Cashier

The access settings setup option allows
one to set the desired security within
the specific modules down to
processing level.

Menu Setup | Access Settings Setup | Display frids

1D - Function
=ff s3in
10000 - Debtors
) 20000 - Creditors
30000 - Stack
150000 - Ledger
110000 - Utities
5170000 - Support
180000 - Point of Sale

(1200000 - 19 Stock Take

51000 - Windows —

+1001 - Help )
5 2000 - Shartcuts Processing &
Access Options.

OOoEO0O0Oon
Oooooooood

J

[Search by ID or Caption] First Firevious et

NEs = ® T

Select Al Unselect Al Expand Al Collapse Al Reload Profile Save Profile

NOTE: The access levels may either be selected by ticking the relevant box next to the option or the menu
above may also be used to select the different types of access.

SELECT ALL

The select all option allows one to select all the menu and access settings. This means that all the
options will be enabled and ticked.

UNSELECT ALL

The unselect all option allows one to unselect all the menu and access setting options. This means
that all the options will be disabled and the tick is removed.

EXPAND ALL
The expand all option allows one to expand all the functions listed under the menu setup and access
settings setup.

COLLAPSE ALL
The collapse all option allows one to collapse all the functions listed under the menu setup and access
settings setup.

CLEAR SELECTION
The clear selection option will clear all the selections that have been made within the menu setup and
access settings setup screens.

SAVE PROFILE

The save profile option allows one to save the current security selections to that specific profile
number.
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ADD REPORT ACCESS LEVEL
The add report access level allows one to add any additional report access levels.

]
'QElwtcr}wrisc

focess Drescription ~

Access Level 0
Access Level 1
Access Level 2

Access Level 3

Access Level 4

foa 120 N R L e =

Access Level 5

Access Level &

£

E 2 B

Add Report Access Level Edit Report Access Level

Delete Report Access Level

NOTE: Once the appropriate description to the new report access level has been entered, select the
accept option to save the changes to the system.

EDIT REPORT ACCESS LEVEL

The edit option allows one to edit any existing report access levels.
DELETE REPORT ACCESS LEVEL

The delete report access level option allows one to delete any of the report access levels.
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IQ XML IMPORT / EXPORT
GENERAL DESCRIPTION

This document discusses the implementation and specifications of IQ XML formatted imports and
exports.

DETAILED DISCUSSION

IQ Enterprise (and related family of products) now support Imports and Exports in a fixed IQXML
format.

The supported import and export documents are:
Stock Master Items

Debtor Master Accounts

Creditor Master Accounts

Sales Order Documents

Purchase Order Documents

Job Card Documents

Quote Documents

The product will support manual Export and Import procedures. For any of the above mentioned
modules the following functionality will be available.

Under the Export Button the system will provide an additional “1IQ XML| options. The export procedure
will function in the same manner as all other exports. The user will be prompted for an Export location
if security settings allow this (see image below). After exporting has been completed, the user will be
given the option to open the selected export folder. Currently the user will be able to filter out any
unwanted information before exporting. Selection of fields is not yet available — but is a requirement
to be implemented.

Note that exported files can be very large in file size due to the vast amount of information being
exported (especially due to pictures being exported). Compressing these files via a Archive utility like
7Zip, Winzip or WinRAR will dramatically decrease the file size and make it portable via email / ftp.
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All exports contain identifying information of the company in which the exports were generated. The
following information will be in IQ_Identification_Info node in the XML file: Store ID, Company Code,
Company Name, Address details, telephone numbers, fax, email, Tax Nmumber, Registration number
and Customs Code.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts -

Sort Order Available Filters
Clear Filter
>r10000 = ZAR
- (@) Account Accountold than 30 days
I - Accounts for TBS
Enterprise Aoz > 30days
T] [ [ Area = JHE and Status = 5
Interest
)Name J
&

Account Name Telephone Balance|Initials [tite [contact Address lour [a
Mascoo1 ABC Store (Pty) Ltd 021456 1234 45 570.04(2 PO Box 123 28R
|BLaco1 Black - Terms 30 Days 0218800000 2987186 P M Peter PO Box 1232 28R
|BLuoo1 Blue - Credit LimitR1 2066.15 T 28R
_|Broo01 Brown - Vat Exempt Export) 12853.77)3 28R
_|copoo1 COD ACCOUNT 750.00 € 2R
_|Fcoo: Foreign Currency - Dollar 3022610 DoL
BEE Green 021854000 000 2706.36]T  |MRs |Theresa PO Box 1254 28R
__|GREDO2 Grey - Settlement Disc (Farmer) 1408.85 K Mr Ken Grey PO Box 4710000 ZAR
_[mBso01 The Bargain Store - Head Office 021888 0000 31636.78 W Peter 89 Protea Avenue 2R
_|meso02 The Bargain Store - Durban 0.00P 28R
|mBs003 The Bargain Store - Johannesburg 0.00F 28R
_|WHIOO01 White - Normal Debtor 653882.24/A 89 Yarley Avenue ZAR
| Joxxoo1 %X Retailers (Multiple Detals) 0212222222 1435.00 Q PO Box 141414 2R

Record Count: 13 .
Fi Y B =TT | | & < o = ¥ &
Select Visible Fields Filter Search Export Imparts Add Edit Delete Colours Advanced Sgrt Gridmode Edit
NEW EXPORT FUNCTION FOR IQXML FORMATS
The system will generate a single export file containing all the selected records / documents. The
system will attempt to generate a unique filename.
1 b Computer + Windows8_ 05 (C:) » IQRetail » IQEnterprise » 001 » EXPORTS v & Search EXPORTS
¥ Favorkies Mame @ Date modified Type Size
B Desktop = IQXML_Debtors_iqNone_Date20130325_1...  25/03/201311:02...  XMLFile 46 KB

4. Downloads

=l Recent places
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Each of these modules will also have a new IMPORT button. This button will redirect the user to an
Import module that supports importing of the above mentioned item types. This Import module will
also be available from the Utilities Menu.

E x

Processing  Debtors  Crediors  Stock  ledger | Utiities | Support  PointofSale  Windows  Help  Shortcuts

@ % &£ B @ oleld @

Select  Change  Lock  Showlogged MasterFile Setup | Tools | Backup t
Company  User  Termina | OnTeminals Changes - v

4. Import Decumen _ _ _
7}3 Export Scale Items -

& Dotz Tigger: INNOVATIVE SOFTWARE
1] BulkExport/ Save
d;‘ Database Utilities

j Posting Audit
L_‘"! System Imports Medule
-

ument Vali
System Imports Module

-T_'} Email Log

°
Iprrij
IKNOVATINE ACCOUNTING SOFTWARE

0861 1Q INFO

When entering the Imports Module from the Utilities menu, the user will be prompted to select an
Import Type (ie. What kind of documents do you wish to import?). When entering the Import Module
from one of the Item Type’s maintenance screens, the system will initialize the Import module only for
the specific purpose of importing that item type (ie. If you are in Stock Maintenance and click the
import button, the Import Module will be initialized for Stock Item Imports).

The Import Module resembles the screenshot below.

Import Options

Flease select which kind of import you would [}
like to perform.

: Impart Type [Prncessing Maodule Documents W

Document Type lAJI Supported Documents Pw |

Cancel Accept
| Concel | | ccept |

The sort order will be adjusted to fit the Import Type and will offer valid options only. The Import
Type and Document Type (if applicable) will be displayed in the top header of the screen. Various
coloured indicators are available to indicate error types to the end user. The Top right corner contains
override options that need to be selected in the event of Non Critical Errors.

220 IQ Retail (Pty) Ltd © 2013



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 Setup

Critical Errors: These errors are not fixable from within the Import Module. Errors like these include
Invalid Stock Codes, Invalid Account Codes, documents containing invalid / unreadable information,
incorrectly formatted XML files. These errors must be fixed within the XML files themselves and re-
imported / re-validated by the import module. There are no override options that allow Critical Errors
to be accepted / allow the import to continue.

Non Critical Errors: These Errors include items such as OnHold Stock Items, Negative Stock, Invalid
Terms for an accounts etc). These errors provide the user with an override option in the top right
hand corner. If one of these override options are selected, all items that have been imported AND that
contain such a critical error, will be allowed during the import process. By selecting such an option you
are allowing all documents containing the specific error to be imported. If a user does not have
sufficient rights for such an override, the override dialog will be displayed. If no valid code is entered,
the option will remain Unselected.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts -8 x

Sort Order Import Information Global Error Overrides

(®) Account Import Type | Processing Module Documents Description Allow  ~
. Document Type |l Supported Documents Invalid Sales Flep - Default will be used O
. (O Document. Invalid Cashier - Default wil be used (]
-F‘,]‘[['(jr prise [ €ritical Errer. = These Bacuments.wil natbe.orocessed Stock Item On Hold O
[ [ t () Order Date [CInen Critical Errors - These Documents require supervisor overrides Account On Hold [l
. [informative Details Only Invalid Date Range - See D/ Cr / Ldar O
(O Document Type [[]No Errors - These Items will Import without any action required Serizl Numbers Not Enabled o .
Imported Documents | Diocument lbems
Please review Documents below. Items with problems will be highlighted and items with severe errors will not be processed. You may remove items that you do not wish to precess. Double click for
more detail
Documents
[Documen t [Acccount ] Documern t Tupe Document Date Rep Total Document ¢ Ertors ltem Enors [~
0
v
Record Count: 0
— P = €D
| &) 5 i Q@

Select Visible Fields Refresh Import File Delete View Detail Process

The Display grid will display all imported items / items that have been read from the specified XML
file. The structure of the display grid will be adjusted according to the Import Type Selected. In
addition to the usual fields, the grid will also show an Error Column in the right most column (when
using default grid layouts). This column will be colour coded according to the colour legend. When an
item has a colour coded error here, the item will NOT be imported during the import process. Such
items will simply be skipped. Only valid items will be imported.

After the import process has been completed, all successfully imported items will be removed from the
display grid. All items that still contain errors (or that have been reevaluated during the import
process and gained new errors), will remain in the display grid for further review and can be imported
in the next go.

Detailed information about the errors can be displayed for informative purposes. The user can then
use this information to try an rectify the errors. The view detail button can be used to view such
information. An example of this screen can be seen below. It shows an error where the account being
imported already exists.

The normal Select Visible Fields button is available in the bottom left. The refresh button can be used
to perform a re-evaluation of the imported items. It will take the already imported data, and
reevaluate it against the current state of the system (eg. Onhands that have changed by means of a
GRV would have changed the state of the systems’s stock items).

The Delete option allows the user to removed single items from the import process.

If you have already imported information, and click on the Import button again, the system will warn
you that you are about to replace existing data with whatever XML file you select for the import
process.
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The Import Modules is Multiple Document Interface (MDI) screen. This allows the user to move to
other modules whilst the Import module remains open. This gives the user the option of making
changes to Accounts / orders / Stock Codes and then simply refreshing the information on his / her
return to the Imports Module.

ITEM SPECIFICS
Stock Master Items, Debtors Account and Creditor Accounts allow editing of existing items. In such an

event, a NonCiritical Error will be displayed. This error (Duplicate Stock Code, Duplicate Account Code)
can be overridden. If so, the existing account will be editing and updated with the new information.

Also note the following: Specific fields will be updated when editing. Certain fields will remain
unchanged for integrity purposes. Also note that Fields will only be updated if they exists within the
XML file being imported. If the field does not exists, that value will be ignored (unless it is a required
field — such as the Stock Item’s Stock Code).

Please note that following: When importing Processing Documents, the system will allow you to
import all available documents during the same import process. However, when importing Master
Files, you will only be able to import either Stock, Debtors or Creditor items.

Here follows the fields available for importing for the various modules. (Note that XML Schemas will
be made available seperately. These schemas will indicate to you how the XML file should be
formatted).

An additional field has been added to the following tables:
STOCK, DEBTORS, CREDITRS, SORDERS, PORDERS, QUOTES, JOBS.

The field has been named DocumentSource and contains the following potential values.
a) 0 or Blank — This is old data that has not been created after implementation of the imports module.

b) 1 — Normal

¢) 2 — Document Import

d) 3 — System Generated

If the document has been imported the value will ba 2 — Document Import.

Note that for all items below the following applies. The value will be updated if available and if ho
errors are found.

Available means the value has been provided (exists in the XML). ErrorFree means the value is
readable (ie. No blanks for numbers) and it within the valid range of allowable values for that field.
The corresponding XML field is shown as well.

STOCK MASTER IMPORTS / EXPORTS
Code: Stock Code, Only updated for new items, validates against existing stock and barcodes. Stock Codes
may not be blank, equal to another, or equal to a barcodes / multiple barcodes. XML Field: Stock_Code.
DEBTORS / CREDITOR ACCOUNTS
Account: Debtors / Creditor Account. Update when adding new Account. Not updated when editing.
Generates an error if BLANK value provided. Generates an error if the accounts already exists and you wish

to add it as a new account. Generates an error if the Account number specified already contains
transactions. XML Field: Debtor_Account / Creditor_Account

CREDITOR SPECIFIC FIELDS:
LAYOUT: Specifies the default GRV layout for the account. Updated if provided. XML Field: GRV_Layout

Terms: Account Terms. Updated if provided. Must be a value in the set [COD, 20 Days, 60 Days, 90 Days,
120 Days, 150 Days, 180 Days]. Will generate an error if the value is not in this set. XML Field: Terms

DOCUMENT IMPORTS / EXPORTS

Document Types allowed are Job Cards, Quotes, Sales Orders and Purchase Orders. These document types
can only be added into the system and cannot be edited via the imports module.

Many of these share the same information whilst some have specific details.
All fields mentioned here are always populated.

Fields not available for specification in the XML file, will be correctly populated by the imports module. All
document totals will be recalculated by the the imports module. If the provided totals do not reflect the
same values as the system calculation, the imports module will show the user an informative message
regarding this. Imports will still be allowed to continue as the system will correctly calculate the document
master totals from the items provided.
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DEBTORS

CHAPTER 4
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DEBTORS
WHAT IS A DEBTOR?

An individual or organization to which you have supplied goods or services on credit is called a debtor. Debtors
usually occur as a result of credit sales, i.e. customers purchasing on account. Debtors are classified as current
assets in the ledger as the amounts owing are usually paid during the course of the current trading year.

To set up your debtors system, follow the steps as outlined on the next few pages

IMPORTANT NOTES
ENTERING OPENING BALANCES
NOTE: Opening balances are NOT entered under debtors Account Maintenance.

To enter the opening balances, select the debtor Single Journal option. When entering opening balances use
the journal debit code (ID). The journal debit code will allow you to post a positive balance on the debtors
account. Choosing the date correctly will enable you to age the transaction (e.g. allocate values to 30 days,
60 days, etc.) amount, once the entry has been accepted. Note that you may only age one amount at a
time.

ORDER NUMBER

When doing Single Journals, there are no stock items involved therefore, the order number would not be
used for any kind of order and therefore can be used as an additional comment or reference field.

L]
IQF,nrcrprisc

Journal Details Last Journal Details

Account Number ABCOO1 w el e L
MName ABC Store (Pty) Ltd Eush s 5
Journal Date 01/03/2013
Rkes RO Box L3 Amount 5200.00
Stellenbosch GL Audit Trail
7600
Balance Details

Journal Date =] Current 3385.17
Transaction Type o " 30 Days 11689.03
Ledger Allocation 3601,000.000,00 %] 60 Days 21559.72
Reference OBO01 90 Days 956,12

120 Days 0.00
Order Number 150 Days o.00
Ledger Motes Opening Balance 180 Days 0.00
Rep ! Total 45 570.04

Date Last Payment 03/04/2013
ZAR Amount 1500.00 | Split Amount Last Payment 327.50
VatRate 0

-~ —_—— = X 1 - =
@ ¥ o ik 4 /

Account Edit View Details Show Hint Memo Allocate Design Report Design Transaction Report Process

EXAMPLE: If a customer had an outstanding balance of R 100.00 of which R 70.00 was in 30 days and R

30.00 in 60 days, then two journal debit transaction entries would have to be entered. The date that should
be used should be the 1% of the month for the relevant age. i.e. the 30 days transaction date would be the

1% of the previous month and the 60 days transaction date will be the 1% of month for two months prior to

the current month.
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ACCOUNT STRUCTURE

This unique account identifier consists of up to 9 alpha-numeric characters. Duplicate account numbers will
not be permitted. This number cannot be changed after it has been assigned to an account, so please take
care when entering these account numbers. Only accounts with NO transactions may be deleted from the
system. Once a transaction has been processed to an account, the account may not be deleted. This is due
to auditing rules and principles of Generally Accepted Accounting Practice.

EXAMPLE: The account number can be "ABC001” this would mean that the account structure is alpha
numeric. If the account number is “"ABC” this would mean that the account structure is alpha only. If the
account number were “001” this would mean that the account structure is numeric only.

The advantage with alpha-numeric account structure is the searching for debtors is made easier. Due to the
account number consisting of the first few characters of the company or customer’s name, there is no need
to change the sequence to the company’s name when locating a debtor.

NOTE: When entering the account number under debtor maintenance, there is no need for you enter the
numeric part of the account. The system will automatically check to see if there are any previous instances
of the same account, and if so, it will automatically add appropriate numeric value. E.g. If you have already
created an account starting with "ABC”, there is no need for you to enter "ABC001". Enter only the “ABC”
part and press enter. The system will automatically add the “001” to the account number.

Numeric only account numbers can be used as you have full alphabetic name search facilities in the system.
The benefit using numeric account structure is that the system will automatically allocate the next number to
be used for the account number when creating a new debtor. However, disadvantage is the nhumeric account
number does make searching for a debtor difficult if the account number is not known.

CREDIT CONTROL

Credit Control refers to way in which the “over terms” and “over limit” messages are handled when a debtor
exceeds his limit or is over his terms. The required access level needs to be set. If the required access levels
have been set, no sales over the credit limit or exceeding of the terms will be  allowed. To override these
limits, it would require someone with a high enough access level override the limit in order for the sale to be
completed.

The override access levels are usually set to a manager or higher. By setting the necessary access levels to a
manager or higher, this would mean that only one of those users that have that access level will be able to
override the terms and over limit when processing sales.

iQ Edit Posting Types Version 6.0.14 <

L]
IQEnrcrprisc

Transaction Types

Transaction Code D

Description Journal Debit

Vat Rate 0 ~ | Mo vat Applicable
Ledger Account 3601.000.000.00 * | Debtors Clearing Account

Print Document Under Single Journals:

/| Use As Default Transaction Type

Enter a description for the transaction code entered above

4
Accept

NOTE: The important bit of information is the date of the transaction. If the date is not correct then the
transaction will not be posted to the correct ageing period.

ENTERING NEGATIVE (CREDIT) BALANCES
Credit balances must be entered using the JC (Journal credit) transaction code.
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ALLOCATING OPENING BALANCES TO THE LEDGER

Opening balances should be allocated to the debtors clearing account in the general ledger. When posting
these opening balances the accounts that are affected in the ledger will be the debtors control (debit) and
the debtors clearing account (credit). This should then be when the opening trial balance is entered in the
general ledger, i.e. Post the debtors control total as per the trial balance to the debtors clearing account
when entering the opening trial balance.

DEBTORS POSTINGS TO THE GENERAL LEDGER

When using the debtors module, all entries will be posted by default to the Debtors Control Account in the
general ledger. Contra entries may be allocated to any ledger account. The most common default contra
postings may be set under debtors Posting Types. You can integrate to any ledger (i.e. postings to debtors
in company 001 can be allocated to the general ledger of company 002 etc.) and / or to any month in the
ledger (i.e. postings from your second month of debtors may be allocated to the first month in ledger etc.).

POSTING STOCK INVOICES

Should the invoice / credit note involve stock items or service items (e.g. Labour, services rendered, etc.) or
where tax invoices / credit notes are to be printed then proceed to the Customer Invoicing / Customer Credit
notes, under the Stock menu.

POSTING PAYMENTS
VIA CASH BOOK POSTINGS

Debtor receipts may be posted direct from the general ledger cashbook, but each payment received
must be treated as separate line entries in the cashbook. Unfortunately when doing deposits via the
cashbook each line entry will be displayed in the bank reconciliation instead of the one deposit made
for the day, which usually appears as one entry on your bank statement at the end of the month.
Please note that receipting via the cashbook should rather be used in the case of direct deposits or
debit orders made by the client, which are treated as separate deposit entries by your bank.

VIA DEBTORS RECEIPTS

When posting payments via the debtors posting option all payments are posted to a cash control
account called Cash On Hand. This account, at the end of the day will hold the total deposits made for
that day (assuming that deposits are made daily). Once all receipts have been put through then
proceed the Cashbook Postings option under Ledger and post a deposit entry for the amount of the
total amount receipted.

NOTE: When posting the general ledger cashbook, allocate all debtor deposits to the same Cash on
Hand account. At the end of each deposit the Cash on Hand account balance should be zero.

That is why all receipting should preferably be done under Debtor Receipts so that all moneys
received are posted to one central ledger account (Cash On Hand) which is cleared when the actual
deposit is made in the Cash Book, debit, Bank, credit, Cash On Hand. These deposits made on the
computer are directly related to the amount of times you deposit funds at the bank, e.g. if you make
two deposits in one day then two cash book deposits must be entered for those separate deposit book
amounts.

EXAMPLE: Client ‘A’ pays R100.00 cash & client ‘B’ pays R200.00 cheque. The first step is to post
these receipts under Debtor Receipts. The payment code ("PM") would not be necessary. Debtors
Receipts only allows for payments. These receipts amounts will automatically be posted to the cash on
hand account. At this time you have written these two amounts in the deposit book and the value
comes to R300.00. Now that this is done, proceed to the bank as per normal and deposit the R300.00.
The bank accepts the deposit as one amount (R300.00). After doing the manual deposit, the same
must be applied to the computer system. This is achieved by doing a deposit for R300.00 via the
cashbook option, making the contra account the cash on hand account. Once this has been done the
cash on hand, account will be cleared.
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f

ADDING A DEBTOR

Select the Debtor Maintenance option from the debtors menu followed by the add option to add a new
debtor, edit to amend, or delete to delete an existing account.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts -

Sort Order Avalable Filters
Clear Fiter
. >r10000 = ZAR
® Account Account dld than 30 days
I E . Accaunts for TBS
.nterprise Age > 30days
i o : Area = JHB and Status = S
Interest
O)Name
[ Taccount Name Telephone Balance Initals [Tite |Contact Address cur |~
Blascoo1 AC Store (Pty) Ltd 021456 1239 45 570.04]2 PO Box 123 28R
|BLaco1 Black - Terms 30 Days 0218800000 2987186 P M Peter PO Box 1232 28R
|Bloot Blue - Credit LimitR 1 2068.15T 28R
|erooot Brown - Vat Exempt Export) 12853.771 28R
_|copoo1 COD ACCOUNT 750,00 E 28R
|Fcoo: Foreign Currency - Dollar 3022610 DoL
WEE Green 021854000 000 2706.36]T  |MRs |Theresa PO Box 1254 28R
__|GREDO2 Grey - Settlement Disc (Farmer) 1408.85 K Mr Ken Grey PO Box 4710000 ZAR
| mBso01 The Bargain Store - Head Office 021888 0000 31636.78 W Peter 82 Protea Avenue 28R
|meso02 The Bargain Store - Durban 0.00 P 28R
| mes003 The Bargain Store - Johannesburg 0.00 F 28R
| |wrroo1 White - Normal Debtor 63882.24 A 9 Yarley Avenue 28R
| Joxxoo1 %00 Retallers (Multiple Details) 0212222222 1435.00/Q PO Box 141414 28R
v
Record Count: 13
— 2 — —_ - = =~ = N 3 —
| | &=
i L L L @ & £~ - (3] L
Select Visible Fields Fiter Search Export Imports add Edit Delete Colours Advanced Sort Gridmode Edit

CAPTURING DEBTOR DETAILS
ACCOUNT NUMBERS

This unique account identifier consists of up to 15 alpha-numeric characters. Duplicate account
numbers will not be permitted. This number cannot be changed after it has been assigned to an
account, so please take care when entering these account numbers. Only accounts with NO
transactions may be deleted from the system. Once a transaction has been processed to an account,
the account may not be deleted. This is due to auditing rules and principles of Generally Accepted
Accounting Practice.

Existing account numbers cannot be altered in any way. If the account number was entered
incorrectly, the account has to be deleted and recreated in order to use the correct account number.

In all instances duplicate humbers will be rejected.

NAME
Enter the company name, or the surname if the debtor is an individual.
INITIALS / TITLE
ONLY enter if the customer is an individual. This is NOT the contact persons initials and title.

If the customer is a company, initials and title should NOT be entered. Otherwise the statement print
will be affected (i.e. initials and title will be printed with the company name on the customers
statement).
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Agcount Detalls | Multiple Contacts/Delivery Addresses ] User Defined Data | Recurring Charges 1

Account Number TESOO01 SMS Marketing [v Tick for Yes Interest Risk Profile 1 W
Name The Bargain Store - Head Office Telephone Number 1 021888 0000 Exclude from Interest ? [ Tick for Yes
Trading As Telephone Number 2 Export Status Local ¥
Title Cellphone Number Invoice Disc% 0.00
Initials w Fax Number Apply as Line Discount [~ Tick for Yes
1.D. Number Bank Mame 113 Settiement Disc% 0.00
Contact Peter Bank Account 564654 Sell Price Retail Price W
Birthday ] Bank Sub Account 5445
Company Registr No | 45877995474447 Bank Branch Code 454 Default Layout Layout 1 )
Debtor Group v No Group Bank Eft Number 445 Payment Method Not Selected v
On Hold [C]Click for Options Bank Account Type W
Status 5 Bank Proof Of Payment [~ Tick for Yes Allow Cash Sale [ Tick for Yes
Area JHE E-Mail Address liko @igretail.co.za Require Inv Order No [ Tick for Yes
Postal Address 39 Protea Avenue E-Mail Documents [v Tick for Yes Notification ORDER MUMBER v
Stellenbosch Tax (VAT) no 4549546565965 Picture
7600 Vat Status Normal Vat Client v
Currency ZAR
Delivery Address 89 Protea Avenue Normal Rep 2 v
Stellenbosch Group Account W Right Click Here
7500 Terms 30 Days v
Credit Limit 43 000
Delivery Route " Insured Credit Limit 0
Show Hints Accept
ID NUMBER
Enter the clients ID Number.
CONTACT

Enter the name of the person that maybe contacted in the case of queries relating to this account.
BIRTHDAY
The birthday field allows one to either enter the relevant debtors birthday by selecting the drop down
arrow and scrolling through the calendar months and selecting the appropriate date.
COMPANY REGISTR NO.
Enter the company’s registration number. This number is obtainable from CIPRO. CIPRO is where a
new company is registered.
DEBTOR GROUP
Enter the Debtors Group from the list. This is for reporting and filtering purposes. Debtors can be
grouped according to your own classifications for example, Plumbers, Electricians, Builders etc.
ON HOLD
If the debtor is placed on hold, a warning will be issued when processing any debits to the account.

However the processing of credits (PM, JC, DS) from the Debtor Single Journal or Debtors Batch
Journal option will be possible. However one is only allowed to post “"PM” transactions.

STATUS
This is a one character field that can be used to filter and classify Debtors in reports. For example, "R”
can be used for Regular debtors and “0” can be used for Once off debtors.

AREA

Not to be confused with the postal code. This field is used for report analysis should you require
customer reports by area.

EXAMPLE: Let’s say that you would like to have sales reports for certain areas, Durban, Cape Town,
etc. printed out each month. To do so you would enter the abbreviated format, e.g. DURB, CAPT, etc.
Either in the area field so when printing a report you can have it printed for a certain area, or area’s
or, even sorted on these areas.

HINT: This field need not be used as an area entry field but may be a field that you require to group
certain debtors, e.g. Wholesalers (WHOL), retailers (RETL), etc.
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POSTAL ADDRESS

Use the four input fields for the postal address, where the fourth field being used for the postal code.
These address fields will appear on invoices and statements as entered here.

DELIVERY ADDRESS

Use the four input fields for the delivery address, where the fourth field being used for the postal
code. These address fields will appear on invoices as entered here, but may be altered at the time of
invoicing.

DELIVERY ROUTE

Select the Debtor’s Delivery Route from the drop-down list. Reports can then be written to show the
debtors transactions within a certain delivery route for example. To enter/add delivery routes select
Utilities -> Default Tables Setup -> Delivery Routes.

TELEPHONE NUMBERS

Enter relevant customer contact details for these fields. Otherwise, leave blank.

NOTE: These fields may be used to store information other than what is actually asked for.
BANK NAME

Enter the debtors bank name. This would be the bank where the debtor customer does his or her
banking. (e.g. ABSA, FNB, Standard or Nedbank).

BANK ACCOUNT

Enter the debtor’s bank account number. This is the account number of the debtor’s account he or
she has with the bank.

BANK BRANCH CODE

Enter the debtor’s bank branch code.
BANK EFT NUMBER

Enter the relevant banks EFT (Electronic Fund Transfer) number.
EMAIL ADDRESS

Enter the clients e-mail address if one is available. If the e-mail address is entered the system will
allow you to directly e-mail the client, various reports, invoices or orders, if available on your system.

NOTE: The format of the e-mail address should be as follows:

e.g. webmaster@igsoftware.co.za. (lower case) The “http://www.” need not be entered. The email
documents option may also be enabled in order to send documents e.g.: statements, invoices etc... to
the debtor using the email address entered.

EMAIL DOCUMENTS

Select this option to allow the emailing of documents (statements) to the relevant debtor
automatically from the system. If this option is not enabled then the system will not be able to send
any documents via email to the relevant debtor.

PREFERRED EMAIL FORMAT

Select the email format for this client. The format selected here will override the format selected in
Utilities > Company Details — Email. To use the format as set in Company Details, select the “Default”
email format option here.

TAX (VAT) NO
Enter the Debtors Tax/ Vat number.
VAT STATUS
Select the Vat Status from one of the following options:
Normal Vat Client — This will apply Vat as entered for all stock items.

Vat Exempt Client (Export) — This will treat the Debtor as Vat exempt and will not apply vat regardless
of the items purchased.

Vat Exempt Farmer (Section 7) — Select this should the Debtor only be made Vat exempt on CERTAIN
ITEMS ONLY. In other words, only if the Debtor ‘ABC’ purchases item ‘A’ then no vat must be applied.
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CURRENCY

Select the Debtor’s Currency. The currency selected here will be the currency in which the amounts
are stored in the particular Debtor’s account. The amount posted to Debtors Control will be multiplied
by the conversion rate. In other words, the Debtor’s account will show the amounts in the Debtor’s
local currency but the system will post the values in currency of the company itself.

NOTE: Once a transaction has been posted to the Debtor, the currency field cannot be changed.
NORMAL REP

Enter the Representative for the Debtor. This will be the default Rep used when processing Invoices
and Credit Notes.

GROUP ACCOUNT

This is will link the Debtors account to another Debtor on the system. This is for a “Head-Office and
Branch” type scenario, where the Branch makes the purchase, however the Head-Office is invoiced.

All invoices and payments will be posted to the Debtors account that is selected here. A Debtor
account that has a Group Account selected, simply stores information, however the account balance
remains at zero as the amounts are posted to the Group Account (Head Office). Any other Branches
must be linked to the same Group Account.

In other words, this will transfer the whole balance of the individual Debtors account, over to the
account selected as the Group Account in the Debtors Maintenance. This will not affect the General
Ledger, however the individual Debtors balance will now be zero, while the selected Group Account’s
balance will have been increased with the relevant amount.

NOTE: The individual debtor’s terms and credit limits will still apply, not the Group Account’s. If this
link is created BEFORE transactions are posted to the individual Debtor, then the above steps are
complete.

TERMS

The payment terms for the account are specified here. This would be for example CASH (C.0.D), 30

days, 60 days, 90 days etc. Note that accounts selected as C.0.D, will be treated as a CASH account

during invoicing. Alternatively if the Debtor’s account number starts with "CASH” then the system will
automatically treat it as a cash account regardless of the terms that are set.

LC (Letter of Credit) — This is used when the Debtor provides a Letter of Credit from a financial
institution as a guarantee of payment. The goods can then be sent and payment is made
afterwards. This is often used for overseas Debtors.

CAD (Cash After Delivery) - This is used when payment is to be made when the goods are delivered.
The invoice is sent with the goods and the payment is made to the delivery person and is only entered
in the system once the delivery person returns.

CREDIT LIMIT

This controls the maximum amount of credit to which the debtor is entitled. This limit can only be
exceeded during processing if the user has sufficient rights, or by entering a supervisor override
password. If the limit is greater than zero (0) the account will be checked during transaction
processing and invoicing, and most reports may be printed with terms or credit limit as a selection
criteria, checking if any client has exceeded their limit or terms.

NOTE: For foreign currency debtors, the limit is entered in the currency of the debtor and not local
currency.

INSURED CREDIT LIMIT
This field indicates a limit that the customer/debtor is insured for. This information can be gathered

from financial institutions (e.g. Banks, Financial Companies etc...). This is also a memo field which
may be used in user defined reports.

INTEREST RISK PROFILE
Select the Interest Risk Profile for the Debtor. This interest will be combined with the Default interest
rate in Company Details to give the total interest to be charged to the particular Debtor. For example,

if the default prime interest rate is 10% and this Debtor is selected as a low risk Debtor with an
Interest Risk Profile of -2% then the total interest charged to his account will be 8%.

EXCLUDE FROM INTEREST
Select this to exclude the relevant Debtor from interest charging.
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EXPORT STATUS

The export status refers to the debtor customer being either a local client or an export client. This
field is just a reference field for information purposes only. This field is only used for reporting
purposes.

INVOICE DISC %

This is the percentage discount the debtor will get on all invoices. This will automatically be given on
the invoice when invoicing to this debtor.

SETTLEMENT DISC %
This is the discount percentage that will be given to the client if the outstanding balance is settled

within the specified terms. The settlement discount percentage can be seen when the payment is
processed via the cashbook posting option and selecting the discount option.

iQ} Cashbook Postings - Debtors Allocation Version 6.0.1.4 |

Account Details
Account BLAOO1
Mame BLACK - TERMS 30 DAYS
Address 1 PO BOX 1232
Address 2 STELLEMBOSCH
Setflement Discount %% 2,50
Qutstanding Balance 89511.29
Depaosit Amount 850,00
Discount Information
Additional Discount Amount 850
VAT Rate 1 -
Balance Information
New Balance 87511.29
Accept

NOTE: This amount will not be discounted automatically, but will have to be manually processed to
each account.
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SELL PRICE

Select which of the following selling prices is to be applied to the debtor: ‘Retail’, ‘Wholesale’,
‘Alternative Price 1, 2, 3, 4, 5, 6, 7, 8 " as set up for each stock item in Stock > Maintenance or Stock
> Price Maintenance. “Cost Price” is the ACTUAL cost of the item as per the GRV on which it was
entered. “"Own Pricelist” can be used to select a custom pricelist for the relevant Debtor. This means
that each and every Debtor can have its own unique pricelist. Once this is selected then the option
*Own Price List’ will appear.

iQ Stock Amendments Demo - Head Office Version 6.0.2.0 X

Stock Detalls  Stock Pridng | User Defined Data ] Multiple Barcodes | Item Suppliers | Web Details ] Assodated Items
Setup of Stock Selling Prices

Prices Type Exdusive Indusive Markup % G.P. %
Retail Price 14,0263 15.99 133.77 57.22
Wholesale Price 13.9298 15.88 132,15 56.93
Alternative Price 1 13.8333 15.77 130.56 56.63
Alternative Price 2 13.7368 15.66 125.95 56.32
Alternative Price 3 13.6404 15.55 127.34 56.01
Alternative Price 4 13.5439 15.44 125.73 55.70
Alternative Price 5 13.3509 15.22 122.51 55.06
Alternative Price 6 13.2544 15.11 120.91 54.73
Alternative Price 7 13.1579 15.00 119.30 54.40
Alternative Price 8 13.0526 14.88 117.54 54.03

Show Hints Accept

OWN PRICE LIST

Select the price list to be applied to the Debtor. To set up the various Own Price Lists go to Stock >

Utilities > Foreign Currency Pricelists.

NOTE: This option will only be available if "Own Pricelist” is selected as the Debtor’s Sell Price.
INVOICE LAYOUT

Select the Invoice Layout to be used for the relevant Debtor. There are 6 different layouts in IQ. Each

layout has its own design. In this way different Debtors can be given different Invoices, depending on
what information needs to be displayed and printed.

PAYMENT METHOD
Select the payment method as Not Selected, EFT (Electronic Fund Transfer) or Cheque. This is simply
a reference field.

ALLOW CASH SALE
This option allows one to specify per debtor customer if they are allowed a cash sale. In other words

when doing invoicing the system will allow the option to be selected and this will then generate the
invoice as a normal cash sale. The invoice and payment transactions will be created automatically.
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REQUIRE INV ORDER NO

This option allows one to specify per debtor client if an invoice order number is required before
processing the invoice. In other words if the client does not have an order number then the system
cannot process the invoice.

PICTURE

The picture option allows one to add a picture of the relevant debtor. This is handy if one needs to
see what the client/customer looks like. If a picture of the client is not required, one can utilize the
picture option for something else.
SELECTION OPTIONS
SUPERVISOR LOGON
Select Supervisor Logon option in order to make changes to the debtors credit limit. In order to
make changes, a supervisor access level is required.
SHOW HINTS
Select Show Hints to show hints on the various fields.
MULTIPLE DELIVERY ADDRESSES
Each Debtor can have multiple delivery addresses stored. While doing Invoicing or Sales Orders, any
one of these delivery addresses may be selected by selecting the drop-down arrow next to the
address and selecting the “Select Additional” option. A list of the different delivery addresses will be
displayed.
iQ Debtor Maintenance Demo - Head Office Version 6.0.2.0 |t |

-
IQEntCrprisc

Agcount Details  Multiple Contacts/Delivery Addresses | User Defined Data | Recurring Charges |

AUTO [ACCOUNT [DBRANCH [NAME CONTACT ADDRESS1 ADDRESS2 ADDRESS3 ADDRESS4 MUMBER | CELLPHONE |FAX EMAIL -
159 Short Streg Stellenbosch | 7600 0218 3
4 BLADD1 123 The Bargain Stc James 78 May Street Stellenbosch 7600 0840000001 info@ths.co.za

- - -
w &> «©
Add Edit Delete

AUTO

The auto field is a number automatically assigned to every new multiple delivery address created.
This number will automatically increment every time.

ACCOUNT
The account field displays the main debtors account number.
DBRANCH

The “dbranch” field displays the branch codes of the other branches that belongs to the relevant
debtor.

NAME
Enter the name of the person that maybe contacted in the case of queries relating to this account.
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Debtors

ADDRESS 1, 2, 3AND 4

Use the four input fields for the delivery address, where the fourth field being used for the postal
code. These address fields will appear on invoices as entered here, but may be altered at the time

of invoicing.
NUMBER

Enter the relevant contact person’s telephone number for the particular branch. Otherwise, leave

blank.

NOTE: These fields may be used to store information other than what is actually asked for.

CELLPHONE

Enter the relevant contact person’s cell phone number for the particular branch. Otherwise, leave

blank.
FAX

Enter the relevant contact person’s fax number for the particular branch. Otherwise, leave blank.

EMAIL

Enter relevant contact person’s email address for the particular branch. Otherwise, leave blank.

iQ Debtor Delivery Addresses Version 6.0.2.0

|-

L]
IQEnrcrprisc

Enter Branch Number
Enter Company Name
Contact Mame
Enter Contact Number
Enter Address 1
Enter Address 2
Enter Address 3
Enter Address 4
Cellphone
Fax Mumber
Email Address

Use Email Address For

ESC Cancel

123

The Bargain Store
James
0340000000

78 May Street
stellenbosch
7500

info@ths.co.za
Select Modules

F10 Accept

SELECTION OPTIONS
ESC CANCEL

The esc cancel option allows one to discard any changes made.

F10 ACCEPT

The F10 Accept option allows one to save any changes made.
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Debtors

ADD
Select ADD to make changes to an existing delivery address.
EDIT
Select EDIT to make changes to an existing delivery address.
DELETE
Select DELETE to delete a delivery address.
AMENDING DEBTOR DETAILS

To edit a debtor the following procedures should be followed; select the Maintenance option from the
debtors menu. Select the appropriate client from the list being displayed followed by the edit button

being selected.

Most of the customers details may be altered but certain fields cannot be accessed or changed. A

customer account number CANNOT be changed.
DELETING A DEBTOR

Debtor accounts cannot be deleted once transactions have been processed on the account. The delete

option only allows to delete the debtor if it was captured incorrectly.

When deleting the account the system will ask for confirmation before deleting the account. If you are

sure that the debtor must be removed select the YES option.

NOTE: The postings (invoice, payments, journal credits) that have been posted to the various ledger
accounts and stock items will not be removed from the system or affect any balances whatsoever.

TRANSACTION PROCESSING
WHAT HAPPENS TO A TRANSACTION?

Transactions processed under this option are real-time i.e. instantly updated, and not in batch form.
However on each occasion that you perform postings a separate transaction audit trail is created for
each ‘batch’ of postings entered, i.e. all postings processed while in the Postings option will be
grouped under one audit trail number. While the transactions are updated after each entry a single
audit trail number will be allocated for all postings done during a single 'sitting'.

jQ Debtors Transaction Types Demo - Head Office Version 6.0.2.0 X
.
. Ledger contra accounts
IQRnrcrprtsc 9
Transaction Types
Code Description Default Dr fCr Ledger Account” Month Count Month Amount |Print Document | »
CN Credit Note CH = 2000.000.000.00 1] 0.00 False
D5 Discount Ds o 2020.000.000.00 [t} 0.00 False
EF EFT PM [ 3990.000.000, 00 a 0.00 False
N Invoice m o 2000.000,000,00 1 8 550,00 False
m Interest Charge m D 2500.000.000, 00 a 0.00 False
ic Journal Credit ic [ 3601.000.000.00 a 0.00 False
D Journal Debit s} D 3601.000,000,00 a 0.00 False
PM Payment PM [ 3700.000.000, 00 Q 0.00 False
RF Refund RF o 3700.000,000,00 Q 0.00 False
—_— —_— —_— —_— K -_——
-~ v <] '8 / )
2 ks = LG g @ b/ 1
Graph Edit Graph Search Add Edit Delete Design Preview

Any transaction done under single journals will always automatically be posted to the general ledger
that the debtors system integrates to (see Set Debtors Defaults). The ledger accounts that will be
involved will always be the Debtors Control account and the contra account will be that of the posting

type being used at the time of the posting.

Should the posting type be a credit (e.g. JC, PM, DS, etc.) the debtors control will be credited and the

ledger account linked to the posting type will be debited and vice versa.

IQ Retail (Pty) Ltd © 2013

235



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 Debtors

POSTINGS THAT INVOLVE STOCK ITEMS
Invoice / credit note documents being printed on pre-printed stationery or transactions where stock
items are involved, must be processed from within the Stock module and not in debtors.

ADDING OR AMENDING ACCOUNT WHILE POSTING
By using the Amendment button you will be able to enter / amend an account without leaving the
transaction posting program.

TRANSACTION DATES

The dates of the individual transactions will determine to which date they are posted to in the ledger.
CORRECTING A TYPING ERROR
To correct an error while entering a transaction click the left mouse button on the appropriate field or

use Shift & Tab to go back one field at a time. Once the transaction has been accepted you cannot go
back and alter the transaction information in this manner.

NOTE: If the incorrect information is entered, except the amount, it can be corrected by selecting the
edit button under the Debtors Enquiries option.
POSTING A TRANSACTION

Select the Transactions - Single Journal option from the debtors menu.
SELECTING THE CUSTOMER

To locate the appropriate client, one can either type in the account number or hold the “Alt key en
press the down arrow on the keyboard or click on the drop down arrow. Once the account search
screen appears, one can search by account or name in order to find the correct account number.

NOTE: To figure out in which sequence the debtors are shown look at the first column. If the first
column reflects the account number the sequence is in account number sequence. However, if the
Name is the first column the order of the debtor accounts are then according to name of the debtor.

If the client is new select the Account Maintenance button to add, alter or delete accounts directly
without having to terminate transaction processing.

iQ} Search Version 6.0.2.0 [ ? &J
Search Selection - [F7] To Switch Search By - double dick to change
_ MNAME
. (@) Filter Records BIDEETORTYRE
. CURRENCY
RIH’CI‘pI‘I se CURRENCYNAME
WRETATINE A TIT FIMARE TRADIMGAS
(7) Go To Record
Account Mame Telephone Balance Initialz [ Title | Contact -
L BLAOOL Black - Terms 30 Days 0218300000 102 078.79 |P Mr Peter
_[BLUOO1 Blue - Credit Limit R1 20 448,15
_|BROO01 Brown - Vat Exempt (Export) 11 458,19
_[coDoo1 COD ACCOUNT 0.00 £
_|FCo01 Foreign Currency - Dollar 2963.34
_|GREDO1 Green - On Hold 021854000 000 693.00 T MRs  Theresa
_|GREDOZ Grey - Settlement Disc {Farmer) 137.25 K Mr Ken Grey
_|TBS001 The Bargain Store - Head Office 021 888 0000 19 016.76 Peter
_|TBS002 The Bargain Store - Durban 0,00
_|TBS003 The Bargain Store - Johannesburg 0.00
_[WHIOO1 White 127 132.24
| [Xxx001 XX Retailers (Multiple Details) 0212222222 0.00
4 k
i- -i — )
Cancel Select Visible Figlds Accept
h

When the client has been found select the Accept option.

The customer’s last transaction detail will appear on the right hand side of the posting screen. This is
for information purposes only and cannot be accessed or altered.
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ENTERING THE TRANSACTION

JOURNAL DATE

Enter the transaction date in the format DD/MM/YYYY. This date determines the ageing month and
the general ledger month into which the transaction is posted. For aging purposes debits are current
and credits have a separate ageing function.

iQ Debtors Journal Postings Dema - Head Office Version 6.0.2.1 o
.
IQRnrcrpﬁsc
Journal Details Last Journzl Details
Account Mumber ABCO0L - Account Mumber GREODL
Journal Number

Name ABC Store (Pty) Ltd :
Address Journal Date 25/01/2012

PO Box 123 Amount 554.00

Stellenbosch GL Audit Trail

700

Balance Details
Journal Date mATse02 ] S 0.00
Transaction Type n - 30 Days 0.00
Ledger Alocation 3601.000.000.00 - ) 0.00
Reference P01 90 Days 0.00
Order Numb 120 Days 0.00
reer Tumber 150 Days 0.00
Ledger MNotes Opening Balacne 180 Days 0,00
Rep 1 Total 0.00
Date Last Payment 30/12/1899
ZAR Amount 1500.00 |Split Amount Last Payment 0.00
Vat Rate 0
bl e y =y ¥ ¥
© il (7) / b4 /4 7/ (>
Account Edit View Details Show Hint Memo Allocate Design Repart Design Transaction Report Process

Enter the reference number for this transaction (e.g. a cheque number, invoice number, etc.). The
reference field may NOT be blank. The same reference field can be used, the system will prompt with
a pin override option if the reference number must be used.

ORDER NUMBER

Enter the order number (alphanumeric) associated with this transaction or another referencing entry,

otherwise leave blank.
POSTING TYPE CODE

In order for the transaction to be completed one must select or enter the appropriate posting type
(IN, IC, 1D, PM, etc.) code from the list provided (use the ALT & Down arrow, or the mouse to access
the available posting types). These codes can be amended, deleted and new ones added under
Transaction Types on the debtors menu. On accepting the code, the ledger account, VAT rate and
representative for which this code has been setup to default to, will be displayed.

AMOUNT (INCLUDE VAT)

Enter the total transaction amount, including VAT. This amount will be posted to debtor account as
well as the debtors control account in the ledger.

NOTE: Negative values are not allowed and are not a means to correct a previous transaction entry.
The appropriate posting code must be used for this.

SPLIT

The split option allows one to split the amount into different ledger accounts.

EXAMPLE: A customer pays a R1000.00 rand payment by utilising the split option one is able to
split that R1000.00 into various ledger accounts like R500.00 can be posted to the bank account
(3990.000.000.00) and the other R500.00 can be posted to the Cash On Hand account

(3700.000.000.00).
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VAT RATE

If the posting type selected has been setup to prompt for a VAT rate, a VAT rate may be entered or
left as is. Select the search option for this field to search for the correct VAT rate in the VAT rate
table.

NOTE: Do not enter a VAT rate of 0, unless this is for a payment. To have a transaction displayed on
the VAT report, even if the VAT amount is zero, always enter a VAT rate (1 - 6).

VAT AMOUNT

The VAT Amount is based on the selected VAT rate indicator. The value is calculated and cannot be
altered. This amount will be the amount that will be posted the VAT Output account in the ledger. For
Creditor postings it will be the VAT Input account.

SALES REP

The representative number entered against this debtor will automatically be displayed. Enter a new
rep number or search for the appropriate rep. If the selected posting type has setup so that reps
should not be entered (e.g. payments, journal credits ,etc.) this input field will not be available for
input.

LEDGER ACCOUNT

If the ledger account that appears is incorrect select the search facility to choose the correct account,
otherwise leave as is to accept the default account.

NOTE: Any posting done through debtors will always go to the debtors control account and the
contra ledger account will be the account number linked to posting type, specified under transaction
types. Creditors control account will be used when posting via creditor postings.

COMPLETING THE TRANSACTION
After entering the ledger allocation account number, select the accept option to process the entry or

press Escape (ESC) to cancel. On accepting, this transaction line will immediately be posted to the
debtor and general ledger.

INFORMATION UPDATED
On the main transaction screen, the total amount due by the customer will be updated by the
transaction entered and totals outstanding and other relevant information fields adjusted, e.g. over
terms, credit limit, balance of unallocated credits etc.
NOTE: a red balance on the debtors account will indicate any credits left unallocated for the debtor.
ALLOCATIONS / CREDIT POSTINGS
If the entry was a credit entry the system will proceed to allocations screen. After allocating credits
select the accept button. If no credits where allocated to any outstanding entries and the cancel or

accept option was selected then that amount left unallocated will stay there until allocated to a
particular entry or entries, which may be done at any time.

At this point there will be no further opportunity to accept the final transaction and the cursor will
proceed directly to the next line entry. If finished processing transactions to this debtor select the
cancel option and the cursor will return to the debtors search screen.

When posting a credit to debtor, the program will request you to allocate the payment to either the
oldest invoice(s) (automatically) or manually to a displayed list of unpaid debts. All the debits for that
customer will be displayed with original amounts, the balance outstanding, and outstanding
transaction will be displayed in yellow.

If a transaction is paid up, it will be indicated in a white colour.
If not at all paid, it will be indicated in a yellow colour.
If partially paid, it will be indicated in a blue colour.
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The full amount of the credit does not have to be allocated. The value of any credits left unallocated
will be highlighted beneath the terms on the middle right of the main debtors allocation screen next to
the word “unallocated”.

iQ Allocations Version 6.0.2.0 23—
Account Particulars Current 0.00
Account Number TBS001 Comments 30 Days 0.00
Mame The Bargain Store - Head Office 60 Days 1500.00
‘Q 90 Days 522155
. Currency ZAR
120 Days 4424.50
I Enterprise b
T P TINARE 150 Days 3719.37
180 Days 19 774.35
Unallocated -15623.01
Total 19 016.76
Invoices and Other Debits Payments and Other Credits
DATE REFERENCE AMOUNT |AMOUNT_DUE| = Diate ‘F\elelence Amount Avvailable Sub Ace -
[dlo1/11/2010 010 4 800.00 0.00/ _|21/02/2012 Receipt 25 1000.00 0.00
_Ulj'llj'lUlU 011 2590.00 0.00)| - | 19/03/2012 Receipt 26 1500.00 0.00
| [10/01/2011 INv4 500,00 0.00) _|21/03/2012 |IB PAYMENT 1450.00 0.00
| 10/01/2011 INVS 750.00 0.00 | 23f03/2012 1B PAYMENT 2500.00 0.00 TBSO03
_[25/01/2011 Interest 124.83 0.00 _|23f04/2012 0154 1580.00 0.00
_Ul]UZflUll nv22 2 500.00 0.00 | 27/06/2012 Receipt 36 625.00 0.00
_|07/02/2011 INV24 160,00 0.00 _|27/06/2012 Receipt 37 625.00 0,00 TBS002
_U?jUZflUll V27 194.00 0.00 | 27/06/2012 Receipt 38 625.00 0.00 TBSO03
_|09/02/2011 INV32 1026.00 0.00 _|18/07/2012 Receipt 47 325.00 0.00
| 24/06/2011 V42 114.00 0.00 | 18/07/2012 Receipt 48 325.00 0.00 TBS002
| |11/10/2011 INV59 6 270.00 0.00 _|18/07/2012 Receipt 49 325.00 0,00 TBS003
| 19/12/2011 INY52 2671.00 0.00 _UEngfZUIZ Receipt 56 625.00 0.00
_|21/12/2011 Interest Charged: Dec 2011 212,23 0.00 _|05/09/2012 Receipt 57 625.00 0,00 TBS002
_21,1'12]2011 INVe3 57 500.00 4307.06 _UEngp’ZUIZ Receipt 58 625.00 0.00 TBSO03
i LUGIII;’ZDIZ INL: 412-2 15623.01 15623.01
“ r -
Debit Actions Search Actions Combined Actions Credit Actions
| Beverse Payment ‘ ‘ Search Debits ‘ | Pay Matched Entries ‘ | Oldest Balances Selected item | ‘ Allacate All to Oldest Balances |
Toggle Status | seschcredts | [ RemoveCompletedEnties | [ ReveseslPaments | | AlocatsUptoSelected |
Show Matched Payments ‘ Yigible Eields ‘ | Recall an Entry ‘ | Reverse Selected Credit | ‘ Show Paid Iterms |

ALLOCATING / UNALLOCATING CREDITS

To allocate or re-allocated existing credits, activate the allocate button .A screen with all existing
credits will appear. Under normal circumstances when posting any debit posting type to a creditors
account the system will automatically ask whether that debit amount currently being posted should
automatically be allocated to the outstanding credit transactions or if the operator wishes to allocate
to the debit amount manually to each of the outstanding credit transactions.

HOW TO ALLOCATE

Move the highlight bar to the debit being paid. If the amount of the available credit (“To allocate”
amount) is Greater than the debit ("due™) being paid, press, Enter or click with the left mouse button,
and the highlighted debit will be paid up (due amount will become zero) and will reflect a ‘tick’ in the
right hand column.

If a debit (Invoice, ID, etc.) is already paid up, you can use the same keys to un-allocate i.e. if an
entry was paid up, the entry will now be unpaid, and the amount of the credit released will become
available for reallocation.

NOTE: The enter key or the right mouse button will only work when the amount to allocate is greater
or is equal to the outstanding debit amount. If the amount to allocate is less, then select the part
allocate option.

PART ALLOCATE (PART PAYMENTYS)

If insufficient credit is available to allocate to any of the outstanding transactions use the part
payment option to partially pay the outstanding amount. You may apply the full credit as part
payment or enter only that portion of the credit being applied as part payment of the invoice.

EXAMPLE: If the “To allocate” field had an amount of R100.00 and two entries where still
outstanding for R70.00 and R100.00. Use the available credit and allocate (use the Enter key to
allocate) the full amount to the R70.00. The “To allocate” field will be reduced by that amount leaving
R30.00 over. Allocate the next outstanding entry, the R100.00 with the R30.00 that is left  over,
using the part allocate option.

ALLOCATING TO OLDEST BALANCES

To automatically allocate all available credits to the oldest debits, select the Oldest Balance button.

IQ Retail (Pty) Ltd © 2013 239



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 Debtors

OVERPAYING
The system will prohibit you from allocating credits in excess of the outstanding unpaid debit balance.

iQ Amount to Allocate Version 6.0.2.0 S
Amount to Allocate
Enter the amount to allocate | 1 Q000,00
ESC Cancel Fi0 Ok

UN-ALLOCATING

To automatically reverse the allocated amount use the Enter key or the left mouse button to
unallocated the previous allocation made.

RE-ALLOCATING CREDITS

To re-allocate existing credits after transactions have been posted and allocated, follow the
procedures as described below. This can be done at any time. To do this proceed to the allocations
menu option under debtors.

iQ Allocations Version 6.0.2.0 |t e
Account Particulars Current 0.00
Account Number TBS001 Comments 30 Days 0.00
MName The Bargain Store - Head Office 60 Days 1 500,00
'Q 90 Days 5221.55
. Currency ZAR
120D 3
I Enterprise o= tamm
T [ [T [ RE 150 Days 3719.37
180 Days 19 774.35
Unallocated -15623.01
Total 19016.70
Invoices and Other Debits Payments and Other Credits
DATE REFEREMCE AMOUNT |AMOUNT_DUE( = Date ‘F\elelence Amount Avvailable Sub Acc -
[lo1/11/2010 010 4800.00 0.00 _|21/02/2012 Receipt 25 1000.00 0.00
_|01/11/2010 011 26590.00 0.00) _|15/03/2012 Receipt 26 1500.00 0.00
| 10/01/2011 V4 500.00 0.00] | 21/03/2012 IB PAYMENT 1 450.00 0.00
_[10/01/2011 INVS 750,00 0.00 _|23/03/2012 1B PAYMENT 2500.00 0.00 TBS003
| 25/01/2011 Interest 124.83 0.00 | 23/04/2012 0154 1 580.00 0.00
_|01/02/2011 INV22 2 500.00 0.00 _|27/06/2012 Receipt 36 625.00 0.00
_D?jﬂzflﬂll V24 160.00 0.00 | 27/06/2012 Receipt 37 625.00 0.00 TBS002
_|07/02/2011 INV27 194.00 0.00 _|27/06/2012 Receipt 38 625.00 0.00 TBS003
_DQ,IEIZ‘[ZDII V32 1026.00 0.00 | 18/07/2012 Receipt 47 325.00 0.00
| 24/06/2011 INv42 114.00 0.00 _|18/07/2012 Receipt 48 325.00 0.00 TBS002
| 11/10/2011 INYV59 6 270.00 0.00 | 18/07/2012 Receipt 49 325.00 0.00 TBSOO03
_|19/12/2011 INV52 2671.00 0.00 _|05/09/2012 Receipt 56 625.00 0.00 =
| 21/12/2011 Interest Charged: Dec 2011 212.23 0.00 _EIEfDQ;’ZDlZ Receipt 57 625.00 0.00 TBS002
| [21/12/2011 INVE3 57 500.00 4307.06 _|05/09/2012 Receipt 58 625.00 0.00 TBS003
ad LDEIII;’ZDIZ JML: 412-2 15623.01 15623.01
< 3 -
Debit Actions Search Actions Combined Actions Credit Actions
[ Rewverse Papment ] [ Search Debits ] [ Pay Matched Entiies ] [ Oldest Balances Selected item ] [ Allocate Al to Oldest Balances ]
Toggle Status [ Search Credits ] [ Remowe Completed Entries ] [ Reverse all Payments ] [ Allocate Up to Selected ]
Show Matched Payments [ Visible Fields ] I Recall an Entry ] [ Reverse Selected Credit ] Show Paid ltems

DEBIT ACTIONS
REVERSE PAYMENT
The reverse payment option allows one to reverse a payment entry that was allocated incorrectly.
TOGGLE STATUS

Sometimes, when a specific debit is under query, you can toggle the status by clicking on this button
or by right clicking on the debit. This debit will now NOT be allocated, if “payment to oldest balances”
is selected.

SHOW MATCHED PAYMENTS
This will show all the payments that were allocated to the selected Debit entry (Invoice).
SEARCH ACTIONS
SEARCH DEBITS
The Search Debits option allows one to search for debit type transactions within the allocation screen.
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SEARCH CREDITS

The Search Credits option allows one to search for credit type transactions within the allocation
screen.

COMBINED ACTIONS
PAY MATCHED ENTRIES
Select a debit on the left and a credit on the right. The credit will be allocated to the debit.
REMOVE COMPLETED ENTRIES

This function will remove all allocated entries (both debits and credits) from your allocation screen.
These are not physically removed from the system, but merely made invisible during allocations.

RECALL AN ENTRY
This option will allow one to recall a previously completed entry that was removed as explained above.
CREDIT ACTIONS
OLDEST BALANCES SELECTED ITEM

The credit selected on the right of your screen, will be allocated in full to outstanding debit entries
from oldest balances onward, until no amount is left to allocate.

REVERSE ALL PAYMENTS

All allocations will be reversed. Make sure that this is the correct option especially if a lot of allocations
have been done because this will reverse all payments and the allocations has to be done from
scratch.

REVERSE SELECTED CREDIT
All credit allocated to the selected debit will be reversed.
ALLOCATE ALL TO OLDEST BALANCE
Selecting this option will allocate all credits to all debits, from oldest balances forward.
ALLOCATE UP TO SELECTED
All credits up to the selected debit entry will be allocated to debit entries, starting at oldest balances.
SHOW PAID ITEMS
This will show all invoices and debit entries that the selected payment was allocated to.
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STATEMENTS

Statements should be printed at the end of each month, usually the 25th. They must be printed before
performing the month-end clear. As the system runs real-time and not in batch mode, statements must be
printed before beginning the following days postings. Statements may be printed / reprinted as often as
required during the course of the month.

Statement Date Print What Use which Layout Available Filters
(@) Standard Clear Filter
- Date 24/04/2013 =~ o >r10000 = ZAR
) Open Item (LJEMail Account old than 30 days
Sequence Link Account; Date v - A o
- (TiLayout 3 ccounts for TBS
ElltCrp rise = Age > 30days
1 I r T BE Hide Zero Totals (JLayout 4 Area = JHB and Status =5
= - Interest
(®) Select Month Onl (_iLayout 5
Auto Allocate Unpaid Entries R - y'
() Layouta
Account Name Telephone Balance |1nih'a\s| Title | Contact Address ‘ cur |~
L ABCO01 ABC Store (Pty) Ltd 021456 1234 47 070.04|Z PO Box 123 ZAR
_|BLADOL Black - Terms 30 Days 0215300000 2987186 P Mr Peter PO Box 1232 ZAR
_|BLUO01 Blue - Credit Limit R.1 2068.15 T ZAR
_[BRO001 Brown - Vat Exempt (Export) 12853.77 1 ZAR
_|coDoo1 COD ACCOUNT -1 500.00 |E ZAR
_|Fcoo Foreign Currency - Dollar 3022610 DOL
_|GRE0O1 Green 021854 000 000 2706.36 T MRs  Theresa PO Box 1254 ZAR
_|GrEOD2 Grey - Settlement Disc (Farmer) 1408.85 K Mr Ken Grey PO Box 4710000 ZAR
_|TBS001 The Bargain Store - Head Office 021 888 0000 31636.78|W Peter 89 Protea Avenue ZAR
| [wHI001 White - Normal Debtor 6388224 A 89 Yarley Avenue ZAR
| |xxx001 XXX Retallers (Multiple Details) 021222 2222 1435.00 Q PO Box 141414 ZAR
v
I n @) ! / @ =y L =&
; = il == == =i |
Select Visible Fields Eilter Search Preview Design Messages E-Mail Seguence E-Mail All Print Flash Reports Exports

STATEMENT MESSAGES
If you wish to print standard and / or overdue messages on the statements, select the messages option and

enter the messages.

OVERDUE MESSAGES

For age groups 30, 60, 90 and 120+ days, these messages are linked with the age of each customer
and therefore the appropriate message will appear on statement for relevant age for that customer.
Message 120 days+ will be printed on the 150 / 180-day accounts.

iQ Statement Message Maintenance Version 6.0.2.0

<

L ]
IQRH[’CTpriSC

Age Groupings

Standard
Current
30 Days Message 1
60 Days Message 2
90 Days

120 Days+ Message 3

‘Your account is now 30 days overdue.

Flease pay as soon as possible

Interest will be charges
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To accept each page of messages select the OK button. At any point during entry of messages you
may exit by pressing escape. Escaping will not save any changes made.

STANDARD MESSAGES
Standard messages work on the same basis as that of the overdue messages, except that the
accounts overdue age (i.e. 30, 60 days, etc.) has no bearing on this message.

T

iQ Statement Message Maintenance Version 6.0.2.0

L ]
IQEntcrpris_c

Age Groupings

Standard

Current
30 Days Message 1 Season Greetings,
50 Days Message 2 All the best for the New Year
90 Days
120 Days+ Message 3

Cancel

¢

|2
A
g

The standard message will be printed on all statements below the final totals at the bottom of the

statement regardless of age.
A typical case when standard messages would be used is when promoting a sale or displaying a

“season’s greetings” message.
SELECTION CRITERIA & FILTERING
STATEMENT DATE
Enter the date, which must be printed on the statements, otherwise leave as is.

PRINT WHAT?
Select the open item option if only all outstanding transactions on file on the statements to be
produced. Select the selected month only option to reflect only the transactions that were processed

for that month.
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Statement Date Print What Use which Layout Available Filters
(@) Standard Clear Filter
- Date 24/04/2013 =~ o >r10000 = ZAR
) Open Item (LJEMail Account old than 30 days
Sequence Link Account; Date v - A o
- (TiLayout 3 ccounts for TBS
RﬂtCT’pﬂSC = Age > 30days
] [ © FIWARE Hide Zero Totals (_iLayout 4 Area = JHB and Status =S
(®) Select Month Only ~ (_Layout 5 Interest
Auto Allocate Unpaid Entries = v -~
() Layouta
Account Name Telephone Balance |1nih'a\s| Title | Contact Address ‘ cur |~
L ABCO01 ABC Store (Pty) Ltd 021456 1234 47 070.04|Z PO Box 123 ZAR
_|BLADOL Black - Terms 30 Days 0215300000 2987186 P Mr Peter PO Box 1232 ZAR
_|BLUO01 Blue - Credit Limit R.1 2068.15 T ZAR
_[BRO001 Brown - Vat Exempt (Export) 12853.77 1 ZAR
_|coDoo1 COD ACCOUNT -1 500.00 |E ZAR
_|Fcoo Foreign Currency - Dollar 3022610 DOL
_|GRE0O1 Green 021854 000 000 2706.36 T MRs  Theresa PO Box 1254 ZAR
_|GrEOD2 Grey - Settlement Disc (Farmer) 1408.85 K Mr Ken Grey PO Box 4710000 ZAR
_|TBS001 The Bargain Store - Head Office 021 888 0000 31636.78|W Peter 89 Protea Avenue ZAR
| [wHI001 White - Normal Debtor 6388224 A 89 Yarley Avenue ZAR
| |xxx001 XXX Retallers (Multiple Details) 021222 2222 1435.00 Q PO Box 141414 ZAR
v
] & 0 { / =) @ = — L |
Select Visible Fields Eilter Search Preview Design Messages E-Mail Seguence E-Mail All Print Flash Reports Exports

STATEMENT PRINTING SEQUENCE
By default statements will be printed in account number sequence but may be altered to print in
customer name order this can be done by selecting the sequence option.

HIDE ZERO BALANCES
By using the correct filter, clients with zero balances can be filtered out. This enables clients with

balances only will be printed. Zero balance accounts are defined as accounts whose present balance is
zero irrespective of whether there are current transactions or not.
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FILTERING EXPLAINED

Should the report type be printed for certain clients and certain conditions (e.g. accounts that are over
their limit or terms or for a certain status code or area) select the filter button to enter such criteria. If
previous filters have already been setup and save then use the available filters to access the saved
filters for this report.

FILTERING EXAMPLE

For this example statements are to be printed for all debtors, excluding zero and credit balance
accounts and that live the JHB area.

1. Select the Filter button. The filter
screen will appear next. Select the
“press the button to add a new AND <oty
Condition" Option- Locate the Area f|e|d [ press the buttan to add a new condition |
and select it. Then select the “equal”
option next to the Area.

2. Now click the white area next to
the “equal” option and enter JHB (to
extract all debtors that live in the
Johannesburg area). Do not press
Enter or click the Apply button.

3. Select the “press the button to add
a new condition” option. Locate the —
Status field and select it. Then select ‘ ) ‘ ‘ | ‘ ‘ & ‘ K= ‘

iQ¥ 1Q Filter Version 6.0.2.1 | -]

the “equals” option next to the Status. Load save Apply \\\ Qlear ESC Cancel
4. Now click the white area next to }\“

the “equal” option and enter S. O e Ve 678 pp——
5. At this point we can select the

Apply Filter button to have the filter Nomal | Advenced

apphed AMD <roots

6.The statement screen will now
reflect the result of the filter that has
been applied and should reflect a few
debtor accounts. If not, select the
Clear Filter button and repeat the
previous steps to setup the filter
again.

7. A new method of filtering allows
one to have it done step by step. The
other way of filtering isto do it a ‘

manual way. In order to do a manual

B bl e |2

filter, select the “Advanced” tab next oad s=ve 2oy \\\\ Clear £5C Cencel
to the “Normal” tab and proceed by y,

entering the necessary values. Once iQ 1Q Filter Version 6.0.2.1 \ el x ]
finished the apply option may be Mol [ Advanca]

selected. fome |Achenced

AND <rooty

[ ARES equals JHE

----- [] sTATUS equak &

[ press the buttan to add a new candition |

Clear ESC Cancel

e st 1l B
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NOTE: Utilizing the new method requires that the necessary field names in the database are known
and that the understanding of logical and relational expressions are required.

X

iQ 1Q Filter Version £.0.2.1

Changes here will over write Normal filtering
(AREA = 'JHB') AND (STATUS ='5)

(%)

bl ek ol |2

Load Save Apply Clear ESC Cancel
iQ Debtors Statements Version 6.0.2.1 [ x|
Statement Date Print What Use which Layout Available Filters
(@ Standard Clear Filter
Date 19122012 =l o - >r10000 = ZAR
3 () Open Itzm ©) Email Accounts for TBS
Sequence Link Account; Date - A d
. ) Layout 3 ge > 30days
Enterprise : Iterest
R ETATINE ACCOUMTING S2FTNARE Hide Zero Totals ] ryout 4
@) Select Month Onl @ L it 5
Auto Allocate Unpaid Entries AT SRAATEL | el SRt
() Layoutt
Address Curr | =

Account Name

Telephone Balance Initials | Title Contact

ABC Store (Pty) Ltd

BLADOL Bladk - Terms 30 Days 0215800000 103603.79 P Mr Peter

BLUDOL Blue - Credit Limit R.1 20818.15 ZAR
TES001 The Bargain Store - Head Office 021 888 0000 26 141.76 Peter 89 Protea Avenue ZAR
WHIDO 1 White - Mormal Debtor 127 132.24 89 Yarley Avenue ZAR

PO Box 1232 ZAR

o - - -
s \,f i @ pl ] ﬂ
i ¢t =) O3 | 2 =3 == -
Select Visible Fields Filter Search Preview Design Messages E-Mail Seguence E-Mail All Print Flash Reports Exports

NOTE: Should you have accidentally selected the OK button or pressed Enter, at any point during the
filter setup select the Filter button again to have the filter screen displayed again.
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Save Filter

e |

Enter filker name

ak

firea = JHE and Status = 5

Cancel

Debtors

f

The previous captured information will still be available allowing you to continue where you left-off.
However, if you escaped out of the statement screen this information would have been lost. It is
therefore important for any filters that have been setup and are required to be used repeatedly, need

to be saved after the filter has been applied or completed.

Now that filter has been completed select the Save Filter button so that the filter can saved and re-
used again. Saved filters can be used again by locating them in the Available Filters box. This can be
found on the top right hand side of the screen. There is an unlimited amount of filters that can be

configured and saved.

To cancel a filter, select the Clear Filter button at any time.

jQ Debtors Statements Version 6.0.2.1 )
Statement Date Print What Use which Layout Available Filters
(@ Standard Clear Filter
Date 18/12/2012 = ;
. (©) Open Ttem () EMail Accounts for TBS
Sequence Link Account; Date = _ A 30d:
F‘ - ) Layout 3 ge > 30days
nterprise - Area = JHB and Status = 5
THT [ T " Hide Zero Totals E1 () Layout 4 Interest
@ () Layout 5
Auto Allocate Unpaid Entries B) SelectManth Oy | © L=y
() Layouts
Account MName Telephone Balance ‘Inmalsl Title | Contact Address | Curr ‘ -
L ABCO01 ABC Store (Pty) Ltd 021456 1234 0.00 PO Box 123 ZAR
_|BLADOL Black - Terms 30 Days 0218800000 103603.79 P Mr Peter PO Box 1232 ZAR
_|BLUDD1 Blue - Credit Limit R1 20818.15 ZAR
_|mBsoo1 The Bargain Store - Head Office 021 888 0000 26 141.76 Peter 89 Protea Avenue ZAR
| |WHIDO1 White - Normal Debtor 127 132,24 89 Yarley Avenue ZAR
— — \ — = Py— ]
I P N o = | ® = = s
| i = il Y ] L | =
Select Visible Fields Filter Search Preview Design Messages E-Mail Seguence E-Mail all Print Flash Reports Exports
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FILTERING EXPLAINED

Should the report type be printed for certain clients and certain conditions (e.g. accounts that are over
their limit or terms or for a certain status code or area) select the filter button to enter such criteria. If
previous filters have already been setup and save then use the available filters to access the saved

filters for this report.
FILTERING EXAMPLE

For this example, statements are to be
printed for all debtor accounts where
their terms are set to greater than 30
days.

1. Select the Filter button. The filter
screen will appear next. Select the
“press the button to add a new
condition” option. Locate the Terms
field and select it. Then select the “is
greater than” option next to the
terms.

2. Now click the white area next to
the “is greater than” option and enter
2 (to extract all debtors where their
terms are set to greater than 30
days). Do not press Enter or click the
Apply button.

3. At this point we can select the
Apply Filter button to have the filter
applied, or we can continue to add
additional fields with their respective
values and ranges to the existing
query by repeating the above steps.

5. A new method of filtering allows
one to have it done step by step. The
other way of filteringisto do it a
manual way. In order to do a manual
filter, select the “"Advanced” tab next
to the “Normal” tab and proceed by
entering the necessary values. Once
finished the apply option may be
selected.

NOTE: Utilizing the new method
requires that the necessary field
names in the database are known and
that the understanding of logical and
relational expressions are required.

iQ 1IQ Filter Version 6.0.2.1

-]

AND <root

| press the button to add a new condition |

bl (ki

Load Save

ESC Cancel

iQ 1Q Filter Version 6.0.2.1

T

Mormal | Advanced

AMD - <root:

------ E] TERMS s areater than

[ press the button to add a new condition |

B

Load ‘ ‘ Save

ESC Cancel

iQ 1Q Filter Version 6.0.2.1

T

&pph- Clear
\\C

Normal Advanced

Changes here will over write Normal filtering

(TERMS > 2)

Load Save

Apply

ke inke bl 5

Clear

ESC Cancel
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NOTE: Should you have accidentally selected the OK button or pressed Enter, at any point during the
filter setup select the Filter button again to have the filter screen displayed again. The previous
captured information will still be available allowing you to continue where you left-off. However, if you
escaped out of the statement screen this information would have been lost. It is therefore important
for any filters that have been setup and are required to be used repeatedly, need to be saved after

the filter has been applied or completed.

Save Filter lﬁ

Enter filker name
Account old than 30 dayy

ak. Canicel

Now that filter has been completed select the Save Filter button so that the filter can saved and re-
used again. Saved filters can be used again by locating them in the Available Filters box. This can be
found on the top right hand side of the screen. There is an unlimited amount of filters that can be

configured and saved.

To cancel a filter, select the Clear Filter button at any time.

SEARCH
The search option allows one to search for any information on the statement screen and one is able to
use any available field.

MESSAGES
The messages option allows one to print messages on the statement for customers that have balances
in different ageing periods.

E-MAIL
The e-mail option allows one to send the statement out via e-mail to a specific debtor.
NOTE: The e-mail option only sends the statement of the debtor that is highlighted in the statement
view screen and the email address must be valid.

E-MAIL ALL

The email all option allows one to send the statements to all debtors that have a valid email address.
This will send debtor specific statements to every single debtor listed in the statement screen as long
as they have an e-mail address setup under the Debtors Maintenance option.

IQ Retail (Pty) Ltd © 2013 249



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 Debtors

DEBTORS AGE ANALYSIS

Under the age analysis option 6 different reports may be obtained namely, Name & Address, Full Listing,
Short listing & Balances, Accounts & All Transactions, Top Account and Totals Only. These reports may be
printed as often as required.

NOTE: The Short Listing & Balances (displays all accounts with their outstanding balances, total to 180)
should be printed and filed just prior to running the month end close. The system unfortunately does not
allow these reports to be printed the way they were printed with the same values, a month or two ago, if
transactions have already been posted.

AVAILABLE REPORT TYPES

If all that is needed is the name & address of the client, select the Name & Address List option. If all
the details (account status, terms, balances, etc.) are needed, select the Full Listing report type. If
however all that is needed is the outstanding balances, select the Short Listing or Accounts & All
Transactions if the balances and all outstanding transactions for the client is to be printed. If
outstanding balance totals are need for all the debtors, select the Totals Only report. When selecting
the Weekly age analysis report type, the system will a weekly ageing report.

Available Reports Report Parameters Sort Order Available Filters
(®) Address List Clear Filter
- Select the Report Date _ »r10000 = ZAR
.Q () Full Listing April | (2013 | ® Account Number Account old than 30 days
. - Accounts for TBS
(_) Accounts & Transactions
I Enterprise | © fAge = 30days
TIIL ¥ (_) Short Listing Area = JHB and Status = S
—~ Interest

() Totals only Auto Allocate Unpaid Entries (_JName

{ : 1 Foreign Currency Analysis @
| [ACCOUNT NAME TELEPHONE1 TOTAL|INIT...|TIT..|CONTACT ADDRESS1 CURRE... |AGE ARES -
mﬂl ABC Store (Pty) Ltd 021456 1234 070.04|Z PO Box 123 ZAR 4|HB
|_[BLADO1 Black - Terms 30 Days 0218300000 871.86 P Mr  |Peter PO Box 1232 ZAR 6 JHB
|_|BLUOOL Blue - Credit Limit R1 088.15 T ZAR 7|HB
|_|BROOOL Brown - Vat Exempt (Export) 853,771 ZAR 7
|_|coDoo1 COD ACCOUNT 500.00|E ZAR a
_|FCooi Foreign Currency - Dollar 022,610 DOL 7
|_|SREDD1 Green 0213854000 000 706.36| T MRs Theresa PO Box 1254 ZAR 7
|_|GREDD2 Grey - Settlement Disc {Farmer) 408.85 K Mr  Ken Grey PO Box 4710000 ZAR 7|CPT
|_|mBsoo1 The Bargain Store - Head Office 021888 0000 636.78 | W Peter 89 Protea Avenue ZAR 7|JHB
|_|TBs002 The Bargain Store - Durban 0.00 P ZAR 1]
|_|TBs003 The Bargain Store - Johannesburg 0.00 F ZAR 0
|_|wHIoo1 White - Normal Debtor 882.24 A 89 Yarley Avenue ZAR 7|HB
| [xxx001 XXX Retailers (Multiple Details) 0212222222 435.00Q PO Box 141414 ZAR 4

v
I8 IEE] 1 ; = ha LY <7 =
Select Visible Fields Export Advanced Sort Eilter Search Graph Preview Design Brint

SELECTION CRITERIA & FILTERING
ACCOUNTS OVER XXX DAYS

To select only overdue accounts, a filter needs to be created. This function ignores the customer’s
terms and works strictly on the aged balance.
SORT ORDER

Use the sort order option to print the various report types in either account number or in name
sequence.
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Available Reports

Report Parameters Sort Order

Avallable Filters

(®) Address List Clear Filter
- Select the Report Date _ »r10000 = ZAR.
.Q () Full Listing April | (2013 | ® Account Number Account ledo than 30 days
. - Accounts for TBS
I Rnl’crprlsc -.::Accoums & Transactions Age > 30days
INMETATIVE ACIOUNIING CRFTMARE (_) Short Listing Area = JHB and Status =5
—~ Interest
() Totals only Auto Allocate Unpaid Entries (_JName
{ : 1 Foreign Currency Analysis w
| [ACCOUNT NAME TELEPHONE1 TOTAL|INIT...|TIT..|CONTACT ADDRESST CURRE... |AGE ARES -
[3|ascoo1 ABC Store (Pty) Ltd 021455 1234 070.04|7 PO Box 123 ZAR 4|1HB.
|_[BLADO1 Black - Terms 30 Days 0218300000 871.86 P Mr  |Peter PO Box 1232 ZAR 6 JHB
|_|BLUOOL Blue - Credit Limit R1 088.15 T ZAR 7|HB
|_|BROOOL Brown - Vat Exempt (Export) 853,771 ZAR 7
|_|coDoo1 COD ACCOUNT 500.00|E ZAR a
_|FCooi Foreign Currency - Dollar 022,610 DOL 7
|_|SREDD1 Green 0213854000 000 706.36| T MRs Theresa PO Box 1254 ZAR 7
|_|GREDD2 Grey - Settlement Disc {Farmer) 408.85 K Mr  Ken Grey PO Box 4710000 ZAR 7|CPT
|_|mBsoo1 The Bargain Store - Head Office 021888 0000 636.78 | W Peter 89 Protea Avenue ZAR 7|JHB
|_|TBs002 The Bargain Store - Durban 0.00 P ZAR 1]
|_|TBs003 The Bargain Store - Johannesburg 0.00 F ZAR 0
|_|wHIoo1 White - Normal Debtor 882.24 A 89 Yarley Avenue ZAR 7|HB
| [xxx001 XXX Retailers (Multiple Details) 0212222222 435.00Q PO Box 141414 ZAR 4
v
T = & == | b )
i e k= : = a2 B i -
Select Visible Fields Export Advanced Sort Eilter Search Graph Preview Design Brint

EXPORT

Select the export option in order to export the existing on screen information into any of the following
formats (CSV, TXT, HTML, XML, or XLS (Excel).

ADVANCED SORT

The advanced sort option allows one to sort the age analysis information according to Account, Name,
30 days, 60 days, 90 days, 120 days, 150 days, 180 days, Total etc... Once all the information is
sorted, one is able to export that into any of these formats CSV, TXT, HTML, XML and XLS.
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GRAPH
The graph option allows one to either design a graph or to preview the existing graph.
IQRetail (PTY) LTD Debtors Age Analysis 1of 1

Balances Distribution

Bl 11853 Current
B 196.3 Days_30

6 Days_60
I 1.397.33 Days_90
1 30 Days_120
= 0 Days_150]

Bl 65294 Days 130]

~

[ Days 120

AUDIT TRACKING

Every transaction processed is stored in an audit file. A separate audit trail number is created every time you
enter the Single Journal option and enter new transactions. To print listings of the debtor’s transaction, audit
trails select the Audit Tracking option under Debtors, Reports. The following screen will appear:

iQ Debtors Audit Trails Demo - Head Office Version 6.0.2.0 B |
Sort Order Layout Available Filters
(@ Unsorted (@ Layout 1 Clear Filter
.Q (2) Account Number O layout2
I Enterprise & oo (i
ROTATINE A T TTNARE () Layout 4 Select Month
e (O Layout s September v] [2[112 -
() Reference @) Layout 6
Date |CDdB |Hefsrsncs Deb\l‘ Cledill Amount Dug| =
| |05/09/2012 m Interest Charged: Sep 2012 73471 0.00 73471
_|os/os/2012 L1y Interest Charged: Sep 2012 75.88 0.00 75.88
_|os/og/2012 m Interest Charged: Sep 2012 2.25 0.00 2.25
_|os/os/2012 L1y Interest Charged: Sep 2012 496.55 0.00 496,55
_|os/oa/2012 m Interest Charged: Sep 2012 1058.50 0.00 0.00
_|0sfos/2012 IR Interest Reversed: Sep 2012 0,00 1058.50 0.00
_DE{DQIZDIZ N INVZ223 562.50 0.00 562.50
| |05/09/2012 PM Receipt 52 0.00 562.50 0.00
_UEngj'lUll IN INV224 ©25.00 0.00 0.00
| |05/09/2012 PM Receipt 53 0.00 625.00 0.00
_UEngj'lUll IN INV225 548.25 0.00 0.00
05/09/2012 PM Receipt 54 0.00 548.25 0.00
e S
_DE,.’DQ,!'ZD]Z PM Receipt 55 0.00 625.00 0.00
| |05/09/2012 N INV227 525,00 0.00 625.00
_DE,.’I]Q,{'ZD]Z PM Receipt 56 0.00 625.00 0.00
| |05/09/2012 N INV228 525,00 0.00 625.00
_UE;’UQIZU]Z PM Receipt 57 0.00 625.00 0.00
_|os/0a/2012 N INV229 625.00 0.00 625.00
_UE;’UQIZU]Z PM Receipt 58 0.00 625.00 0.00
_DE{DQIZDIZ N INV230 625.00 0.00 0.00
_|0sfos/2012 PM Receipt 59 0.00 625.00 0.00
05/09/2012 N INV231 625.00 0.00 0.00| ~
= e = z ~ & e ()
¢ = B 2 &8 3 Y| 2 | =
Show All Eilter Search Advanced View Select Yisible Fields Export G.L Audit Breview Design Document Print
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WHY USE THE AUDIT REPORT

An audit report is a report, listing all transaction (invoices, credit notes, payments, etc.) that have been
posted, invoiced to a debtor that depict information like the date, reference, amount audit trail numbers,
profit, etc. The audit report can be used in many ways to extract sales information, payments made, credit
notes entered with summary totals being printed. One can even extract the invoice(s) for a certain client for
the day or invoices that have been paid-up or specific entries processed by a certain cashier.

SELECTION CRITERIA & FILTERING
SORT ORDER

The report may be printed in an unsorted sequence, or may be sorted in account number, date,
reference number or code sequence. If the transaction file is a considerable size, sorting transactions
into the selected sequences may take considerably longer to generate the report. Summary totals will
always be printed, regardless of the sequence option selected here.

Should the report type be printed for certain clients and certain conditions (e.g. accounts that are over
their limit or terms or for a certain status code or area) select the filter button to enter such criteria. If
previous filters have already been setup then use the Available Filters option to access these saved

filters.
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FILTERING EXPLAINED

Should the report type be printed for certain clients and certain conditions (e.g. accounts that are over
their limit or terms or for a certain status code or area) select the filter button to enter such criteria. If
previous filters have already been setup then use the Load Filter to access the saved filters for this

report.

FILTERING EXAMPLE

The following filter involves the printing an audit report for all invoices for a specific debtor and date

range.

1. Select the Filter button. The filter
screen will appear next. Select the
“press the button to add a new
condition” option. Locate the

Code field and select it. Then select
the “equals” option next to the code.

2. Now click the white area next to the
equals” option and enter IN (to extract
all invoice transactions for a specific
debtor client). Do not press Enter or
click the Apply button.

3. Select the “press the button to add a
new condition” option. Locate the
Account field and select it. Then select
the “equals” option next to the account.

4. Now click the white area next to the
“equals” option and enter ABC001 (to
extract all invoice transactions for a
specific debtor client).

5. At this point we can select the Apply
Filter button to have the filter applied, or
we can continue to add additional fields
with their respective values and ranges
to the existing query by repeating the
above steps.

6. A new method of filtering allows one
to have it done step by step. The other
way of filtering is to do it a manual way.
In order to do a manual filter, select the
“Advanced” tab next to the “"Normal” tab
and proceed by entering the necessary
values. Once finished the apply option
may be selected.

NOTE: Utilizing the new method
requires that the necessary field names
in the database are known and that the
understanding of logical and relational
expressions are required.

NOTE: Should you have accidentally
selected the OK button or pressed Enter,
at any point during the filter setup select
the Filter button again to have the filter
screen displayed again. The previous
captured information will still be
available allowing you to continue where
you left-off. However, if you escaped out
of the Audit Tracking screen this
information would have been lost.

iQ 1Q Filter Version 6.0.2.1 -

AND - <root>

| press the button to add a new condition |

| || Y= Q@
Load Save Apply Clear ESC Cancel
iQ} 1Q Filter Version 6.0.2.1 \\é L7 [
Mormal | Advanced
AMD - <root:
| W ¥ = @
Load Save Apply Clear ESC Cancel
iQ 1Q Filter Version 6.0.2.1 \\é [

Hormal | Advanced

AND - <rooty

[ press the buttan to add a new candition |

ESC Cancel

ke ks nf bl

Load Save Apply
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NOTE: It is therefore important for any filters that have been setup and are required to be used
repeatedly, need to be saved after the filter has been applied or completed.

Now that filter has been completed select the Save Filter button so that the filter can saved and re-
used again. Saved filters can be used again by selecting the Available Filters option located at the top
right hand corner of the screen. There is an unlimited amount of filters that can be configured and
saved.

Save Filter |

Enter filker name
|Im-'|:|i|:es for AR

k. | Cancel

To cancel a filter, select the Clear Filter button at any time.
SHOW SELECTED MONTH
The show selected month option allows one to view transactions for a specific month. If the show

selected month option is selected again the system will then show all transactions that were
processed through the system up to date.

ADVANCED VIEW

The advanced view allows one to sort the audit tracking information according to Date, Account,
Reference, Order Number, Branch, Amount, Currency, Debit and Credit etc... Once all the information
is sorted, one is able to export that into any of these formats CSV, TXT, HTML, XML and XLS.

GL AUDIT

The GL audit option allows one to view the general ledger audit trail of the transaction. This means
that one is able to see which general ledger accounts were affected when the transaction was posted.

DOCUMENT

The document option allows one to recall any document from the audit trail screen. This means that
Invoices, Credit Notes, Point of Sale sales, Debtor Payments and Debtor Receipt documents can be
recalled from the audit trail screen.
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TRANSACTION TYPES

Any posting to a debtors account, other than from the stock module, will use Transaction Types set under
this option. The more common codes are pre-created for you. You may amend existing codes, add new or
remove non-required codes. Up to 99 codes may be defined on the system.

On selecting this option, all the existing/default transaction code will be displayed. Select the Edit button to
edit the highlighted posting type, or the Add button to amend the posting type.

On entering, you will be displayed with a screen used for altering, creating or deleting existing codes. Each
transaction code will display both month to date and a year to date total value of transactions posted. The
ledger contra account will also be shown.

iQ Debtors Transaction Types Dema - Head Office Version 6.0.2.0 o]

.QRHFCT‘priS?

Transaction Types

Code Description Default DrfCr Ledger Account Month Count Month Amount |Print Document | =
CN Credit Note. CN 2000.000.000.00 0,00 |False

DS Discount DS
EF EFT PM 3950.000.000.00
N Invoice N 2000.000.000.00

C
C 2020.000.000.00
(9
D
s Interest Charge Im ] 2500,000.000.00
C
D
C
D

0.00 False
0.00 False
8 550.00 False
0.00 False
ic Journal Credit ic 3601.000.000.00
il Journal Debit i) 3601,000,000.00
PM Payment PM 3700.000.000.00
RF Refund RF 3700.000.000.00

0.00 False
0.00 False
0.00 False
0.00 |False

m

oo oo o~ ool

il olis b mis wis eis e =S

Graph Edit Graph Edit Design Preview

TRANSACTION TYPES

The transaction types option allows one to setup any additional or edit any of the existing transaction

types.

CODE
The code displays the transaction type code. These codes are abbreviated from the descriptions of
the transaction types.

DESCRIPTION
The description field displays the description of the specific transaction types. This description must
be meaningful to avoid confusion.

DEFAULT
The default field displays the code that these transaction types relate to.

DR/CR
The DR/CR field displays either a letter D or a letter C to indicate whether the transaction type will
be posted as a debit or a credit.

LEDGER ACCOUNT
The ledger account field displays the ledger account that will be used when any of these
transaction types are used in debtors journals. In other words if an invoice transaction is done the

system will post to the debtors control account (3600.000.000.00) and to the Other Income
account (2001.000.000.00).

MONTH COUNT

The month count will display a total count of these transaction types that have been used. In other
words every time any of the transaction types were used, the system will auto increment the month
count field.
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MONTH AMOUNT
The month amount will display a total amount of these transaction types that have been used. In
other words every time any of the transaction types were used, the system will automatically add the
values and display them in the month amount field.
SELECTION OPTIONS
GRAPH
The graph option allows one to print the existing transaction type information onto a graph report.

EDIT GRAPH
The edit graph option allows one to edit the graph report.

SEARCH
The search option allows one to search for any information on the transaction types screen.

ADD
The add option allows one to add additional transaction types.

EDIT
The edit option allows one to edit any of the existing transaction types.

iQ Edit Posting Types Version 6.0.2.0

L]
IQRnrcrprisc

Transaction Types

Transaction Code ji]

Description Journal Debit

Vat Rate 0 v | Mo Vat Applicable
Ledger Account 36071.000.000.00 | Debtors Clearing Account

Print Document Under Single Journals

Use As Default Transaction Type

Enter a description for the transaction code entered above
Accept
TRANSACTION TYPE
TRANSACTION CODE
The transaction code entered here will be displayed in the list of transaction types once completed.
This transaction code may then be used when processing transactions.

DESCRIPTION
The description field entered is the description of the specific transaction type. This description must

be meaning full to avoid confusion.

RELATES TO CODE
The relates to code is where the a relation to another code is selected. The above example is a BF
(Brought Forward) code and this will relate to a JD (Journal Debit) purely because the BF code is used

to enter opening balances for the debtor accounts.

VAT RATE
The vat rate option allows one to specify if there is always vat applicable on this specific transaction
type. This means that if vat was selected, the system will then always take vat whenever this
transaction type is used. If not vat is applicable then select the 0 — No Vat Applicable option.
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LEDGER ACCOUNT

The ledger account selected here is the ledger account that will be used when this transaction type is
used when processing debtors journals. In other words if a brought forward transaction is done the
contra account will be the debtors clearing account (3601.000.000.00).

PRINT DOCUMENT UNDER SINGLE JOURNALS
The print document under single journals will allow the user to design a report for the specific
journals.

USE AS DEFAULT TRANSACTION TYPE
The use as default transaction type will be used as the transaction type when processing Debtors
Journals.

END OF MONTH

At the end of each month the month-end procedure will run automatically. The end of each month is
determined by the company’s policy as to when month end occurs for debtors. The norm is usually

the 25/26™ of each month. If this is the case, then the closing dates on the system need to be setup
accordingly in order to make sure that the automated month end procedure runs at the right time.

Company Datails] Company Lngﬂ} Eﬂntrn\Numhersl Default Settings [1]] Default Settings [2]] Enterprise Settings  Clasing Dates ]IntegralinnAccnunlsl Tax F\atas] EMai ] Eutra Ehalgesl

Closing Dates

Select day to close books each month (31 for last) Debtors | Creditors | Ledger

January ] 3 31
February 31 31 31
March 31 31 31
April 31 3 31
May 31 31 31
June 31 31 31
July 31 31 31
August 31 31 31
September 31 3 31
October 31 31 31
November 31 31 31
December 31 31 31
Mumber of months to allow backdated postings 0 a 0
Extended Days for backdated posting if month is 0 0 ] 1]
Financial year ends in February W
Ledger dosed up to hd|

v

Accept

Please note that the debtors, creditors and ledger month end days are set to 31 by default. This
means that the system will look at the last day of the calendar month before performing the “Month
End Rollover” (Month End). If these days are changed to any other day other then 31, the system will
perform the month end rollover on that day.
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PURPOSE OF MONTH END

The sole purpose of debtors month end is to age transactions and balances. This is all that the debtor
month end does. It does not affect, alter or post any balances or transactions in any other module
(i.e. creditors, stock or ledger).

If the Month End Rollover (Month End) fails to complete, the failed month end will result in all debtor
transactions and balances reflecting a balance age of current and nothing in any of the 30, 60, 90,
120, 150 or 180 day ageing.

This date driven system dictates the age of the transaction and month ends are not required because
the system has an automated month end rollover (month end) procedure.

NOTE: Before the month end rollover takes place, ensure that data backups are made and all
required reports printed.
MONTH END

Will immediately run once the calendar day has been reached, make sure that statements and
reports, have been printed before the End of Month procedure runs.
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BACKUPS

Prior to month end, a backup should be made. The backup Ensures that the data has been backed up to the
point where the very last bit of work has been done for the month. Backups are made via the Backup Data
option found under the Utilities menu. Failure to do backups can result in all the information on the system

iQ Backup & Restore Company 001 Version 6.0.2.0 |t

Ll
IQF,nrcrprisc

Select Target Directory
C:\QRetal\[QEnterprise {001 backup
= IQEnterprise -
=] 001

- |. Crbatches

e CustomReports

-~ |, Drbatches
- |, EXPORTS
- | Importfiles

Imports
StockTakeBackups
Tills
B~ 002
B~ oo3
- . 004
- . 005
-Jo 123
AmsDebug
Companys
CustomReports
- DB1
B~ DB2
. DBETemp

This is the backup folder destination that will be used to
store the day’s backup. This backup destination folder may
be anywhere on the server machines hard drive. Once the
backup is complete the folder will consist of all your
company’s data/information.

- Status Vigwer -

v &
Local Backup IQIronTree Backup

IQ IRONTREE BACKUP

Once installed, the IronTree application runs as a service on your PC and launches automatically at a
daily scheduled time without any user intervention. As long as your computer is powered on and has
Internet connectivity, the scheduled data backup will be processed. Additionally, daily email
notifications indicating backup results give visibility to the end-user, so immediate action can be taken
should a backup fail for whatever reason. For more information visit the website www.igirontree.co.za.

NOTE: Should your month-end procedure be incomplete for whatever reason you would then be able
to restore from this backup that was done prior to the month-end rollover.

REPORTS TO PRINT

Ensure that month end statements and age analysis reports have been run before the month end
rollover. These balances cannot be printed after month-end as they were before month-end.
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MONTH END ROLLOVER
When the system reaches the last day of the calendar month or the day that is specified under the
closing dates option, the system will commence with the month end rollover.

The month end rollover will run as soon as a user enters any part of the menu, whether it be debtors,
creditors, stock etc...
iQ Month End Rollover - Creditors Version 6.0.2.0 (LY ||

13 is performing the Month-End Rollover procedures. Do NOT turn off your computer. Please wait for this process to complete.

100 %
25 %

Once the month end rollover has completed, the system will return to the main screen.
The following took place during the rollover:

a. All outstanding transactions aged, in other words transactions that were still outstanding from the
previous month has now moved into the next ageing period. (E.g. any transaction not fully paid up
that was in 30 days, would have moved to 60 days).

b. All credits (payments, discounts, journal credits, etc.) will be discarded, but only if there is no
unallocated credits on the account.

c. Transactions that have been partially paid will be altered in such a way so that the debit amount
reflects the outstanding amount at the time of doing month end.

NOTE: It is important to check that there are no accounts reflecting unallocated credits prior to doing
the month end. This is the cause of older transaction being reflected under the enquiries screen even
though they have been paid-up and numerous month ends have been done.

NOTE: It is very important that while the month end rollover procedure is in progress no-one must
log back into the system.

Should you be unsure as to whether the month end rollover completed successfully, a quick way to
check this is to print a “Totals Only” or “Short Listing & Balances” age analysis report. If the reports
reflect positive values in current the month end rollover has not been done or was incomplete.

Month end moves the balances up a level so current should have moved to 30 days, and the 30days
balances should have moved to 60 days, etc., etc. The 150 days balance does not move to the 180
days balance, but gets added to the existing 180 day balance.

If you are unsure then restore the backup that was made before doing the month end.
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CREDITORS

CHAPTER 5
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CREDITORS
WHAT IS A CREDITOR

An individual or organization who supplies goods or services to you on credit, is called a Creditor. Creditors
generally occur as a result of credit sales, i.e. items bought on account. Creditors are classified as current
liabilities because the amounts owing are usually paid during the course of the current trading year.

To set up your Creditors system follow the steps as outlined on the next few pages.

IMPORTANT NOTES
ENTERING OPENING BALANCES
NOTE: Opening balances are NOT entered under Creditors Account Maintenance.

To enter the opening balances, select the creditor single journal option. When entering opening balances
use the journal credit code (JC). In order to allocate the transactions to the correct ageing period, select the
correct date. (E.g. if the transaction must be allocated to 30 days then the date of the transaction should
entered 1 month prior to the current month).

NOTE: Only one entry may be aged at a time.
iQ Creditors Journal Pastings Demo - Head Office Version 6.0.2.1 o]

L]
IQEI‘[I’CI‘I_‘H‘]SC
Journal Details Last Journal Details
Account Number ¥YZ001 - Account Number
Journal Mumber 1
Mame ¥¥Z Wholesalers
- Journal Date 30/12/1899
ress PO Box 58585 |Amount 0.00
Stellenbosch GL Audit Trai
7o00
Balance Details

Journal Date 10/11/2m2 =l (Qurrent 0.00
Transaction Type 1 - 30 Days 0.00
Ledger Allocation 4001,000,000,00 50 Days 0.00

90 D
Reference 0B001 =T 0.00
Order Numb B 0.00

reer tumber 150 Days 0.00

Ledger Notes Opening Balance 130 Days 0.00

Total 0.00

Date Last Payment 30f12/1859
ZAR Amount 1500 Amount Last Payment 0.00
VatRate a

-~ = 3 i & "
© i e % /4 / >
Account Edit View Details Show Hint Memo Allocate Design Report Design Transaction Report Process

EXAMPLE: If a creditor is owed R100.00, of which R70.00 was in 30 days and R30.00 in 60 days, two
balance brought forward entries would have to be entered. The date that should be used should be the 1st
of the month for the relevant age, i.e. the 30 days transaction date would be the 1st of the previous month
and the 60 days transaction date will be the 1st of the month for two months prior to the current month.

Opening balances should be allocated to the Creditors Clearing account in the general ledger.

When posting these opening balances the accounts that are affected in the ledger will be the Creditors
Control (credit) and the clearing account (debit). This should then be cleared when the opening trial balance
is entered in the general ledger, i.e. Post the Creditors control total as per the trial balance to the Creditors
Clearing account when entering the opening trial balance.
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jiQ} Edit Posting Types Version 6.0.2.1

[ ]
IQF,nrcrprisc

Transaction Types

Transaction Code Jc
Description Journal Credit]
Vat Rate i ~ | Mo Vat Applicable

Ledger Account 4001.000.000.00 * | Creditors Clearing Account

Print Document Under Single Journals

Use As Default Transaction Type

Enter a description for the transaction code entered above

B4
Accept

NOTE: An important bit of information is the date of the transaction has a full effect on the age of
transaction, therefore it's important to use the correct date when capturing opening balances.

ENTERING NEGATIVE (DEBIT) BALANCES
Debit balances (overpaid supplier) must be entered using the JD (Journal Debit) transaction code.

WHAT HAPPENS TO CREDITOR POSTINGS ?
When using the creditor module, all entries will be posted by default to the Creditors Control account in the
general ledger. Contra entries may be allocated to any ledger account. The most common default contra
postings may be set under creditors Transaction Types. You can integrate to any ledger (i.e. postings to
creditors in company 001 can be allocated to the general ledger of company 002 etc.)

POSTING STOCK PURCHASES
Should the purchase or return to supplier involve stock items or where there is a requirement to produce full
tax document as per SARS requirements. If this is not the case, process through Creditors transactions.
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POSTING PAYMENTS
VIA CASHBOOK POSTINGS

Creditor payments may be posted direct from the general ledger cashbook. When posting a creditor
payment in cashbook, enter the Creditors Control account number. By entering the creditors control
account the system will register that a payment is being made against a creditor and therefore will

then allow payment allocations to the individual creditor accounts.

Processing  Debtors  Creditors

.
IQF‘,nrcrprisc

Stock Utilities Point of Sale

b1

Ledger Support Windows  Help  Shortcuts

Bank Account | 3390.000.000.00 Bank Account - Cheque
Batch Name | Not Defined

[|Enable Account Allocations

Select Batch
(@) 1LISA

(O 7Empty
O 8Empty
O 3Empty
(0) 10 Empty
(0) 11 Empty
() 12 Empty

Date [Account [Branch [Dept [Reference Desaiption Deposit|

Payment| Tax|Notes

24042013 Gl
24042013 Gl

1200.000.000.00 001 HR. <Auto> Advertising

Accounting fees

0.00

1205.000.000.00 002 0.00

<Auto>

24/04/2013 Drs ABCOD1 001 HR <Auto> ABC Store (Pty) Ltd 15 000.00
24/04/2013 Drs BLAOD1 001 ACC <Auto> Black - Terms 30 Days 7850.00
24/04/2013 Crs ABCOD1 005 HR <Auto> ABC Whole Sales

0.00
0.00

24/04/2013 Crs
| R~ [ crs

XYZ001 001 HR.

01

<Auto>
<Auto>

XYZ Wholesalers

Cel 11 1 11

456.32
850.00
0.00
0.00
5600.00
4500.00
0.00

ooooooo

from the account drop

Cashbook postings allows one to select
the creditor account by means of selecting
the correct ledger entry type. This means
that if the ledger type “CRS” is selected
the creditors account may be selected

down option.

LIt O 0| @

Search | GL Amendments | |load Batch | |SayeBatch | | Delete Batch

L=l =

3 ‘(:'uf, i« / :

| Lo A
Bank Import Change dates |RulesSetup | Design | | PrintBatch

Export Batch

4

Flash Reports| |Discount

e

Process

The following is the screen of the creditor allocation that appears after moving past the VAT column

(i.e. after pressing Enter when the VAT column is highlighted).
iQ} Cashbook Postings - Creditors Allocation Version 6.0.2.1

T |-

Account Details

Account KYZ001
Mame BYZ WHOLESALERS
Address 1 PO BOX 58585
Address 2 STELLEMBOSCH
Settlement Discount %% 0,00
QOutstanding Balance 11500.00
Cheque Amount 5200.00
Discount Information
Additional Discount Amount 250
VAT Rate 1 -

Balance Information

MNew Balance

The creditors allocation screen appears if
the discount option is selected. This is only
applicable if additional discount is to be
given on the cashbook posting transaction.

v

Accept
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VIA CREDITORS POSTINGS

Alternatively, when posting payments once can use the Single Journal option, located under the
creditors menu. If the payment method is cash then the ledger contra account will be of the Cash On
Hand account. If the payment method is cheque, credit card or EFT, the contra account will be that of

the Bank.

Q) Creditors Journal Postings Demo - Head Office Version 6.0.2.1

||

.
IQF,nrcrprisc

Journal Details

Account Number
Name
Address

Journal Date
Transaction Type
Ledger Allocation
Reference

Order Number
Ledger Motes

ZAR Amount
Vat Rate

X¥Z001 -
¥YZ Wholesalers

PO Box 58585

Stellenbosch

7600

20M2/2012 =]
PM -

Tender media ledger account will be used.
PMODZ

ft500

-~
Account Edit

%

View Details

°

Show Hint

Last Journal Details

Account Number

Journal Number 1

Journal Date 30/12/1899
Amount 0.00

GL Audit Trail

Balance Details

Current 0.00
30 Days 5000.00
60 Days 0.00
90 Days 1050.00
120 Days 0.00

0 Days 0.00

0.00
&050.00
20/12/2012

Ea0non

This is the General Ledger contra account that will be used
when updating the general ledger. The ledger account can
be changed by either entering a new account or by using

the search facility.

v

NOTE: Posting payments via single journals is not the preferred method, unless paying a creditor with
cash. One must not get confused with the paying of ledger expenses (e.g. water & electricity,
donations, fines, accounting fees, etc.) which is normally done via ledger journal processing.

The processing of a cheque is usually associated with numerous entries which are entered together
with a cheque that was used to pay expenses as well as creditors. The cashbook posting option not
only allows the mixing of creditor and expense postings, but also allows the cashbook batch to be

entered over length of time.

Allowing one to add, delete or change any entries before processing the batch and updating the
relevant creditor and ledger accounts.
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]

ADDING A CREDITOR

Select Creditor Maintenance option from the creditors menu followed by the Add option to add, edit to
amend, or delete to delete an account that was captured incorrectly.

Processing  Debtors  Crediters  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts -
Sort Order Available Filters

Clear Filter
. Q (®) Account
I Enterprise

() Name

Account hame Telephone Balance |Initials|Titie | Contact Address cur |~
ooD DODD Duistrubutors 235100 AR
FCsoo1 Foreign Currency Supplier - Dollar 5498.88 poL
STAR0D1 Star Wholesalers 021880 4564 39808001  Mr |Pema Po Box 1212121 28R
xvzoo1 XVZ Wholesalers 0218881234 145 185,73 Harry PO Box 53585 AR

v

Record Count: 5
e & = == - - - = I =
| ! T 3 Sl |
I i 4 & € ©w - © |
Select Visible Fields Filter Search Export Imports Add Edit Delete Colours Advanced Sort Gridmode Edit

CAPTURING CREDITOR DETAILS
ACCOUNT NUMBER

Creditor account numbers can be entered as you wish. Press enter to accept the account, or enter a
new unique numeric or alphanumeric account number. The system will not allow you to enter a
duplicate account number.

Existing account numbers cannot be altered in any way. If the account number was entered
incorrectly, the account has to be deleted and recreated in order to use the correct account number.
In all instances duplicate numbers will be rejected.
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iQ Creditor Maintenance Demo - Head Office Version 6.0.2.1 e

Ll
IQF,nrcrprisc

Account Details | Multiple Contacts/Delivery Addresses 1 Ordering /B28 ]

Account Mumber X¥YZ001 SMS Redpient [~ Tick for Yes
Name XYZ Wholesalers Telephone Number 1 0218881234
Trading As XYZ Traders Telephone Number 2 021 8831235
Title Cellphone Number 084 600 0000
Initials Fax Number
1.D. Number Bank Name: 757 Settlement Disc% 2.50
Contact Harry Bank Account 12321321
Birthday - Bank Sub Account Spedial Price List ,—;l
Company Registr No 789833564545 BarkBranch Code 445544 Default Layout |Layout 1 - \
Creditor Group = Mo Group Bank Eft Number 4545544 Payment Method Chegue b
On Hold Click for Options Bank Account Type -
Status 5 Bank Proof Of Payment | Tick for Yes
Area E-Mail Address xyzi@somewhere.co.za
Postal Address PO Box 58585 E-Mail Documents ¥ Tick for Yes
Stellenbosch Tax (VAT) no Picture
7600 Vat Status [Registered Vendor -
Currency ZAR
Delivery Address 45 Gordon Avenue
Stellenbosch Group Account - Right Click Here
7600 Terms 30 Days hd
Credit Limit 15000
Account No with Supplier

Show Hints Accept

NAME

Enter the company name, or the surname if the debtor is an individual.
TRADING AS

Enter the trading as name of the company.
INITIALS / TITLE

ONLY enter if the customer is an individual. This is NOT the contact persons initials and title.

If the customer is a company, initials and title should NOT be entered. Otherwise the statement print
will be affected (i.e. initials and title will be printed with the company name on the customers
statement).

ID NUMBER

Enter the suppliers ID Number.
CONTACT

Enter the name of the person that maybe contacted in the case of queries relating to this account.
BIRTHDAY
The birthday field allows one to either enter the relevant creditors birthday by selecting the drop down
arrow and scrolling through the calendar months and selecting the appropriate date.
COMPANY REGISTR NO
Enter the company’s registration number. This number is obtainable from CIPRO. CIPRO is where a
new company is registered.
CREDITOR GROUP

Enter the Creditors Group from the list. This is for reporting and filtering purposes. The creditor can
be grouped according to your own classifications for example, Plumbers, Electricians, Builders etc.

NOTE: Creditor groups must be pre-defined before allocating them to creditor. Creditors groups can

be setup under the Utilities -- > Setup -- > Default Table Setup -- > Creditors -- > Supplier Groups.
ON HOLD

If the creditor is placed on hold, a warning will be issued when processing any credits to the account.

However the processing of debits (PM, JD, DS) from the Creditor Single Journal or Creditors Batch
Journal option will be possible. However one is only allowed to post “"PM” transactions.
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iQ Select Processing Module |
Goods Receiving
Returns
Purchase Orders
Agent Transactions [
Journals 0
Selection
ESC Cancel F10 Accept

STATUS

This is a one character field that can be used to filter and classify Debtors in reports. For example, "R”
can be used for Regular debtors and “0” can be used for Once off debtors.
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]

AREA

Not to be confused with the postal code. This field is used for report analysis should you require
customer reports by area.

EXAMPLE: Let’s say that you would like to have sales reports for certain areas, Durban, Cape Town,
etc. printed out each month. To do so you would enter the abbreviated format, e.g. DURB, CAPT, etc.
Either in the area field so when printing a report you can have it printed for a certain area, or area’s
or, even sorted on these areas.

HINT: This field need not be used as an area entry field but may be a field that you require to group
certain debtors, e.g. Wholesalers (WHOL), retailers (RETL), etc.

POSTAL ADDRESS
Use the four input fields for the postal address, where the fourth field being used for the postal code.
These address fields will appear on invoices and statements as entered here.

DELIVERY ADDRESS
Use the four input fields for the delivery address, where the fourth field being used for the postal
code. These address fields will appear on invoices as entered here, but may be altered at the time of
invoicing. If the Postal address and the Delivery address is the same right click on the grey area below

the address and select copy from Delivery Address or Copy from Postal Address.
iQ Creditor Maintenance Demo - Head Office Version 6.0.2.1 P |-

L]
IQF.nrcrprisc

Account Details | Multiple Contacts/Delivery Addresses ] Ordering / B2B I

Account Mumber X¥Z001 SMS Redpient [~ Tick for Yes
Name WYZ Wholesalers Telephone Number 1 021 8851234
Trading As XYZ Traders Telephone Mumber 2 021 8851235
Title Cellphone Number 084 600 0000
Initials Fax Mumber
1.D. Number Bank Name: 752 Settlement Disc% 250
Contact Harry Bank Account 12321321
Birthday - Bank Sub Account Spedal Price List -
Company Registr No 78989954545 Bank Branch Code 445544 Defaultlayout  [Layout 1 -
Creditor Group ~ No Group Bank Eft Number 4545544 Payment Method Cheque -
On Hold Ciick for Options! Bank Account Type =
Status 5 Bank Proof Of Payment [~ Tick for Yes
Area E-Mail Address xyz@somewhere, co.za
Postal Address PO Box 58585 E-Mai Documents ¥ Tick for Yes
Copy From Delivery Address | Tax (VAT) no Picture
T Vat Status |Registered Wendor -
Currency ZAR
Delivery Address 45 Gordon Avenue
Stellenbosch Group Account - Right Click Here
7500 Terms 30 Days ~
Credit Limit 15000
Account No with Supplier

Show Hints Accept

ACCOUNT NO WITH SUPPLIER

Enter your relevant suppliers account number, otherwise leave blank.
SMS RECIPIENT
Selecting the Sms Recipient option will allow you to sms the supplier. Please ensure that a cell phone

number is correctly entered and that the setup of SMS marketing is done correctly. Please see Module
Parameter Services for more details.

TELEPHONE NUMBERS

Enter relevant suppliers details for these fields. Otherwise leave blank.

NOTE: These fields may be used to store information other than what is actually asked for.
BANK NAME

Enter the creditor’s bank name. This would be the bank where the supplier does his or her banking.
(e.g. ABSA, FNB, Standard or Nedbank).

BANK ACCOUNT

Enter the creditor’s bank account number. This is the account number of the creditors account he or
she has with the bank.
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BANK BRANCH CODE

Enter the creditors bank branch code.
BANK EFT NUMBER

Enter the relevant banks EFT (Electronic Fund Transfer) number.
EMAIL ADDRESS

Enter the clients e-mail address if one is available. If the e-mail address is entered the system will
allow you to directly e-mail the client, various reports, invoices or orders, if available on your system.

NOTE: The format of the e-mail address should be as follows:

e.g. webmaster@igsoftware.co.za. (lower case) The “http://www.” need not be entered. The email
documents option may also be enabled in order to send documents e.g.: statements, invoices etc... to
the debtor using the email address entered.

EMAIL DOCUMENTS
Select this option to allow the emailing of documents (advice notes) to the relevant creditor

automatically from the system. If this option is not enabled then the system will not be able to send
any documents via email to the relevant creditor.

TAX (VAT) NO
Enter the Creditors Tax/ Vat number.
VAT STATUS
Select the Vat Status from one of the following options:
Registered Vendor— This will apply Vat to transactions involving this Creditor.
Non Registered Vendor — This will not apply Vat to transactions involving this Creditor.
CURRENCY
Select the Creditor’s Currency. The currency selected here will be the currency in which the amounts
are stored in the particular Creditor’s account. The amount posted to Debtors Control will be
multiplied by the conversion rate. In other words, the Creditor’s account will show the amounts in the
Creditor’s local currency but the system will post the values in currency of the company itself.
NOTE: Once a transaction has been posted to the Creditor, the currency field cannot be changed.
GROUP ACCOUNT

This is will link the Creditors account to another Creditor on the system. This is for a “Head-Office and
Branch” type scenario, where the Branch makes the purchase, however the Head-Office is invoiced.

All invoices and payments will be posted to the Creditors account that is selected here. A Creditor
account that has a Group Account selected, simply stores information, however the account balance
remains at zero as the amounts are posted to the Group Account (Head Office). Any other Branches
must be linked to the same Group Account.

In other words, this will transfer the whole balance of the individual Creditors account, over to the
account selected as the Group Account in the Creditor Maintenance.

This will not affect the General Ledger, however the individual Creditor balance will now be zero, while
the selected Group Account’s balance will have been increased with the relevant amount.

NOTE: The individual Creditor's terms and credit limits will still apply, not the Group Account’s. If this
link is created BEFORE transactions are posted to the individual Creditor, then the above steps are
complete.

TERMS

The payment terms for the account are specified here. This would be for example CASH (C.0.D), 30
days, 60 days, 90 days etc. Note that accounts selected as C.0.D, will be treated as a CASH account
during Goods Receiving. Alternatively if the Creditor’s account number starts with "CASH” then the
system will automatically treat it as a cash account regardless of the terms that are set.

CREDIT LIMIT

This controls the maximum amount of credit allowed by this Creditor. This limit can only be exceeded
during processing if the user has sufficient rights, or by entering a supervisor override password. Note
that for foreign currency Creditors, the limit is entered in the currency of the Creditor and not local
currency.
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SETTLEMENT DISC %

This is a reference to the discount given by the supplier if the outstanding balance is settled within the
specified terms, terms are specified as C.0.D, 30 days, 60 days, 90 days etc. This amount will not be
discounted automatically, but will have to be manually processed to each account. The settlement
discount % may be added onto the advice note in order to see what discount may be obtained if the
account is paid in full.

SPECIAL PRICE LIST

Select the price list to be applied to the Creditor. To set up the various Own Price Lists go to Stock >
Utilities > Foreign Currency Pricelists.

NOTE: This option will only be available if “Own Pricelist” is selected as the Creditor’s Sell Price.
GRV DEFAULT LAYOUT

Select the GRV Layout to be used for the relevant Creditor. There are 6 different layouts in IQ. Each
layout has its own design. In this way different Creditors can be given different GRV's, depending on
what information needs to be displayed and printed.

PAYMENT METHOD

Select the payment method as Not Selected, EFT (Electronic Fund Transfer) or Cheque. This is simply
a reference field.

SHOW HINTS
Select Show Hints to show hints on the various fields.
NOTE: These fields may be used to store other information other than what is actually asked for.
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MULTIPLE DELIVERY ADDRESSES

Each Creditor can have multiple delivery addresses stored. While doing GRV'’s or Purchase Orders, any
one of these delivery addresses may be selected by selecting the drop-down arrow next to the
address and selecting the “Select Additional” option. A list of the different delivery addresses will be
displayed.

iQ) Creditor Maintenance Demo - Head Office Version 6.0.2.1 -]

.
IQEntCrpriSC

Account Details  Multiple Contacts/Delivery Addresses lordgring JB2E ]

|auTo |accounT |oerancH |NamE |conmact  |aporessi |apomessz  |appresss  [aoprEsse [numeER |cELLPHONE |Fax |E -
j 2 XYZ001 001 XYZ John 45 Daisy Avenu Stellenbosch | 7600 6554654654 8797987 5465465  john@xyz.co.
»

T e R T N

-~ ﬂ_ -~
-

Add Edit Delete

AUTO

The auto field is a number automatically assigned to every new multiple delivery address created.
This number will automatically increment every time.

ENTER COMPANY NAME
The account field displays the main creditors account number.
ENTERTHE BRANCH NUMBER

The “dbranch” field displays the branch codes of the other branches that belongs to the relevant
creditor.

CONTACT NAME
Enter the name of the person that maybe contacted in the case of queries relating to this account.
ADDRESS 1, 2, 3AND 4

Use the four input fields for the delivery address, where the fourth field being used for the postal
code. These address fields will appear on GRV's as entered here, but may be altered at the time of
processing the goods receive voucher.

CONTACT NUMBER

Enter the relevant contact person’s telephone number for the particular branch. Otherwise, leave
blank.

NOTE: These fields may be used to store information other than what is actually asked for.
CELLPHONE

Enter the relevant contact person’s cell phone number for the particular branch. Otherwise, leave
blank.

FAX

Enter the relevant contact person’s fax number for the particular branch. Otherwise, leave blank.
EMAIL

Enter relevant contact person’s email address for the particular branch. Otherwise, leave blank.
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ESC CANCEL
The esc cancel option allows one to discard any changes made.
F10 ACCEPT
The F10 Accept option allows one to save any changes made.
ADD
Select ADD to make changes to an existing delivery address.
EDIT
Select EDIT to make changes to an existing delivery address.
DELETE

Select DELETE to delete a delivery address.

AMENDING CREDITOR DETAILS

To edit a creditor the following procedures should be followed; select Maintenance option from the
creditors menu. Select the appropriate client from the list being displayed, followed by the edit button being
selected.

Most of the customers details may be altered but certain fields cannot be accessed or changed.
CHANGING ACCOUNT NUMBERS
A customer account number CANNOT be changed.

DELETING A CREDITOR

Creditor accounts cannot be deleted once transactions have been processed on the account. The delete
option only allows to delete the creditor if it was captured incorrectly.

When deleting the account the system will ask for confirmation before deleting the account. If you are sure
that the creditor must be removed select the YES option.

NOTE: The postings (invoice, payments, journal credits) that have been posted to the various ledger
accounts and stock items will not be removed from the system or affect any balances whatsoever.
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TRANSACTION PROCESSING
WHAT HAPPENS TO A TRANSACTION?

Transactions processed under the single journal option are real-time i.e. instantly updated, and not in batch
form. However, on each occasion that you perform postings a separate transaction audit trail is created for
each ‘batch’ of postings entered, i.e. all postings processed while in the single journal option will be grouped
under one audit trail number. While the transactions are updated after each entry a single audit trail number
will be allocated for all postings done during a single 'sitting'.

Any transaction done under transactions will always automatically be posted to the general ledger that the
creditors system integrates to. The ledger accounts that will be involved will always be the Creditors Control
account and the contra account will be that of the transaction type being used at the time of the posting.

iQ Creditors Transaction Types Dema - Head Office Version 6.0.2.1 [
-Q Ledger contra accounts that will be used.
I Enterprise
Transaction Types
Code Description Default Dr/fCr Ledger Account Month Count Month Amount |Print Document | =
CN Credit Note. CN D 1350.000.000.00 0 0,00 |False.
DS Discount DS D 2520.000.000.00 il 250.00 False
IN Invoice IN C 1350.000.000.00 0 0,00 False
m Interest Charge m C 1405.000.000.00 0 0.00 False
ic Journal Credit ic C 4001.000.000.00 8 112 996,00 False
] Journal Debit ] D 4001.000.000.00 a 0.00 False -
PM Payment PM D 3950.000.000.00 2 & 700,00 False 1
RF Refund RF c 3700.000.000.00 a 0.00 False
h: hoi = (+] 4 (7] ] j
Graph Edit Graph Search Add Edit Delets Design Preview

Should the posting type be a debit (e.g. ID, PM, DS, etc.) the Creditors control will be debited and the
contra ledger account linked to the posting type will be credited and vice versa.
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POSTING TO ACCOUNTS

The system will treat a credit transaction (e.g. invoice, journal credit, interest, etc.) the same way for all

accounts. A debit transaction for an account will have the option to allocate the debit to a list of available
credit entries or transactions.

The following is a screen example of what will be displayed when processing a debit transaction entry for an

creditor. Please note that this screen will only appear after selecting the NO button when asked to “Allocate
to Oldest Balances”.

iQ Allocations Version 6.0.2.1

S
Account Particulars St 0.00
Account Number xYZ001 Comments 30 Days 5000.00
Name XYZ Wholesalers 60 Days 0.00
IQ 90 Days 1050.00
. Currency ZAR
120D, 0.00
| Enterprise =re
T N B T 150 Days 0.00
180 Days 0.00
Unallocated -2000.00
Total 4050.00
Invoices and Other Credits Payments and Other Debits
‘Dale ‘F\slelence Amount Outstanding Sub Acc | - | |Dale |Heferencs Amount Available Sub Acc -
¥|01/09/2012 CBOO7 6 500.00 1050.00 20/12/2012 | NL: 3-1 5 200.00 0.00
01/11/2012 OBOOS 5000.00 5000.00 20/12f2012 | INL: 3-1 250.00 0.00
¥|20/12/2012 PMDO2 1500.00 1 500.00

20/12f2012 PMO0Z 500.00 500.00

m

The Payments and Other Debits is where all the
different account type transactions are located.
These would be transactions that need be

allocated to the correct outstanding transactions
hit Actons Seatch Actons ‘ on the Invoices and Other Credits side.
| Reverse Papment | | Search Credits |
| ToggleStas |W| | Removs LRI Ermes | | Tocate U to Gelected |
Show Matched Payments | Visible Fields | |

Recall an Entry | ‘ Reverze Selected Credit | | Show Paid ltems |

POSTINGS THAT INVOLVE STOCK ITEMS

Goods received / return to supplier documents being printed on pre-printed stationery or transaction where
stock items are involved, must be processed from within the Stock module and not in creditors.

ADDING OR AMENDING ACCOUNTS WHILE POSTING TRANSACTIONS
By using the account Amendment button you will be able to add, edit & delete an account without leaving
the single journal program.

TRANSACTION DATES

The transaction date entered for the ledger period dictates the month number into which the creditor
transactions will be allocated in the ledger. The dates of the individual postings will have an effect on
the ledger.

CORRECTING TYPING ERRORS

To correct an error while entering a transaction, click the left mouse button on the appropriate field or

use the Shift & Tab keys to go back one field at a time. No information may be altered after the
transaction has been accepted.

NOTE: If the incorrect information is entered, including the amount, it can be corrected by reversing

the incorrect transaction. This can be done by posting the opposite transaction of what was originally
posted incorrectly.
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POSTING A TRANSACTION

Select the Single Journal option from the Creditors menu.

SELECTING THE CREDITOR

To locate the appropriate creditor one can either type in the account number or the company name,
or use the vertical scroll bar. If the creditor account number is not known toggle the sequence option
to that of the Name, to search by the company’s name. The search will immediately advance
character for character as the name or account is being typed in.

NOTE: To work out which sequence the creditors are shown, look at the first column on left. If the
first column reflects the account number, the creditors are then listed in account number sequence.
However, if the name is the first column, the order of the accounts are then listed according to the
creditors name.

If the client is new, select the Account Maintenance button to add, alter or delete accounts directly
without having to terminate transaction processing. When the supplier has been found select the
Accept option or double click on the highlighted supplier using the left mouse button.

{Q Creditors Journal Postings Demo - Head Office Version 6.0.2.1 ||

.
IQF,nrcrprisc

Journal Details Last Journal Details

Account Mumber ¥YZ001 - Account Mumber

Name: ¥YZ Wholesalers

Address PO Box 58585

Journal Number 1
Journal Date 30/12/1899

Amount 0.00
Stellenbosch GL Audit Trail

7600

Balance Details

Journal Date 10/11.2012 =] Current 0.00
Transaction Type i - 30 Days 0.00
60 Days 0.00
90 Days 0.00
120 Days 0.00

150 Days 0.00
Ledger Notes Opening Balance 180 Days 0.00

Ledger Allocation 4001.000.000.00 -
Reference OB001
Order Number

Total 0.00

Date Last Payment 30/12{1899
ZAR Amount 1500 Amount Last Payment 0.00
Vat Rate 0

1574

Design Report

i

Design Transaction Report

w
NEod
Allocate

°

Show Hint

%

View Details

-~
Account Edit

L2

Process

¥
Memo

ACCOUNT EDIT

The account edit option allows one to edit the creditors account that is currently selected in the
Account Number field at the top of the Journal Details.

VIEW DETAILS

The view details option allows one to view the enquiries screen of the creditor that is currently
selected in the Account Number field at the top of the Journal Details.

ENTERING THE TRANSACTION

The supplier’s last couple of transactions will appear on the posting screen. This is for information
purposes only and cannot be accessed or altered.

DATE

Creditors

Enter the transaction date in the format DD/MM/YYYY. This date determines the aging month or
the general ledger month into which the transaction is posted. For aging purposes all transactions
will be posted to the correct transaction age if the dates were selected accordingly. However, any
debit (e.g. payment, discount, journal debit, etc.) when processing can affect the outstanding
balance of the account, depending on the age of the transaction it was allocated to. The

transaction date also has an effect on the ledger integration.
REFERENCE NUMBER

Enter the reference number for this transaction (e.g. a cheque number, invoice number, etc.). The
reference field may NOT be blank. The reference field is an automatic incrementing entry field. If
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the previous line had a reference of 1234 entered, then the next line (for the same supplier only)
will automatically have a reference of 1235.
Q) Creditors Journal Postings Dema - Head Office Version 6.0.2.1 A x

-
IQF‘,nrcrprisc

Journal Details Last Journal Details

Account Number ¥YZ001 - Account Mumber

Name: XYZ Wholesalers

Address PO Box 58585
Stellenbosch
7600

Journal Number 1

Journal Date 30/12/189%
Amount 0.00

GL Audit Trail

Balance Details

Journal Date 10/11.2012 =] Current 0.00
Transaction Type i - 30 Days 0.00
60 Days 0.00
S0 Days 0.00
120 Days 0.00

Ledger Allocation 4001.000.000.00 -
Reference OB001
Order Number 150 Days 0.00
Ledger Motes Opening Balance 180 Days 0.00

Total 0.00

Date Last Payment 30/12/1899
ZAR Amount 1500 Amount Last Payment 0.00
VatRate 0

Note that the Balance B/F entries have no VAT and the VAT Rate is 0, and the Ledger account is
set to that of the creditors clearing account, and the date of each brought forward transaction
entry is dated the 1% of the month and the month is according to the age of the balance being
entered. The oldest balance is entered first and the 30 days balance is entered last.

ORDER NUMBER

Enter the order number (alphanumeric) associated with this transaction, otherwise leave blank or
enter further information that may be relevant or informative to the transaction being entered.

CODE

In order for the transaction to be completed one must select the appropriate posting type (IN, JC,
JD, PM, etc.) code from the list provided. These codes can be amended, deleted and new ones
added under Posting Types on the debtors menu. On accepting the code, the ledger account which
this code defaults to, will be displayed in the ledger allocation field.

AMOUNT (VAT INCLUSIVE)

Enter the total transaction amount, including VAT. This amount will be posted to the creditor
account as well as the creditors control account in the ledger. The contra ledger account will be
updated with the full amount less any VAT.

NOTE: Negative values are not permitted and are not a means to correct previous transaction
entries. The appropriate transaction code must be used for this, e.g. if a IN code was previously
used, a CN code should be used, or if a JD was used, then a JC should be used, and vice versa.

SPLIT
The split option allows one to split the amount into different ledger accounts.

EXAMPLE: A customer pays a R1000.00 rand payment by utilising the split option one is able to
split that R1000.00 into various ledger accounts like R500.00 can be posted to the bank account
(3990.000.000.00) and the other R500.00 can be posted to the Cash On Hand account
(3700.000.000.00).

VAT RATE
If the posting type selected has been setup to prompt for a VAT rate. A VAT rate may be entered
or left as is. The VAT amount will be displayed to the right of the tax rate field, depending on the

VAT rate percentage (14%, 0%, etc.), see TAX Rates setup under company details. Select the
search option for this field to search for the correct VAT rate in the VAT rate table.

NOTE: Do not enter a VAT rate of 0, unless this is for a payment. To have a transaction displayed
on the VAT report, even if the VAT amount is zero, always enter a VAT rate (1 - 6).
VAT AMOUNT

The VAT Amount is based on the selected VAT rate indicator. The value is calculated and cannot
be altered. This amount will be posted to the VAT Input account in the ledger.
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NOTE: For Creditor postings, stock invoicing and credit notes, it will be the VAT Inputaccount that
will be affected.

LEDGER ACCOUNT

If the ledger account that appears is incorrect select the search facility to choose the correct
account, otherwise leave as is to accept the default account.

NOTE: Any posting done through creditors will always go to the Creditors Control account and the
contra ledger account will be the account number linked to posting type, specified under
transaction types.

COMPLETING THE TRANSACTION

After entering passed the ledger contra account number, select the accept option to process the
entry or press Escape (ESC) to cancel and exit. On accepting, this transaction will immediately
update the Creditor and the relevant general ledger accounts.

Should you feel that the entire transaction is incorrect, press Escape (ESC), but if one of the entry
fields (reference no, order number, code, amount, etc.) is incorrect then click on the appropriate
field to rectify, or use the Shift+Tab key combination to go back to that incorrect field.

If the transaction was a Debit entry (e.g. Payment, Discount, Journal Debit, etc.) a confirmation to
allocate the debit to the oldest balance will appear next. If the Yes option is selected, the system
will attempt to automatically allocate the transaction amount to the oldest outstanding
transaction(s). If No is selected, a further screen will appear requesting the manual allocation of
the transaction amount to the available transactions or to the available outstanding balances.

iQ Creditars Journal Postings Demo - Head Office Version 6.0.2.1 |t |

L]
IQEntcrprisc

Note the Ledger account that defaults
to the Bank account. This is due to
the creditor being paid directly from
the bank.

Journal Details Last Journal Details

Account Number XYZ001 -

Name *Z Wholesalers

Address PO Box 58585
Stellenbosch
7600

20/12f2012
1500.00

0.00
4050.00
0.00
0.00

Journal Date 20/12/2012 d]
Transaction Type PM -

Ledger Allocation Tender media ledger account will be used.

90 Days

Reference PMO03
120 Days 0.00
Order Mumber 150 Days 0.00
Ledger Notes 180 Days 0.00
Total 4050.00
Date Last Payment 20/12{2012
ZAR Amount 00,00 Amount Last Payment 500.00
Vat Rate a
[—=] = b ; ?
& B (7) Xt 4 4 e
Account Edit View Details Show Hint Memo Allocate Design Report Design Transaction Report Process
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ALLOCATIONS

XYZ001 account has been referenced here as an example of what a allocation screen would look like.

iQ Allocations Version 6.0.2.1 [
Account Particulars e 0.00
Account Number XvZ001 Comments 30 Days 3550.00
Name X¥Z Wholesalers 60 Days 0.00
.Q 90 Days 0.00
. Currency ZAR.
120 Days A
] Enterprise " .00
X I T T 150 Days 0.00
180 Days 0.00
Unallocated 0.00
Total 3 550,00
Invoices and Other Credits Payments and Other Debits
|Dale |Helerence Amaount Outstanding SubAcc - ‘Dats |F\sfsrsnce ‘Amuunt Avvailable Sub Acc 4
» 01/09/2012 OBOO7 © 500.00 0.00 20/12/2012 |IML: 3-1 5 200.00 0.00
01/11/2012 OBOOS 5000.00 3 550.00 20/122012 | IML: 3-1 250.00 0.00
20/12/2012  PMOD2 1500.00 0.00
20/12f2012  PMOD2 500.00 0.00
L B|20/12/2012 PMO03 500.00 0.00
Dehit Actions Search Actions Combined Actions Credit Actions
‘ Beverse Payment ‘ | Search Credits ‘ | Bay Matched Entries | | Dlidest Balances Selected item ‘ ‘ Allocate Al to Dldest Balances ‘
Toggle Status | Search Debits \ | Remove Completed Entries | | Reverse All Payments \ \ Allacate Up to Selected \
Show Matched Papments | Visible Fields ‘ ‘ Fecall an Entry | | Reverse Selected Credit ‘ ‘ Show Paid ltems ‘

DEBIT ACTIONS

REVERSE PAYMENT
The reverse payment option allows one to reverse a payment entry that was allocated incorrectly.
TOGGLE STATUS

Sometimes, when a specific credit is under query, you can toggle the status by clicking on this
button or by right clicking on the credit. This credit will now NOT be allocated, if “payment to
oldest balances” is selected.

SHOW MATCHED PAYMENTS

This will show all the payments that were allocated to the selected Credit entry (Invoice).
SEARCH ACTIONS
SEARCH DEBITS

The Search Debits option allows one to search for debit type transactions within the allocation
screen.

SEARCH CREDITS

The Search Credits option allows one to search for credit type transactions within the allocation
screen.

COMBINED ACTIONS
PAY MATCHED ENTRIES

Select a credit on the left and a debit on the right. The debit will be allocated to the credit.
REMOVE COMPLETED ENTRIES

This function will remove all allocated entries (both debits and credits) from your allocation screen.
These are not physically removed from the system, but merely made invisible during allocations.

RECALL AN ENTRY

This option will allow one to recall a previously completed entry that was removed as explained
above.

CREDIT ACTIONS
OLDEST BALANCES SELECTED ITEM

The debit selected on the right of your screen, will be allocated in full to outstanding credit entries
from oldest balances onward, until no amount is left to allocate.
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REVERSE ALL PAYMENTS

All allocations will be reversed. Make sure that this is the correct option especially if a lot of
allocations have been done because this will reverse all payments and the allocations has to be
done from scratch.

REVERSE SELECTED CREDIT

All debits allocated to the selected credit will be reversed.

ALLOCATE ALL TO OLDEST BALANCE

Selecting this option will allocate all debits to all credits, from oldest balances forward.

ALLOCATE UP TO SELECTED

All debits up to the selected credit entry will be allocated to credit entries, starting at oldest
balances.

SHOW PAID ITEMS

This will show all invoices and credit entries that the selected payment was allocated to.

iQ Allocations Version 6.0.2.1 3]
Account Particulars T 0.00
Account Number xvzZ001 Comments 30 Days 3550.00
Name X¥Z Wholesalers 60 Days 0.00
.Q 90 Days 0.00
. Currency ZAR
120D i
I Enterprise o= 00
T N B T 150 Days 0.00
180 Days 0.00
Unallocated 0.00
Total 3 550.00
This is the value that can be allocated or part
allocated to one or more outstanding
Invoices and Other Credits
‘Dale ‘F\alelence |Amounl |Dutstanding |Sub Acc | « |Date EE |Amount ‘Available ‘Sub Aoc
P|01/09/2012 ©BOO7 6500.00 0.00 20/12/2012 | INL: 3-1 5200.00 0.00
01/11/2012 OBOOB 5000.00 3 550.00 20/12/2012 INL: 3-1 250.00 0.00
20/12/2012 PMO02 1 500,00 0.00
20/12/2012 PMO02 500.00 0.00
P|20/12/2012 |PMOO3 500,00 0.00

[

This is the Outstanding status indicator
column. It indicates whether the
transaction is paid, part-paid or fully paid. L4

Debit Actions Search Actions Combined Actions Credit Actions
| Beverse Payment | | Search Credits | ‘ Pay Matched Entrizs | ‘ Dldest Balances Selected item ‘ | Allocate &1l to Oldest Balances |
Toggle Status [ seachbebis | | RemoveCompliedEniries | | FevessdlPgments | [ AlocatsUptoSelectsd |
Show Matched Payments | Vishle Fields | ‘ Riecall an Entiy | ‘ Reverse Selected Credit ‘ | Show Paid ltems |

The allocations is where the Creditors Allocations are done. This means that specific payments are
allocated to specific invoices. This simply means that a payment is marked off against an invoice.

Allocations will affect the Creditors ageing depending on which payment amounts are allocated to
which purchase amounts. This will therefore affect the Creditors Advice Notes in that if the
allocation is not done, then the amounts in the different ageing periods (30 days, 60 days, 90 days
etc.) will not be affected by the payment until the allocations are made.

However the total and running balance will take the payment into consideration immediately once
the payment is made.

All the credits for that creditor will be displayed with original amounts, the outstanding amount,
and a colour indicator on the transaction, indicating paid, part-paid and fully paid.

If a transaction is paid up, (outstanding column value is zero). If not paid at all (i.e. the
outstanding value is equal to the amount value), the colour indicator will be yellow. If partially paid
(i.e. the due value is less than the amount value), the colour indicator will be light blue.

The full amount of the debit does not have to be allocated. The value of any debits left unallocated
will be highlighted beneath the word “180 Days”. This unallocated amount can be allocated with
next debit entry.
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NOTE: Debit Allocations are done after a payment or debit transaction is processed. Payment
allocations can be made to oldest balances or to specific invoices or credit transactions. This
feature is used to mark off which invoices are paid by the payment. If a payment is not allocated
to the intended invoices then they will reflect as unpaid and will reflect an outstanding amount. If
no credit transactions exist, the payment cannot be allocated, and will be reflected as an
unallocated debit.

HOW TO ALLOCATE
Move the highlight bar to the credit being paid. If the amount of the available debit (“to allocate”
amount) is Greater than the credit (“outstanding”) being paid, press Enter or click with the left mouse
button, and the highlighted credit will be paid up (outstanding amount will become zero) and will
reflect the transaction in a white colour.

If a credit (purchase, JC, etc.) is already paid up, you can use the same keys to un-allocate i.e. if an
entry was paid up, the entry will now be unpaid, and the amount of the credit released will become
available for reallocation.

NOTE: The enter key or the right mouse button will only work when the amount to allocate is greater
or is equal to the outstanding credit amount. If the amount to allocate is less then select, the part
allocate option.

PART ALLOCATING (PART PAYMENTS)

If insufficient credit is available or if the amount that must be allocated is to be used then partially pay
other outstanding entries. The amount of credit available will be highlighted. You may apply the full
credit as part payment or enter only that portion of the credit being applied as part payment of the
invoice.

ALLOCATING TO OLDEST BALANCES
To automatically allocate all available credits to the oldest credits, select the Oldest Balance button.
UN-ALLOCATING

To un-allocate a credit that has mistakenly been allocated to the incorrect invoice select the Un-
allocate button once the appropriate invoice has been highlighted.

OVERPAYING / OVER ALLOCATING
The system will prohibit you from allocating credits in excess of the outstanding unpaid credit balance.
RE-ALLOCATING DEBITS

To reallocate existing debits or unallocated debits after transactions have been posted and allocated,
follow the procedures as described below. This can be done at any time. You do not have to be
posting a transaction at the time, i.e. you may select Creditors Allocations just to allocate credits.

ALLOCATING / UNALLOCATING CREDITS

To allocate or re-allocated existing debits, activate the allocate button .A screen with all existing credit
transactions and any previously allocated debit values will appear. Follow the previously discussed
steps on how to re-allocate or un-allocate previously allocated or currently unallocated debits.

INFORMATION UPDATED

On the main transaction screen, the total amount due by the customer will be updated by the
transaction entered and totals outstanding and other relevant information fields adjusted, e.g. over
terms, credit limit, balance of unallocated debits etc.

NOTE: Any debits left unallocated for that Creditor will be reflected on the creditor enquiries search
screen. That Creditors balance will be reflected in a red colour.

IQ Retail (Pty) Ltd © 2013 283



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1

Creditors

iQ Creditors Allocations Version 6.0.2.1 |7 ]
Sort Order Comments Available Filters
Clear Filter
] (@ Account
IQ F nl_crp I‘iSC Balance field is RED for unallocated
) entries
() Name
Account Mame Telephane Balance |Initials|Tide  |Contact Address Curr -
| d|Fcsoo1 Fareign Currency Supplier - Dollar 9 590.00 poL ([l
STAROO1 Star Wholesalers 021 830 4564 20 100,00 L Mr Petra Po Box 1212121 ZAR
XYZ001 XYZ Whalesalers 0218881234 3 550.00 Harry PO Box 58585 ZAR
The Total column reflects the creditors Balance in a red colour. L
This means that there are unallocated amounts. Use the Creditor
Allocation option under the creditors menu in order to allocate
the unallocated amounts. This amount indicates the creditor has
an unallocated debit. This amount must be allocated before
month end.
— > — — =
1 : = & ) 4
Select Visible Fields Filter Search Calars Seguence Allocate
COLOURS

The colours option allows one to specify a specific colour for creditors ageing. One is able to specify a
colour for every ageing period. This feature is very handy when one needs to see the different types

of ageing that the creditor accounts are currently at because of the colour.

iQ Select Colours Version 6.0.2.1

X

L]
IQEI]thprisc

Colour Selection

Colour for Cunent Accounts
Colowr for 30 Day Accounts
Colowr for B0 Day Accounts
Calour for 30 Day Accounts

Colowr for 120 Day &ccounts

Colour for On Hold Accounts

Apply Selections

NOTE: Select the relevant panel such as “Colour for Current Accounts,” “Colour for 30 Day
Accounts,” “Colour for 60 Day Accounts,” etc... A colour screen appears. Select a colour and press
OK. Repeat for each of the different period panels and then press Apply Selections when done.
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PRINTING ADVICE NOTES

Creditor advice notes (also known as payment advice notes) are printed to accompany your payment to
your creditor. Although they may be printed at any time during the month and reprinted as often as required
they must be printed before the month end rollover (month end) procedure runs.

To print advice notes, select the Creditor Advice Notes option from the creditors menu. The following screen

will appear:
i{Q Payment Advice Notes Version 6.0.2.1 |t |
Advice Note Date Print What Use which Layout Available Filters
= @ Standard Clear Filter
Date 20/12/2012 2 -
o ~) Open Item =) EMail
ayou
Enterprise ey
] VTG SarTHAED Hide Zero Totals o “Layout 4
@) Select Month Only ) layout 5
) Layouts
Account Mame Telephone Balance [Initials | Title Contact Address Curr | =~
[AFcsoo1 Foreign Currency Supplier - Dollar 9 650,00 DOL
STAROOL Star Wholesalers 021 880 4564 20 100.00 L Mr Petra Po Box 1212121 ZAR
XYZ001 XYZ Wholesalers 0218381234 3 550,00 Harry PO Box 58585 ZAR
<7 - w, a1 . |
| Y = il 4 = | ® = =
Select Visible Fields Eilter Search Preview Design E-Mail Seguence E-Mail Al Print Flash Reports

ADVICE NOTES SELECTION CRITERIA & FILTERS

ADVICE NOTE DATE
Enter the date, which must be printed, on the advice note. The advice note date defaults to the
current system date.

PRINTING SEQUENCE
Toggle the print sequence to have the advice notes printed in a sequence of your choice, account
number or name sequence.

PRINT WHAT?
Set this option to Open Item if both current and previous months outstanding transactions must be
included. If only the current months transactions are required, set this option to Selected Month Only.

INCLUDE ZERO BALANCES
By using the correct filter, suppliers with zero balances can be filtered out. This enables suppliers with

balances only will be printed. Zero balance accounts are defined as accounts whose present balance is
zero irrespective of whether there are current transactions or not.

NOTE: Advice notes will never be printed with accounts with zero opening balances and no
transactions.

INCLUDE NEGATIVE BALANCES
By using the correct filter, suppliers with credit balances (less than zero) can be filtered out. Credit

balance accounts are defined as accounts whose present balance is less than zero irrespective of
whether there are current transactions or not.

ACCOUNTS OVER XXX DAYS

To select and print only accounts that are in a specific age range, an additional filter needs to be
entered. E.g. If “terms = 2" then only accounts 60 days or more will be printed. This function looks at
the customers’ terms and works strictly on the aged period.
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FILTERING EXPLAINED

Should the report type be printed for certain clients and certain conditions (e.g. accounts that are over their
limit or terms or for a certain status code or area) select the filter button to enter such criteria. If previous
filters have already been setup then use the Available Filter to access the saved filters for this report.

FILTERING EXAMPLE

For this example, advice notes are to be printed for all creditors, excluding zero and credit balance
accounts and that don't live in the CPT Area, have a Total outstanding greater than 500.00, and have
el

a Terms setting of 60 days.

1. Select the Filter button. The filter screen

will appear next. Select the “press the
button to add a new condition” option.
Locate the Area field and select it. Then
select the “does not equal” option next to
the area.

2. Now click the white area next to the

iQ 1Q Filter Version 6.0.2.1

Homal | Advanced

AMD <root:

------ Q AREA  does not equal

[ press the button to add a new condition |

“does not equal” option and enter CPT (to
extract all creditors where their area is not
set to CPT). Do not press Enter or click the

Apply button.

3. Select the “press the button to add a
new condition” option. Locate the Total
field and select it. Then select the “is
greater than” option next to

the total.

4. Now click the white area next to the “is

greater than” option and enter 500 (to
extract all creditors where their total is
greater than 500). Do not press Enter or
click the Apply Filter button.

5. Select the “press the button to add a
new condition” option. Locate the Terms

field and select it. Then select the “equals”

option next to the terms.

6. Now click the white area next to the
“equals” option and enter 3 (to extract all
creditors where their terms are set to 60
Days). The Terms field stores the allowed

credit terms that the creditor has allowed,

e.g. N/A, C.0.D, 30 Days, 60 Days, up to
180 Days.

The system does not store values as 30
days or 60 days, but rather as a numeric

values from 0 to Do not press Enter or click

the Apply button.

N/A (not applicable)
C.0.D

30 Days

60 Days

90 Days

120 Days

150 Days

180 Days

LC

CAD

7. At this point select the Apply Filter

OCoOoONOOTUTDAhWNFHO

‘@H m‘\ Hy‘
Load Save \ply Clear ESC Cancel
L \\\\
iQ 1Q Filter Version 6.0.2.1 &9 X
Nomal | Advanced
AMD <root:
[ press the button to add a new condltlonJ
B H v ’ = X
Load Save Apply \ Clear ESC Cancel
A\

iQ 1IQ Filter Version 6.0.2.1

-]

Mormal | Advanced

AND - <root

[ press the buttan to add a news condition |

L 4

Apply

i sl |

Load Save

LE?

Clear

ESC Cancel

button to have the filter applied, or continue to add additional fields with their respective values and
ranges to the existing query by repeating the above steps.

286

1Q Retail (Pty) Ltd © 2013



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1

Creditors

8. Select the Apply button to have the filter selection applied and be returned to the advice notes
screen. The advice notes screen will now reflect the result of the filter that has been applied. If not,

select the Clear Filter button and repeat the previous steps.
9. A new method of filtering allows one to have it done step by step. The other way of filtering is to
do it a manual way. In order to do a manual filter, select the “Advanced” tab next to the “Normal” tab
and proceed by entering the necessary values. Once finished the apply option may be selected.

NOTE: Utilizing the new method requires that the necessary field names in the database are known
and that the understanding of logical and relational expressions are required.

Q) Payment Advice Notes Version 6.0.2.1 |
Advice Note Date Print What Use which Layout Available Filters
e = @ Standard
Date 20/12/2012 - _ -
. () Open Item () EMail
) Layou
Enterprise §
T [ WTINE SOFTMAR Hide Zero Totals O () Layout 4
(@) Select Month Only () Layout 5
() Layoutt
Account Name Telephone Balance Initials | Title Contact Address Curr | ~
[AFcsoo1 Foreign Currency Supplier - Dollar 9 690,00 DOL
STAROD1 Star Wholesalers 021 880 4564 20 100.00 L Mr Petra Po Box 1212121 ZAR
NYZ001 XYZ Wheolesalers 021 8881234 3 550.00 Harry PO Box 58585 ZAR
= ¢+ B[R / e S — =
LB y = e = || ® == = .
Select Visible Fields Filter Search Preview Design E-Mail Seguence E-Mail All Print Flash Reparts

NOTE: Should the Apply Filter button accidentally been selected or the Enter key been pressed, at
any point during the filter setup select the Filter button again to have the filter screen displayed again.

e |

Save Filter

Enter filker name
|I:redit|:urs not in CPT, Terms = B0, Balance » 500

o]

Cancel

The previous captured information will still be available allowing you to continue where you left-off.
However, if you escaped out of the advice note screen this information would have been lost. It is
therefore important for any filters that have been setup and are required to be used repeatedly, need
to be saved after the filter has been applied or completed.

IQ Retail (Pty) Ltd © 2013 287



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1

Creditors

Now that the filter has been completed select the Save Filter button so that the filter can saved and
re-used again. Saved filters can be used again by selecting the Load Filter button. There is an

unlimited amount of filters that can be configured and saved.
To cancel a filter, select the Clear Filter button at any time.

iQ Payment Advice Notes Version 6.0.2.1 |8 ]
Advice Mote Date Print What Use which Layout Available Filters
P B @ Standard
Date 20/12/2012 - ) -
. () Open Item () EMail
) Layou
Enterprise .
THL AIHG § I Hide Zero Totals & (O Layout 4
@) SelectMonth Only () Layout 5
() Layouts
Account Mame Telephone Balance Initials| Tite Contact Address Curr | =~
[AFcsoo1 Foreign Currency Supplier - Dollar 9 690,00 DOL
STAROO1 Star Wholesalers 021 880 4564 20 100.00 L Mr Petra Po Box 1212121 ZAR
XYZ001 XYZ Wholesalers 0218881234 3 550,00 Harry PO Box 58585 ZAR
D e B = ® =8
FE ; = B == == = -
Select Visible Fields Filter Search Preview Design E-Mail Seguence E-Mail all Print Flash Reports

SEARCH
The search option allows one to search for any information on the advice note screen and one is able

to use any available field.
E-MAIL
The e-mail option allows one to send the advice notes out via e-mail to a specific creditor.
NOTE: The e-mail option only sends the advice notes of the creditor that is highlighted in the advice
note view screen and the email address must be valid.
E-MAIL ALL
The email all option allows one to send the advice notes to all creditors that have a valid email

address. This will send creditor specific advice notes to every single creditor listed in the advice note
screen as long as they have an e-mail address setup under the Creditors Maintenance option.
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CREDITOR AGE ANALYSIS

Under the age analysis option five different reports may be obtained namely, Address List, Full Listing,
Accounts & All Transactions, Short listing, and Totals Only. These reports may be printed as often as
required.

Available Reports Report Parameters Sort Order Available Filters
(@) Address List Clear Filter

. - ) Select the Report Date

IQ () Full Listing april v| [2013 v (®) Account Number

3 ") Accounts & Transactions
Enterprise | ©
A TaTA Y T (_)Short Listing

() Totals only Auto Allocate Unpaid Entries ) Name
-:_: 1 Foreign Currency Analysis w

Account Mame Telephone Balance Initials [ Title | Contact Addriess Cur ~
oD DDDD Duistrubutors 2351.00 ZAR
FCS001 Foreign Currency Supplier - Dallar 5 498,88 DOL
STAROO1 Star Wholesalers 021880 4564 39808.00 L Mr Petra Po Box 1212121 ZAR
KYZ001 XYZ Wholesalers 0213881234 145 195.79 Harry PO Box 58585 ZAR
v
L —=| & | h- e : / Y
J_ LEH L= i = _ﬂ A —
Select Visible Fields Export Advanced Sort Filter Search Graph Preview Design Print

NOTE: The Short Listing (displays all accounts with their outstanding balances, total to 180) should be
printed and filed just prior to running the month end close. The system does allow these reports to be
printed from prior months. Select the specific month and run the report.

AVAILABLE REPORT TYPES

If all that is needed is the name & address of the client, select the Name & Address List option. If all
the details (account status, terms, balances, etc.) are needed, select the Full Listing report type. If
however all that is needed is the outstanding balances, select the Short Listing or Accounts & All
Transactions if the balances and all outstanding transactions for the client is to be printed. If
outstanding balance totals are need for all the creditors, select the Totals Only report.

SORT ORDER

Use the sort order option to print the various report types in either account number or in name
sequence.
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FILTERING EXPLAINED

Should the report type be printed for certain clients and certain conditions (e.g. accounts that are over their
limit or terms or for a certain status code or area) select the filter button to enter such criteria. If previous
filters have already been setup then use the Available Filters option to access the saved filters.

FILTERING EXAMPLE

For this example a short listing with balances will be extracted for creditors that have “Pty” in the

company name.

1. Select the Filter button. The filter screen will appear next. Select the “press the button to add a
new condition” option. Locate the Name field and select it. Then select the “like” option next to the

name field.

2. Now click the white area next to the
“like” option and enter %PTY% (to extract
all creditors which have “"PTY"” somewhere
in their name). Do not press Enter or click
the Apply button.

NOTE: It's important to add the % signs on
either side of the %PTY% because the %
sign acts as a wild card. Meaning that if one
needs to find something specific within a
field then use the % signs because it is
seen as a wild card option. This means that
the query now will look for anything with
Pty in the Name field.

NOTE: Should you have accidentally
selected the Apply Filter button or pressed
Enter, at any point during the filter setup
select the Filter button again to have the
filter screen displayed again. The previous
captured information will still be available
allowing you to continue where you left-off.
However, if you escaped out of the age
analysis screen this information would have
been lost. It is therefore important for any
filters that have been setup and are
required to be used repeatedly, need to be
saved after the filter has been applied or
completed.

3. Now that filter has been completed
select the Save Filter button so that the
filter can saved and re-used again. Saved
filters can be used again by selecting the
Available Filters option on the top right
hand side of the screen. There is an
unlimited amount of filters that can be
configured and saved.

4. A new method of filtering allows one to
have it done step by step. The other way of
filtering is to do it a manual way. In order
to do a manual filter, select the “Advanced”
tab next to the “"Normal” tab and proceed
by entering the necessary values. Once
finished the apply option may be selected.
Utilizing the new method requires that the
necessary field names in the database are
known and that the understanding of logical
and relational expressions are required.

iQ 1Q Filter Version 6.0.2.1 X

Advanced

Filker | AND  <roat:

[ press the buttan to add a new condition |

AR

Save ESC Cancel

Apply \ Clear

iQ 1Q Filter Version 6.0.2.1 \\ L[

Narmal | Advanced

Filter | AMD  <roat:
[ MAME fke i

[ press the button to add a new condition |

A
Apply

ESC Cancel

Save

iQ) 1Q Filter Version 6.0.2.1 \ V|-

Advanced

Changes here will over write Normal filtering

(NAME LIKE '%%Pty )

i infis il B

Load

ESC Cancel

Save Apply Clear
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Available Reports Report Parameters Sort Order Available Filters
() Address List Clear Filter
- - Select the Report Date .
IQ () Full Listing Apri | [2013 v| (@ Account Mumber
1 Transactions
Enterpri
e ‘ rc p SC g Hide Zero Totals O
Totals only Auto Allocate Unpaid Entries
(") Foreign Currency Analysis @

Account Narme Telephane Balance |\nitials | Title |Cunlact Address |Cun | -
L ABCO01 ABC Whole Sales 0218885555 267 424.72 45 Orange Road ZAR
_|ooD DDDD Duistrubutors 2351.00 ZAR
_|FCso01 Foreign Currency Supplier - Dollar 5498.88 DOL
_|STARDO1 Star Wholesalers 021 880 4564 35 808.00 L Petra Po Box 1212121 ZAR
| |XYZooi XYZ Wholesalers 0218881234 145 195.79 Harry PO Box 58585 ZAR

v
—_— &= —_— o —_— = p— / =
IE e L i = s il =7 —
Select Visible Fields Export Advanced Sort Eilter Search Graph Preview Design Print

NOTE: The final result of the applied filter should reflect creditor accounts where they have (Pty)
somewhere in the name field. If the available list does not show the correct accounts, it would mean
that the filter criteria entered is incorrect. Select the Filter button and work through each of the

previously discussed steps.

Save Filter

|

Enter filker narme

|Ereu:|itu:urs with Pty ity the nannel

o]

Cancel |

To cancel a filter, select the Clear Filter button at any time.
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iQ Creditors Age Analysis Demo - Head Office Version 6.0.2.1 [ >
Available Reports Report Parameters Sort Order Available Filters
() Address List Clear Filter
. - Select the Report Date .
IQ () Full Listing December - 012 - @ Account Mumber
1 () Accounts & Transactions
Enterprise  ©
T TTRITIETIY ® Shert Listing Hide Zero Totals E
() Totals only Auto Allocate Unpaid Entries () Name
() Foreign Currency Analysis @
Account |Name |Telephone |Ealam:e ‘Imllals | Title |Eonlacl |Addless |Eun | -
__[STARDO1 Star Wholesalers (Pty) Ltd 021880 4564 20 100.00 L Mr Petra Po Box 1212121
ixvzoor vz Wholesalers Pty Lid 0218831734 _Em--—m
[
T O =/ (] (3] [Z][8
& ¢ —
1 E B . = i/ -
Select Visible Fields Expart Advanced Sort Filter Search Graph Preview Design Print

Creditors

Select the export option in order to export the existing on screen information into any of the following

formats (CSV, TXT, HTML, XML and XLS (Excel)).
ADVANCED SORT

The advanced sort option allows one to sort the age analysis information according to Account, Name,

30 days, 60 days, 90 days, 120 days, 150 days, 180 days, Total etc...

GRAPH

Once all the information is

| Days_60 I

Current
Days_30

s
Days_180 [

sorted, one is able to export that into any of these formats CSV, TXT, HTML, XML and XLS.
The graph option allows one to either design a graph or to preview the existing graph.
IQRetail (PTY) LTD Creditors Age Analysis 1 of 1
Balances Distribution
[ ] 0 Current
] 0 Days_30
1 140 Days_60
905.2 Days_90
Days_150 E 0 Daiz]zo
= 0 Days_150|

I 2,210 Days_180)
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AUDIT TRACKING

Every transaction processed is stored in an audit file. A separate audit trail number is created every time you
enter the Single Journals option and enter new transactions. To print listings of the creditors transaction
audit trails select the Transactions Audit option under Creditors. The following screen will appear:

Sort Order Layout Available Filters

®) Unsorted (@) Layout 1 Clear Filter

. — All outstanding GRV's
Q (7) Account Number Ulayout 2
1 (@]F it 3
I Enterprise | ocee $ErT

(Cilayout 4 Select Month

(Obate
i} {JLayout 5 March w2013 v

(") Reference

ACCOUNT [patE |cooe |REFERENCE ~~ L DEEIT| CREDIT|  AMOUNT_DUE[ A
Mxvzoot 18/03f2013 IN XYZINVT54 n a
Jxvzon 1803013 N =— To sort the information, use the Sort Order
oo e oo option in order to sort according to Account,
_|aBcoo1 19/03/2013  |IN 123 code, date or reference.
|_[ABCOO1 22/03/2013 IN 478
|_[xrzo01 27/03/2013 N XYZINV7S T TS TTT
|_|¥YZool 27/03/2013 CN RTS8 3015.55 0.00 0.00
| |xvZooli 28/03/2013 N KYZINV455 0.00 5700.00 5 700.00
v
¥ /3 = | 5] (ME & | 0 o3 i —
e = | [ EE ERC I 4 E: -
Show all Filter Search Advanced View Select Visible Fields Export G.L Audit Preview Design Document Print

WHY USE THE AUDIT REPORT

An audit report is a report, listing all transaction (discounts, goods received, return to supplier, journal
debits, payments, etc.) that have been posted that depict information like the date, reference, amount order
number, audit trail numbers, etc., for the given selection (filter) criteria. The audit report can be used in
many ways to extract purchase information, payments made, credit notes entered, with summary totals
being printed. One can even extract the purchase(s) for a certain creditor for the day, week or month.

SORT ORDER

The report may be printed in an unsorted sequence, or may be sorted in account number, code, date,
or reference number sequence. If the transaction file is a considerable size, sorting transactions into
the selected sequences may take considerably longer to generate the report. Summary totals will
always be printed, regardless of the sequence option selected here.

Should the report type be printed for certain clients and certain conditions (e.g. accounts that are over
their limit or terms or for a certain status code or area) select the filter button to enter such criteria. If
previous filters have already been setup then use the Available Filter option on the top right hand side
of the screen to access these saved filters.
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FILTERING EXAMPLE

The following filter involves the printing an audit report reflecting transactions that are fully paid-up.

1. Select the Filter button. The filter
screen will appear next. Select the
“press the button to add a new
condition” option. Locate

the Amount_Due field and select it.
Then select the “equals” option

next to the Amount_Due field.

2. Now click the white area next to
the “equals” option and enter 0 (to
extract all fully paid up transactions).
Do not press Enter or click the Apply
button.

3. Select the “press the button to add
a new condition” option. Locate the
salenumber field and select it. Then
select the “is greater than” option
next to the salenumber.

4. Now click the white area next to
the “is greater than” option and enter
0 (to extract all fully paid up
transactions and point of sale related
transactions). Do not press Enter or
click the Apply Filter button.

NOTE: Should you have accidentally
selected the Apply Filter button or
pressed Enter, at any point during the
filter setup select the Filter button
again to have the filter screen
displayed again. The previous
captured information will still be
available allowing you to continue
where you left-off.

NOTE: If you escaped out of the age
analysis screen this information would
have been lost. It is therefore
important for any filters that have
been setup and are required to be
used repeatedly, need to be saved
after the filter has been applied or
completed.

NOTE: Any processing done via the
point of sales menu (e.g. Sales,
account sales, refunds etc...) will have
a sale number attached to the
transaction. Processing done via
debtors & creditors and stock (.e.g.
transaction processing, interest
charging, invoicing, credit notes etc...)
will not have a sale number value.

iQ 1Q Filter Version 6.0.2.1

|- |

ilter | AMND <roat:

[ press the button to add a new condition |

b bl g 3
Load Save Appl; \\\ Clear

ESC Cancel

\

iQ 1Q Filter Version £.0.2.1

Y ||

Normal | Advanced

AND - <roots

------ [.] AMOUNT DUE is greater than |

[ press the button to add a new condition]

b el ) W3

Load Save

ESC Cancel

\
iQ IQ Filter Version 6.0.2.1 \\

X

Mormnal | Advanced

Changes here will over write Normal filtering

{AMOUNT_DUE 3 0)

b st el W2

Load Save Apply Clear

ESC Cancel
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5. At this point we can select the Apply Filter button to have the filter applied, or we can continue to
add additional fields with their respective values and ranges to the existing query by repeating the

above steps.

6. A new method of filtering allows one to have it done step by step. The other way of filtering is to
do it a manual way. In order to do a manual filter, select the “"Advanced” tab next to the “"Normal” tab
and proceed by entering the necessary values. Once finished the apply option may be selected.
Utilizing the new method requires that the necessary field names in the database are known and that
the understanding of logical and relational expressions are required.

jQ Creditors Audit Trails Demo - Head Office Version 6.02.1 A X

Sort Order Layout Available Filters

@ Unsorted (@ Layout 1 Clear Filter
° ) Layout 2 All outstanding GRY's
IQ () Account Number -

< N () Layout 3
T Elltcrpr1 SC s I - Layout 4 Select Month

IS @ ayout 5 December v] [2012 -

() Reference ) Layout 6
| |ACCOUNT DATE CODE REFERENCE DEBIT CREDIT|  AMOUNT_DUE| ~
L XYZ001 09/02/2011 343 0.00 1057.00 1057.00
__|XYZ001 14/09/2011 m 87 0.00 4867.80 367.80
_|FCs001 21/12/2011  IN 65 0.00 4095.88 4095.88
__|XYZ001 28/12/2011 Jul DSk 0.00 300.00 300.00
_|STAROO1 29/12f2011  |IN BOQGRV 0.00 16 553.00 11803.00
__|STAROO1 03/01/2012 Jul 44 0.00 B0.00 60.00
_|FEso01 06/01/2012 ™ DFASF 0.00 1403.00 1403.00
_|STARODL 24/01/2012  IN 4 0.00 21945.00 21545.00
__|ABCOO1 19/06/2012 ™ 534 0.00 46 341.00 25 144.88
_ |STAROD1 19/06/2012 I 564654 0.00 1000.00 1000.00
__|ABCO01 27/06/2012 Jul ABC3434 0.00 20 772.03 15 772.03
_ |STAROD1 27/06/2012  IN 1232 0.00 1000.00 1000.00
__|ABCO01 27/06/2012 Jul GRN4D 0.00 3 705.00 3705.00
__|XYZ001 27/06/2012 m ASDFA 0.00 94 310.00 94 310.00
_|DDD 16/07/2012  |IN DFS 0.00 135100 1351.00
__|ABCOO1 16/07/2012 m F5GD 0.00 17.10 17.10
__|ABCO01 17/07/2012  |IN 15457 0.00 328.14 328,14/
__|ABCO001 18/07/2012 Jul 3222 0.00 14667.17 14667.17
_|STAROO1 18/07/2012  |IN 45544 0.00 1000.00 1000.00
__|XYZ001 05/09/2012 Jul XINV12345 0.00 15 950.00 15900.00
__|ABCOO1 05/03/2012 ™ AINVTBS 0.00 21 261.00 21261.00
_|DDD 05/09/2012 IN 125 0.00 1000.00 1000.00

ABCOO1 05/03/2012 jul KIKL] 0.00 19 152.00 19 152.00) =
= I B2 &5 |3 | I
LR L MEEEE] e ) -
Show Al Search Advanced View Select Visible Fields Export G.L Audit Preview Design Document Print

NOTE: The audit screen will now reflect the result of the filter that has been applied and should
reflect two transactions. Two payments where the amount_due is zero and both transactions that
were done via the Point of Sale module. If not, select the Clear Filter button and repeat the previous

steps to setup the filter again.

NOTE: Should you have accidentally selected the Apply Filter button or pressed Enter, at any point
during the filter setup select the Filter button again to have the filter screen displayed again. The
previous captured information will still be available allowing you to continue where you left-off.
However, if you escaped out of the audit trail screen this information would have been lost. It is
therefore important for any filters that have been setup and are required to be used repeatedly, need
to be saved after the filter has been applied or completed.

Now that the filter has been completed select the Save Filter button so that the filter can saved and
re-used again. Saved filters can be used again by selecting the Load Filter button. There is an
unlimited amount of filters that can be configured and saved.

To cancel a filter, select the Clear Filter button at any time.

Save Filter

e |

Enter filker name

Al outstanding GRY'S

o]

Cancel
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iQ Creditors Audit Trails Demo - Head Office Version 6.0.2.1

LY i

Sort Order Layout Available Filters
@ Unsorted @ Layout 1 Clear Filter
° @ Layout 2 All qutstanding GRV's
IQ () Account Number -
- _ () Layout 3
A Rll{qrp rise o code e R
. @layics December '] [2012
() Reference (©) Layout &
| |ACCOUNT DATE CODE REFERENCE DEBIT CREDIT|  AMOUNT_DUE| ~
Ldxvzoo1 09/02/2011 343 0.00 1057.00 1057.00 [IH]
|_[XyZoo1 14/09/2011  |IN &7 0.00 4867.80 367.80
|_|Fcsoo1 21/12/2011 IN 05 0.00 4095.88 4095.88
|_[xyZoo1 28/12/2011 N DSF 0.00 300.00 300.00
|_[STAROD1 29/12/2011  |IN BOQGRV 0.00 16 553.00 11 803.00
|_[sTAROOL 03/01/2012 N 454 0.00 60.00 60.00
|_[Fcsoo1 06/01/2012  |IN DFASF 0.00 1403.00 1403.00
|_[STAROD1 24/01/2012 IN =4 0.00 21945.00 21945.00
|_[ABCDO1 19/06/2012  |IN 534 0.00 46 341.00 25 144.88
|_[STAROD1 19/06/2012 IN 569654 0.00 1000.00 1000.00
|_[ABCDO1 27/06/2012 N ABC3434 0.00 20 772.03 15 772.03
|_[STAROD1 27/06/2012  |IN 1232 0.00 1000.00 1000.00
|_[ABCDO1 27/06/2012 N GRN4D 0.00 3 705.00 3 705.00
|_[XYZoo1 27/06/2012  |IN ASDFA 0.00 94 310.00 94 310.00
_|poD 16/07/2012 IN DFS 0.00 1351.00 1351.00
|_[ABCODO1 16/07/2012  |IN FSGD 0.00 17.10 17.10
|_[ABCOO1 17/07/2012 IN 15457 0.00 328.14 328.14
|_[ABCODO1 18/07/2012 N 3222 0.00 14667.17 14667.17
|_|STARODL 18/07/2012  |IN 45544 0.00 1000.00 1000.00
|_[xyZoo1 05/09/2012 N XINV12345 0.00 15 960.00 15 960.00
|_[ABCODO1 05/08/2012  |IN AINV7E9 0.00 21261.00 21261.00
_|poD 05/09/2012 IN 125 0.00 1000.00 1000.00
ABCO01 05/08/2012  |IN KIKL1 0.00 19 152.00 19 152.00| ~
= = = T k- ]
O S 1 gl & 3 ¥ = -
Show Al Filter Search Advanced View Select Visible Fields Expart G.L Audit Preview Design Document Print

SHOW SELECTED MON

TH

The show selected month option allows one to view transactions for a specific month. If the show
selected month option is selected again the system will then show all transactions that were
processed through the system up to date.

ADVANCED VIEW

The advanced view allows one to sort the audit tracking information according to Date, Account,
Reference, Order Number, Branch, Amount, Currency, Debit and Credit etc... Once all the information
is sorted, one is able to export that into any of these formats CSV, TXT, HTML, XML and XLS.

GL AUDIT

The GL audit option allows one to view the general ledger audit trail of the transaction. This means
that one is able to see which general ledger accounts were affected when the transaction was posted.

DOCUMENT

The document option allows one to recall any document from the audit trail screen. This means that
GRV’s, Returned Goods and Creditor Payment documents can be recalled from the audit trail screen.
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TRANSACTION TYPES

Any posting to a creditors account, other than from the stock module, will use Transaction Types set under
this option. The more common codes (e.g. IN, CN, PM, DS, ]JC, 1D, etc.) are pre-created for you. You may
amend existing codes, add new or remove non-required codes. Up to 99 codes may be defined on the

system.
Q) Creditors Transaction Types Demo - Head Office Version 6.0.2.1 Y|

iQ

I Enterprise

Transaction Types

Code Description Default Dr/Cr Ledger Account Month Count Month Amount|Print Document | =

CM Credit Note CM D 1350.000.000.00 0 0.00 |False

DS Discount DS D 2520.000.000.00 1 250,00 False

N Invaice IN C 1350.000.000,00 ) 0.00 False

m Interest Charge m C 1405.000,000,00 0 0.00 False

c Journal Credit c C 4001.000.000.00 8 112 996.00 False

jo] Journal Debit o] D 4001,000.000.00 Q 0.00 False !

PM Payment PM D 3990.000.000.00 4 7 700.00 False b

RF Refund RF C 3700.000.000.00 0 0.00 False
h: h@ﬁ = (+] & @ A il
Graph Edit Graph Search Add Edit Delete Design Preview

On selecting this option, all the existing/default transaction types will be displayed. Select the Add button to add
a new transaction type, or the Edit button to edit the highlighted transaction type or the Delete button to delete
the highlighted transaction type

ADDING & EDITING TRANSACTION TYPES

Select the edit button to edit the highlighted posting type, or select the add button to create a new
posting type.
TRANSACTION CODE
The transaction code that is required is a two character code that is usually and abbreviation to the
description of the transaction.(e.g. IN — Invoice, CP — Cash Payment, DD — Direct Deposit, EF — EFT,
etc.).

DESCRIPTION

Enter the description associated with this transaction, e.g. Payment, rent, club fees, etc. The
description field allows for a total length of 30 characters.
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]

TRANSACTION TYPE

The relates to code option allows one to specify what type of posting type the newly created transaction
type would be. This means that if a BF — Brought Forward transaction type is created, the relates to code
option must be set to JC — Journal Credit because the creditors account must be credited. Selecting the
Credit option will Increase the Creditors balance and a Debit will Decrease the Creditors balance.

Choosing the JC transaction type means that the entry to the ledger will be as follows;

Credit Creditors control credited (automatically posted), debit the ledger account linked to this posting type
(contra account), and Debit the VAT Input account(if VAT has been indicated).

VAT TRANSACTION

Activating this option will mean that when this transaction code is used, the VAT portion of the
transaction amount will be calculated and processed to the appropriate general ledger VAT Input
account.

NOTE: The VAT portion will be calculated according to the selected VAT rate at the time of posting
the transaction. The VAT account that will be used will be the VAT Input account is defined under the
Ledger Integration menu option (see Utilities followed by the Ledger Integration option).

LEDGER ACCOUNT

Use the search facility provided to search for the correct ledger account number if it is not known.
This ledger account number will automatically be used whenever the posting type is used. This ledger
account number will always be displayed when doing a posting, so therefore may be changed when
posting the transactions.

When all amendments have been completed select the Accept option or press the ESC (escape) key to
cancel any changes made and exit.

DELETING A TRANSACTION TYPES
Select the Delete button to delete a transaction code. Transactions that have already been posted
using the highlighted code will not be affected (i.e. all entries found under creditors, stock and

ledger), but it may cause problems when trying to reconcile figures from the ledger that used the
posting type at a later stage.

PRINTING TRANSACTION TYPES

If a list of the available transaction types and their respective month to date, year to date, vat value
and the amount of times each posting type has been used, select the print option.
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END OF MONTH

At the end of each month the month-end procedure will run automatically. The end of each month is
determined by the company’s policy as to when month end occurs for creditors. The norm is usually the 25/26"
of each month. If this is the case, then the closing dates on the system need to be setup accordingly in order to
make sure that the automated month end procedure runs at the right time.

Q) Company Details [l

Company Delal\s] Company LUQU] Control Numbsrs] Default Settings [1]] Default Settings [2]1 Enterpiise Settings  Closing Dates 1 Integration Accounts | Tax F\ates] EMail I Extia Ehalges]

Closing Dates

Select day to dose books each month (31 for last) Debtors  Creditors  Ledger

January I 31
February 31 31 31
March 31 31 31
April 31 31 31
May 31 31 31
June 31 31 31
July 31 31 31
August 31 31 31
September 31 31 31
October 31 31 31
November 31 31 31
December 31 31 31

Number of months to allow backdated postings 0 0 0
Extended Days for backdated posting if month is 0 0 0 0

Financial year ends in February -
Ledger dosed up to =

Please note that the debtors, creditors and ledger month end days are set to 31 by default. This means that the
system will look at the last day of the calendar month before performing the “Month End Rollover” (Month End).
If these days are changed to any other day other then 31, the system will perform the month end rollover on
that day.

PURPOSE OF MONTH END
The sole purpose of creditors month end is to age transactions and balances. This is all that the creditor

month end does. It does not affect, alter or post any balances or transactions in any other module (i.e.
debtors, stock or ledger).

If the Month End Rollover (Month End) fails to complete, the failed month end will result in all creditor
transactions and balances reflecting a balance age of current and nothing in any of the 30, 60, 90, 120, 150
or 180 day ageing.

This date driven system dictates the age of the transaction and month ends are not required because the
system has an automated month end rollover (month end) procedure.

NOTE: Before the month end rollover takes place, ensure that data backups are made and all required
reports printed.

MONTH END

Will immediately run once the calendar day has been reached, make sure that statements and reports, have
been printed before the End of Month procedure runs.

BACKUPS

Prior to month end, a backup should be made. The backup Ensures that the data has been backed up to the
point where the very last bit of work has been done for the month. Backups are made via the Backup Data
option found under the Utilities menu. Failure to do backups can result in all the information on the system
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iQ Backup & Restore Company 004 Version 6.0.2.1 e

.
IQF‘,ntcrpris_c

Select Target Directory
C:\IQRetail [QEnterprise\004\backup
B~ IQEnterprise -
~ Ju 001

- - G-
=1
=
=

Crbatches
e CustomReports
-~ |, Drbatches
~ |, EXPORTS
- | Importfiles
= Imports
StockTakeBackups
Tills

- |, AmsDebug
Companys

) CustorReports This is the backup folder destination that will be used to store the
Sy day’s backup. Once the backup is complete the folder will consist of all
DBTemp your company’s data/information.

v &
Local Backup IQIrenTree Backup

NOTE: Should your month-end procedure be incomplete for whatever reason you would then be able to
restore from this backup that was done prior to the month-end rollover.

REPORTS TO PRINT

Ensure that month end advice notes and age analysis reports have been run before the month end
rollover. These balances cannot be printed after month-end as they were before month-end.
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]

MONTH END ROLLOVER
When the system reaches the last day of the calendar month or the day that is specified under the
closing dates option, the system will commence with the month end rollover.

The month end rollover will run as soon as a user enters any part of the menu, whether it be debtors,
creditors, stock etc...
iQ Month End Rollover - Creditors Version 6.0.2.0 (LY ||

13 is performing the Month-End Rollover procedures. Do NOT turn off your computer. Please wait for this process to complete.

100 %
25 %

Once the month end rollover has completed, the system will return to the main screen.
The following took place during the rollover:

a. All outstanding transactions aged, in other words transactions that were still outstanding from the
previous month has now moved into the next ageing period. (E.g. any transaction not fully paid up
that was in 30 days, would have moved to 60 days).

b. All debits (payments, discounts, journal credits, etc.) will be discarded, but only if there is no
unallocated credits on the account.

c. Transactions that have been partially paid will be altered in such a way so that the credit amount
reflects the outstanding amount at the time of doing month end.

NOTE: It is important to check that there are no accounts reflecting unallocated debits prior to doing
the month end. This is the cause of older transaction being reflected under the enquiries screen even
though they have been paid-up and numerous month ends have been done.

NOTE: It is very important that while the month end rollover procedure is in progress no-one must
log back into the system.

Should you be unsure as to whether the month end rollover completed successfully, a quick way to
check this is to print a “Totals Only” or “Short Listing & Balances” age analysis report. If the reports
reflect positive values in current the month end rollover has not been done or was incomplete.

Month end moves the balances up a level so current should have moved to 30 days, and the 30days
balances should have moved to 60 days, etc., etc. The 150 days balance does not move to the 180
days balance, but gets added to the existing 180 day balance.

If you are unsure then restore the backup that was made before doing the month end.
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STOCK
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CHAPTER 6

IQ Retail (Pty) Ltd © 2013

303



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1

Stock

STOCK
IMPORTANT NOTES

When using the stock module, all entries will be posted by default to the stock on hand, cost of sales, sales,
creditors control, or debtors control accounts in the general ledger. Different stock, cost of sale, and sales
accounts may be specified per stock item (see stock Departments).

Stock postings are real-time, i.e. once the invoice, credit note, GRV, etc. has been processed or accepted ALL
records are updated. For each group of postings entered, i.e. at one 'sitting’, an audit trail with totals is created,
thereby creating a batch audit control facility.

WHEN AND WHEN NOT USE STOCK INVOICING, GOODS RECEIVING, ETC.

If a tax invoice / credit note is required or if stock items are to be involved, use the Stock module for processing
invoices, credit notes, goods received vouchers, etc. If not, process the transaction through debtors or creditors

Postings.
CASCADING ITEMS

The system caters for multi relational products, i.e. When an item is purchased in bulk and then broken into
separate packs / sub items that are then sold as individual products.

EXAMPLE: Let’s say that you have a bottle store and wish to setup a bulk item (case of beers) and it's
respective broken packs, namely the 6 pack of beer and a single beer. To set these items up correctly you
would make your bulk items (the case of beer) pack size 24, and the first broken pack item, the 6 pack to

have a pack size of 6. The single item pack should be setup to have a pack size of one (1).

Stock Details lsmck Pricing ] User Defined Data ] Multiple Barcodes ] Item Suppliers ] w{ MAIN-ITEM

Item Code
Description
Item Category
Major Department
Minor Department
Barcode
General Code

Extended Description

Colour
Size

Item on Hold
Allow Discount
Maximum Discount %
Section 7 Exempt
Unit Cost

[coxe Single Can

Stock Ttem

|001 w |Coke

0001 w |Soft Drinks
COKD01

o w |Not Defined
]  |Not Defined

Il r ons
[ click for Opti
Click for Options

] Tick for Yes

Vat Rate
Store Serial Numbers
W Ordering Method
Re-order Level
Re-order Quantity

Main Supplier
e ad

1

[]Tick for Yes

Normal

ABCOO1

400,00
43.00

Report to Item
Item Conversion Rate

3=
Under Batch Control
Life Time (Days)
Scale Item
Override GRV Label Qty
ABC Classification
0.00 Recommended GP %

7.7240 Exdude from Extra Charge
Cost Allocation on GRV

Storage /BIN Location
Pack Description
PackSize

FR1
SINGLE CAN

Picture
v

1000000

Unit of Measure
Disallow Decimals
Default Line Rep

| Units

[+] Tick to Disallow
v

W

[ Tick for Yes

[]Tick for Yes
[[]override

Not Defined

[] Tick for Yes

Right dlick to manage picture

0.00

o

Show Hints

L 4

Accept
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NOTE: 6 pack item and the single item should not have the cost entered, only the selling prices. The system
will automatically update the cost price of the sub items when the bulk item is purchased. The unit cost
prices for these items is automatically calculated by taking the pack size of the broken pack item and
dividing it by the main items pack size and then multiplying it by the unit cost of the main / bulk item.

SUB-ITEM

Stock Details | Stock Pricing | User Defined Data | Multiple Barcodes | Ttem Suppliers 1 Web Details ] Assodated Items |

Item Code COK003 Vat Rate 1 “
Description Coke 6 Pack. Store Serial Numbers [ Tick for Yes
Item Category Stock Item v Ordering Method w{N/A
Major Department 001 v |Coke
Minor Department o001 w |Soft Drinks
Barcode
General Code Main Supplier v
Supplier's Code
Extended Description Reuiio ey EoR0a2 b
Item Conversion Rate 6.000000
Status
Colour o  |MNot Defined
Size ]  |Not Defined
Scale Item []Tick for Yes
Item on Hold [_]Click for Options Override GRY Label Qty [[] override 0
Allow Discount Click for Options ABC Classification | Not Defined w
Maximum Discount Yo 0,00 Recommended GP% | 0.00
Section 7 Exempt | [JTick for Yes
Unit Cost | 66.0000
| L R o
Future Cost 0.00 Picture
Storage [ BIN Location FR1 W
Pack Description
—— —— Right dick to manage picture
Unit of Measure Units w
Disallow Dedmals | [+ Tick to Disallow
Default Line Rep V]

o

Show Hints

" 4

Accept

NOTE: Please remember to make sure that the smallest item’s (single beer) does not have any information
entered in the report to item field. The six pack and case should have values in the report to item field as
well as the item conversion rate.

Stock Details ] Stock Pricing ] User Defined Data 1 Multiple Barcodes I itemsuppliel SUB-1TEM s
Item Code Vat Rate 1 v
Description | Store Serial Numbers []Tick for Yes
Item Category 5£$d< Item : Ordering Method w NJA
Major Department 001 v |Coke
Minor Department .0001 v |5oft Drinks
Barcode COKD0Z
General Code Main Supplier w
Supplier's Code
Extended Description Report to Item COKO01 b
Item Conversion Rate 24.00p000
Status
Colour o v |Not Defined
Size 0 v |Not Defined
Scale Item [ Tick for e
Item on Hold [] Click for Options Override GRY Label Qty [override 0
Allow Discount Click for Options ABC Classification Not Defined =
Maximum Discount % 0.00 Recommended GP% 0.00
Section 7 Exempt []Tick for Yes
Unit Cost 144.0000
ot Alocatom an GRY | 1Tk o Yes
Future Cost 0.00 Picture
Storage /BINLocation  |FR1 v
Pagk Descripion
Pack Size 24.000000 Right dick to manage picture
urft of Measure | Units W
Disk —
Default Line Rep w

Show Hints

Accept
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SERIAL NUMBER TRACKING

If stock serial number tracking is needed the system provides serial number processing (e.g. during
invoicing, GRV’s, credit notes, sales orders, purchase orders, etc.), serial number reporting and viewing (e.g.
who supplied the item, who bought the item, when, invoice and GRV number, etc.), serial number editing
(incorrect serial numbers or no serial number entered) and serial number deletion. Serial numbers are stored
on the system until cleared i.e. they are not removed when the items are invoiced out.

NON-STOCK ITEMS (BUYOUTS / SERVICE ITEMS)

The system caters for both normal stock items and buyouts (i.e. non-stock items). Non-stock items are
usually items that are not kept as a regular stock on hand item. To create a non-stock item a code, the
correct stock category needs to be selected in stock Item Maintenance. The description of this item may be
left blank as can the cost and selling price, as these fields usually vary from item to item are usually entered

when doing the invoice.

NOTE: The unit cost must be left blank.

Stock Details ] Stock Pricing ] User Defined Data I Multiple Barcodes ] Ttem Suppliers ] Web Details ] Associated Ttems

Item Code DEL001 S VatRate 1 ¥
Description |Delivery Fee (Mon-Stock Item)| Store Serial Numbers [ Tick for Yes
Item Category Nnnstmj(ltem - v Ordering Method v NfA
Major Department 005 w | Service
Minor Department 0005 w |Non Stock
Barcode DELOO1
General Code Main Supplier w
Supplier's Code
Extended Description Beport i1 b
Item Conversion Rate
Status
Colour o w |Not Defined
Size 0 w |Not Defined
Scale [tem [] Tick for Yes
Item on Hold [[] click for Options Override GRV Label Qty ["] override 0
Allow Discount [] Click for Options ABC Classification Not Defined w
Maximum Discount % 0.00 Recommended GP% 0.00
Section 7 Exempt [C]Tick for Yes
Use Fixed Cost [] Tick for Yes E*g;ieﬂ‘:{;gg;:gncgs;ge [Ty
Costas % of sellprice 0.0000
Future Cost | 0.00 Picture
Storage f BIM Location w
Pack Description
P R Right dlick to manage picture
Unit of Measure | Urits w
Disallow Decmals [+#] Tick to Disallow
Default Line Rep W

L7 v

Show Hints Accept

You may create as many non-stock items as required but usually one is sufficient.
ENTERING OPENING STOCK ON HAND VALUES

Opening stock quantities are NOT entered when creating the stock items. To enter the opening quantities do
so via the Stock Adjustments option, found under the Stock menu, sub-option Utilities.

NEGATIVE STOCK

Unless prevented in terms of the setup of your Set Stock Defaults, negative stock is allowed. By allowing
negative stock the system will function, post and calculate values correctly.

WHAT HAPPENS TO STOCK THAT GOES INTO NEGATIVE?

If you invoice ten (10) items, but have only five (5) items on hand, the system will calculate the value for
the first five using the FIFO basis and the second five using the Latest unit cost. The system will correct
itself in the general ledger once the new goods are received.

If you invoice out an item that has not yet been GRV'd in, there is a possibility that there will be a new cost
when you receive the item. The stock on hand as well as cost of sales value in the general ledger will be
incorrect. To overcome this problem the system calculates the difference between the cost which was used
for this item during invoicing and the new cost that is being GRV'd in. This difference is then automatically
adjusted to the cost of sales account when the goods are eventually GRV'd in.
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LONG DESCRIPTION

Use the long description option when the stock item code is asked for in the body of the invoice. This
descriptive memo will be printed below each item code line entry on the invoice. If this descriptive memo
needs to printed at the bottom of the invoice for an overall message, make sure the long description is only
entered after the last stock item is entered.

The long Description option will add the typed information on the [nvoice below all the stock items.

This is an example of the “Long Description” entry. This option is
can be invoked using the F7 Long Desc button.

NOTE: When there is a requirement to add a comment that
pertains to the invoice and not to an item, select the F7 Long
Desc. option when the last item on the invoice is highlighted.

PRODUCT COST LEVELS (FIFO)

Each time stock is received from a supplier the GRV details are stored, including the suppliers creditor
account number. The latest 5 GRV deliveries are stored for each stock item. Most reports with “supplier” as
a selection criteria, will interrogate this GRV history in order to provide the required information.

The system utilizes the FIFO (first in - first out) costing method. The system stores the cost values of the
latest 5 GRV’s and will apply the costs to the cost of sales accordingly, i.e. from oldest (level 1) to most
recent (level 5). Where your stock on hand is more than the total received on the last five GRV,s the system
will calculated the balance on the true Weighted Average method. This means that values transferred from
stock to cost of sales when goods are sold are very accurate.
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NOTES ON COST OF SALES
What happens to cost of sales when posting via stock?

When goods are sold i.e. via Invoicing, the cost price of the goods sold will automatically be
transferred from your general ledger stock account to your cost of sales account. This applies in
reverse to goods received back from customers when a credit note is issued.

NOTE: Neither the general ledger stock account or cost of sales account will be affected if the item is
old at a zero cost.

]
IQ Enterprise

When the item is sold it will start at levell and use the unit cost to
sell the item, but only if there is sufficient quantity, i.e. greater
than zero. Once that level is used up, it will then look at the next
levels unit cost.

Item Details
Item Code: cokoof

Description: Coke Single Can

J Supplier Frice (Excl) | Cust| Ouantity]
1 [ABCO01 000 000 0.00
2 [¥y20m 6.00 6.00 415.00
3 [ABCOO 558 558 1.00
4 (ABCO0 5.50 5.50 1.00
5 [ABCO0T 5.99 5.99 1.00

ABCO01 550| AVERAGE 6.00 418.00

Press escape to cloze.

EXAMPLE: If all 5 cost levels are full and another GRV (purchase) is entered the new GRV cost goes
to level 5 and the old level 5 cost goes to level 4, but when level2 moves up to levell, levell does not
fall away, but the two together become an average cost and their quantities added together.

NOTE: The 5th level is the latest or last purchase, transfer in or adjustment made to the cost levels.
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ADDING STOCK ITEMS

NOTE: Before entering stock items see that the Stock Defaults are correctly specified. These are
found under main menu option Utilities, sub-option Company Details, Default Settings (1) and Default

Settings (2).

To activate the stock menu use your arrow left/right keys. Select Item Maintenance from the Stock

menu to add, edit and delete stock items.

NOTE: The opening stock quantities for any stock item are entered via the Stock Adjustments option,

and not under Maintenance.

Locate the appropriate stock item to be edit by either typing in the item code or by typing the

description of the item should you have changed the sequence to description, or use the mouse

together with vertical scroll bars. Should you need to add a new item select the “Add” button.

Processing Debtors Creditors Stock

IQF‘,ntCrpriSC

Sort Order
(®)Code

code

) Description
) Department

Available Filters

Stock Image will be displayed here

Clear Fiter
BOQ Items
MLt Bin Items
Stock items

Tshirts |

) supplier Code
) General Code
(O)Bin Location
(2 Main Supplier
Code Description
[4[rsmes0101 Golf T-Shirt - Black - Small
_|TsMGs0102 Golf T-Shirt - Black - Medium
| TsMEs0103 Golf T-Shirt - Black - L
_|TsMas0104 Golf T-Shirt - Black - XL
_|TsMGs0201 Golf T-Shirt - Brown - Small
_|TsmMas0z02 Golf T-Shirt - Brown - M
| TsMEs0203 Golf T-Shirt - Brown - L
_|TSMGS0204 Golf T-Shirt - Brown - XL
_|TsMGs0301 Golf T-Shirt - Red - §
_|TsMas0302 Golf T-Shirt - Red -M
| TsMaEs0303 Golf T-Shirt - Red -L
_|TsMGs0304 Golf T-Shirt - Red XL
_|TsmMGs0401 Golf T-Shirt - Blue - §
_|TsMas0402 Golf T-hirt - Blue - M
_|TSMG50403 Golf T-Shirt - Blue - L
_|TsMGs0404 Golf T-hirt - Blue XL
_|TsMas0s01 Golf T-hirt - Green -5
_|TsMas0s502 Golf T-Shirt - Green - M
_|TsMGs0503 Golf T-Shirt - Green -L
_|TsMGs0504 Golf T-Shirt - Green - XL
| TsMaEsos01 Golf T-Shirt - White - 5
_|TsMas0s02 Golf T-Shirt - White - M
_|TsMGs0603 Golf T-Shirt - White - L
_|TsMGs0s04 Golf T-Shirt - White - XL
| TsMaso701 Golf T-Shirt - Grey -5
TSMGS0702 Golf T-Shirt - Grey - M
Record Count: 32
— &
Select Visible Fields Copy Export

COPY

il

o
LS

Onhand
83.00
137.00
347.00
74.00
84.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
283.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

&

Delete

Retail Price |Supplier
70.65/TT12
64.05 TT45
53.90 TT96
50.05 TY53
6170
74.15
62,25

141.40
95,10
1704.30
142,00
56.65
142,00
60.65
56.65
105.20
56.65
55.45
58.75

The copy option allows one to create a new stock code by copying an existing one. The duplicate
stock item will require a unique Stock Code. Enter the new stock code and select ok. The rest of the
stock item’s detail will be identical. This is a quick way of entering many stock items where only the

Code and Description differ.
GRIDMODE EDIT

Select Gridmode Edit to make multiple changes to stock item details. This displays all the stock items
in a grid format, so that changes can easily be made. Almost all fields are changeable except the stock

item code.
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CAPTURING STOCK DETAILS

ITEM CODE

The stock item code entered will be a maximum of 15 characters. The item code field may contain
alphanumeric characters.

DESCRIPTION

Enter the stock item description. Maximum length is 50 alphanumeric characters.

Stock Details ] Stock Pricing I User Defined Data 1 Multiple Barcodes I Ttem Suppliers ] Web Details ] Associated Ttems ]

Item Code COKD at Rate 1 W
Description Koke Single Can] Store Serial Numbers [ ] Tick for Yes
Item Category smck Ite|;n o v Ordering Method Mormal w NfA
Major Department 001 v |Coke Re-order Level 400.00
Minor Department 0001 v |Soft Drinks Re-order Quantity 48.00
Barcode COKOO01
General Code Main Supplier ABCO01 w
Supplier's Code c1
Extended Description Report hy Tten b4
Item Conversion Rate
| Status
Colour 0  |Not Defined Under Batch Contral [ ] Tick for Yes
Size 0 w |Not Defined Life Time {Days) 0
Scale Item [ Tick for Yes
Item on Hold [ Click for Options Override GRY Label Gty [ override 0
Allow Discount [¥] Click for Options ABC Classification Mot Defined w
Maximum Discount % 0.00 Recommended GP% 0.00
Section 7 Exempt [C]Tick for Yes
Unit Cost 5.9978
 Cont oo n iy [Tk o Yes
Future Cost 0.00 Picture
Storage [ BIM Location FR1 w
Pack Description SINGLE CAN
Pack Size 1000000 Right dlick to manage picture
Unit of Measure |Units 2
Digallow Decmals ] Tick to Disallow
Default Line Rep v
s

o

Show Hints

ITEM CATEGORY

o

Accept

The item category allows one to select between a Stock Item and a Non-Stock Item. The Stock item
category tells the system what type of stock item it is. In other words if the stock item category is
selected, this would mean that these are physical stock items. If the non stock item category was
selected, this would mean non physical stock items like Service Charges, Labour per hour,
Consultation Fees etc...).

MAJOR DEPARTMENT

Select the department code by pressing the ALT and down arrow key, and select the department for
which the item must be linked to. The Sales account, Cost of sales account, and Stock account which
will be affected during processing (e.g. Invoicing, goods received, stock adjustments, etc.) are taken
from the selected department (see Department heading later).

If a new department is needed, or if the description, ledger accounts for the department needs to be
altered select the Department option located under the Stock, Utilities menu.

NOTE: These departments are the essence of the integration to the general ledger, therefore they
must be checked that they are being linked / integrated to the correct Sales, Cost Of Sales, Stock on
Hand ledger accounts. (see the Departments heading later).

HINT: Utilize the stock items to link items to the correct VAT rate structure (e.g. Normal VAT, Zero

Rated or Exempt from VAT).

MINOR DEPARTMENT

Use the group code to categorize product items into sub categories, e.g. Let say you have an item,
Cadbury’s 200 gr Chocolate. This item would be linked to the chocolate department and have a group
code CADB. This group code will allow various sales reports to group all Cadbury’s chocolates products
together for that department.
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BARCODE
The barcode field is used to enter the stock items barcode. This may be entered using a scanner or
keyboard.

GENERAL CODE
Enter an optional general code. This can be used as secondary stock item code or barcode for use
when integrating stock files.

EXTENDED DESCRIPTION

Any additional information and an extended description may be entered here.

NOTE: This will replace the original description when entering the stock item in Invoicing etc. To
prevent this, simply put ~ in front of the description entered here.

LINE COLOUR TYPE

Select the stock item’s line colour type from the drop-down list. This will highlight the selected stock
item, with the selected colour, in Stock Maintenance and in Stock Enquiries. In this way items on
special, cascading items, non-stock items, serial number items etc. can be “visually” distinguished
from other stock items.

NOTE: To add/edit the Line Colours select Utilities > Default Tables Setup > Stock Item Line Colour.
ITEM ON HOLD

Select this option in order to put the stock item on hold. Select which module the processing module
for the stock item to be on hold. This will prevent ANY further sales or processing of the selected
stock item (Invoices and/or Recurring Charges, Credit Note, Goods Receiving, Returns, Purchase
Orders, Sales Orders, Quotes, Job Cards, Point of Sale, stock Transfers, Stock Transfer Requests, Bill
of Quantities, or/and Agent Transactions).

Invoices andfor Recurring Charges:

Credit Notes

Goods Receiving

Returns

Purchase Orders h
Sales Orders

Quotes

Job Cards

Paint of Sale

Stock Transfers

Stock Transfer Requests

Bill of Quantities

ooogoooooooood

Agent Transactions

Selection

ESC Cancel F10 Accept
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ALLOW DISCOUNT

Select this option in order to allow LINE discount on the selected stock items in Invoices and/or
Recurring Charges, Credit Note, Goods Receiving, Returns, Purchase Orders, Sales Orders, Quotes,
Job Cards, or/and Point of Sale.

Job Cards

Invoices andfor Recurring Charges OJ
Credit Notes [
Goods Receiving ]
Retu O
L]
Sales Orders ]
Quotes [} E

L

O

Point of Sale

Selection

ESC Cancel F10 Accept

SECTION 7 EXEMPT

Select this option in order to make the selected stock item a Vat Exempt item ONLY if the selected
Debtor is also a Section 7 Client.

EXPLANATION: Taxpayers conducting farming operations are taxed in the same way as other
taxpayers, except that they are entitled to a special deduction in respect of qualifying farming capital
expenditure, and are subject to certain ring fencing provisions in relation to the cost and closing value
of trading stock in the form of livestock.

The farming capital expenditure deduction is 100% of the qualifying expenditure actually incurred
during the year of assessment, limited in any one year to the taxable income from farming before
allowing for this deduction. Any excess capital expenditure may be carried forward for deduction from
farming taxable income in any future year.

COST AS % OF SELLPRICE (ONLY FOR NON STOCK ITEMS)

The amount entered here will be the cost as a percentage of the selling price. For example if 10% is
entered here and the item is sold at R150 then the amount that will be posted to cost of sales will be
R15.

UNIT COST

Enter the current (i.e. latest) cost price excluding VAT. No future change to cost price will be allowed,
as this field will be automatically updated as goods are received, i.e. from the goods received
vouchers (GRV's).

NOTE: Once new the item has been saved (Accept button selected) the unit cost field will be greyed
out and cannot be altered. As mentioned above, the unit cost will be updated as the item is
purchased.

FUTURE COST

The future cost entered here will be the cost that is used when using “%Markup on Cost” and
selecting “Future Cost (User Defined)” in Price Maintenance.

STORAGE LOCATION

Enter a storage location for the selected stock item. This can be used for reporting purposes and
when stock takes are done. Enter the location in the store where this item is located. The location can
be printed on reports. If not required leave blank.

HINT: The storage location can help when doing stock take or when wanting to see sales figures for
a particular area in the shop.

PACK DESCRIPTION

Enter a three character pack description e.g. box, lit (litres), If not required leave blank.
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PACK SIZE

Enter a numeric pack size for this stock item, e.g. 1 (single units) 12 (dozens). A stock item can only
have one pack size, e.g. if an item is stored in dozens, but packs are sometimes broken up. Those
separate packs must be treated as a new product and captured in item maintenance as a new
product.

EXAMPLE: Let’s say that you have a bottle store and wish to setup a bulk item (case of beers) and
it's respective broken packs, namely the 6 pack of cans and a single dumpy beer. To set these items
up correctly you would make your bulk items (the case of beers) pack size 24, and the first broken
pack item, the 6 can pack to have a pack size of 6. The single item pack should be setup to have a
pack size of one (1).

NOTE: Both 6 pack item and the single item should not have cost entered but only selling prices The
unit cost prices for these items is automatically calculated by taking the pack size of the broken pack
item and dividing it by the main items pack size and then multiplying it by the unit cost of the main /
bulk item. Please remember to make both broken pack items report to the main item. If not required
leave this field blank or disable the option under Utilities, Company Details, Default Settings (1).

UNIT OF MEASURE
(Volumetric) Select between the following units of measure: Units, Squares or Cubes.
UNITS
Will simply work with the single number that is entered in the quantity field while processing.
SQUARES

Will multiply Quantity by (Length * Width.) This can be entered by double-clicking on the quantity
field, after entering through the line, in Invoicing or in Goods Receiving.
CUBES
Will multiply Quantity by (Length * Width * Height.) This can be entered by double-clicking on the
quantity field, after entering through the line, in Invoicing or in Goods Receiving.
DISALLOW DECIMALS
Select this option in order to only use whole humbers and to not allow decimals to be entered when
processing.
DEFAUTL LINE REP
Select the Representative for the Stock Item. This will be the default Rep used when processing
Invoices and Credit Notes.
VAT RATE
Select the appropriate Vat Rate for the selected stock items from the drop-down list. To set up the
various tax rates see company details -- > Tax rates.
STORE SERIAL NUMBERS

If you wish to store serial numbers for this stock item, select the box. When posting invoices and
GRV's , the system will prompt for the serial number.

NOTE: All serial number will be printed using the comment field. Should this field not be available on
the invoice layout or goods received layout the system will not be able to printed the entered serial
numbers, but will continue to store them.

ORDERING METHOD
The ordering method allows one to specify how the ordering of stock items are handled.
NORMAL
The normal ordering option will order the specified order quantity if the on hand reaches / drops

below the order level. It will take into account Work In Progress, Purchase Orders, Sales Orders
and Laybyes.

REPLENISHMENT
The replenishment ordering option will FIRST replenish the on hand level to the specified order

level and will THEN commence with Normal Ordering. It will take into account Work In Progress,
Purchase Orders, Sales Orders and Laybyes.

CUSTOM
The custom ordering method will apply the user-definable custom ordering formula that can be

setup under the utilities menu option -- > default table setup -- > stock -- > auto reordering
formulas option.
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REORDER LEVEL

Enter the stock level at which the reorder reports and notification should be activated (i.e. when the
reorder report is printed it will only include those items where the stock item’s on hand value is equal
or less than the stated reorder level). This will only work if the normal ordering method is used. The
system will automatically display a warning message when the item is below or equal to the reorder
level, when invoicing.

NOTE: The calculation used to determine when an item has reached the reorder level is as follows;

(Reorder Level + Reorder Qty + Sales Order > 0) AND (Reorder Level >= On Hand + Purchase Order
— Sales Order - Laybyes).

REORDER QUANTITY
Enter the reorder quantity to be reordered when the stock levels reach the reorder level.
NOTE: The calculation used to determine how much of an item must be ordered is as follows;
(Order Level + Order Quantity - (On Hand + Purchase Order) — Sales Order - Laybyes).

MAXIMUM LEVEL
Specify the maximum quantity that may be ordered for the selected stock item. No quantity ordered
may be greater than this amount.

MAIN SUPPLIER
Enter the account number of your main supplier for this item as defined under the creditors section of
this manual.
NOTE: If there is more than one supplier can be specified for a stock item by using the Item
Suppliers Tab.

SUPPLIER CODE
Enter the supplier's stock item code number, if different from your stock number. The suppliers item
code would usually be required when reordering goods from the supplier.

NOTE: If there is more than one supplier for the item leave the field blank.
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REPORT ITEM

Enter the stock item to which this item must report to. Use the ALT and the down arrow key or the
mouse to search for a stock code.

NOTE: The reporting and posting of the report items will be on the basis of the pack size of the main
item divided by the pack size of the report item. All transactions / postings will be found under the
main item and NOT the broken pack / reporting item.

Select the Accept option the stock item, or press Escape (ESC) to cancel all or any changes and exit.

ITEM CONVERSION RATE
Enter the conversion ratio with which the one stock item will link to the other.

EXAMPLE: When the single item is the main item and the case item is reporting to the single item
then the conversion rate must be entered as follows, the case item being the item with the biggest
pack size of 24 the calculation for the conversion rate is the pack size of 24 divided by the single items
pack size which is 1 - (24\1 = 24) therefore the conversion rate on the sub item which is the case
item must be 24.

NOTE: ONLY ONE OF THE TWO STOCK ITEMS SHOULD HAVE A CONVERSION RATIO.

NOTE: This option is only available once cascading items is enabled. This option can be found under
the utilities menu option -- > company details -- > default settings (1).

STATUS
The status field can be used for a status which in turn can be used when printing reports or as an
additional reference or a notice field.

UNDER BATCH CONTROL
If you wish to batch numbers for this stock item, Select the box. When posting invoices and GRV's ,

the system will prompt for the batch number. In other words Under Batch Control will store batch
number for stock items but also allow the life time (in days) selection.

LIFE TIME (DAYS)
Specify the number of day for the life time of the batch. IQ will display the batch date and quantity
under the batch option in Stock Maintenance.

Sort Order Available Filters

) Clear Filter
(®) Code T-Shirts

L ]
IQF‘.nrcrprisc o

(_) Expiry Date

Accounts

Code Batch Expiry Date On Hand Description ”
b 2007 1111111 3/08/20 0|Cheese Kg
2007 2222222 24/08/2012 0 Cheese Kg
CARDD1 1451214545454545 25/01/2011 1|Carrots per Kg
CARDO1 15421 21/04/2011 0 Carrots per Kg
CARDO1 353453 08/02/2011 7 Carrots per Kg
CARDO1L 45874 17/01/2011 0 Carrots per Kg
CAROD1L EWRSWR 04fo1/2012 1 Carrots per Kg
v
)  # o R =
Eilter Add Edit Delete Variances
SCALE ITEM

Select the scale item option in order to tell the system that this specific stock item is a scale item. This
means that together with the export scale option under utilities -- > tools -- > export scale items the
system will then know that those items are variable weighted scale items and can be exported to the
scale.
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ABC CLASSIFICATION
CLASS A: TOP PRODUCTS

The pricing policy for these products dictates that market related pricing be reviewed weekly by
the retailer.

Processing Debtors Creditors Stock Ledger Utilities Support Point of Sale Windows Help Shortcuts - o X
Account Details GRY Details Totals
Account Mo XYZ001 GRV Date 28/03/2013 |
Name and Address Details Orig, Document Date|28/03/2013 ﬂ
XYZ Wholesalers fus

45 Gordon Avenue
Delivery Method Nfa

Stellenbosch Branch 001 ¥
Order Number 4787
7600
Goods Total 5000.00
Supplier Invoice No | XYZINY455
Discount Amnt 0.00
GRV Memo |sensitive Ttem| il At ot perme
GRV Dist % -
isC 0.00 Delivery Note No Total Quantity 50.00
|Code Description |Type |Unit Price Additional Cost (Exd) ‘Qtv |Di5c % |Total -
HABCDDI ABC Classification - Class A CcL 100.00 50.0000 0.00 5 000.00
w
Delivery 0.00 Auto Allocate
ABC001: Price Sensitive Item - Check Retail Price! Eiteped e
Total 5700.00
—— =
' | / T 7 Y -
Calaulator F7longDesc. |  |F& Item Details User Defined Data Flash F& Process & Display F10 Process &Print
Legend
No cost change
™ Cost differs from latest cost
'Q ‘F‘ - E The items below are listed for Selling Price Maintenance. Select an item and dick 'Adjust Item' or Double Click the item to make
=\, ,_ntC!‘prle selling price changes.
Stock Items
|Ilam Code D escription ABLC Class On Hand Mew Cost  |Average Cost [Latest Cost  [Recommended Retail| SellPrice Incl [Gross Profit 1 [Markup 1 | Main ltem -
ﬂABCﬂﬂl ABC Classification - Cla Class A - Top Pr 0.00 100.00 100.00 100.00 0.00 200.00 43.00 75.44 ABCOO1
w
Current Price Values [bazed on Stock Master) New (Updated) Price Values (based on new Cost):
Exd. VAT Ind. VAT G.P. % Markup ¥z Excl. VAT Incl. VAT G.P. % Markupa
Retail Price 175.438596 200.000000 43.0000 75.4386 175.438596 200.000000 43.0000 75.4386
‘Wholesale Price 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 1 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 2 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 3 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 4 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 5 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price / n Annnnn n AnnnAn n nnnn n nnnn A Annnnn A nnnnnn nonnnn A nnon .
Cancel Adjust Report Options Accept
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CLASS B: TOP KVI LINES PER CATEGORY

Stock

The pricing policy for these dictates that the standard GP% on sales price be determined by the

relevant regional traders, based upon average cost in store at the time of receiving new stock.

Legend

No cost change
Cost differs from latest cost

[ ]
'Q Enterprise

selling price changes.

The items below are listed for Selling Price Maintenance. Select an item and dick 'Adjust Item' or Double Click the item to make

Stock Ttems
|\tem Code Diescription ABC Class On Hand Mew Cost  |Average Cost [Latest Cost  [Recommended Retal| SellPricel Incl.|Gross Prafit 1 |Markup 1 |M &
ﬂABCOOZ ABC Classification - Cla Class B - Top KVI Lines Per Cate 0.00 50.00 50.00 50.00 0.00 100.00 43.00 7544 Al
v
Current Price Yalues [based on Stock Master) New (Updated) Price Values (based on new Cost): Ll
Exd. VAT Ind. VAT G.P. % Markup%a Excl. VAT Incl. VAT G.P. % Markupo
Retail Price 87.719298 100.000000 43,0000 75.4386 87.719293 100.000000 43,0000 75.4386
Wholesale Price 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 1 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 2 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 3 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 4 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 5 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternatiue Drice & n AnAAnn n AnAARN A AnAn n Anan n nnnnnn n Annnnn n AN n AN Y
(%) e 3 v
Cancel Adjust Report Options Accept

CLASS C: NON SENSITIVE LINES

The pricing policy for these dictates that the standard GP% on sales price be recommended by the
relevant regional traders, based upon latest cost of goods received.

Legend

No cost change
Cost differs from latest cost

[ ]
'QEnrcrprisc .

selling price changes.

The items below are listed for Selling Price Maintenance. Select an item and dick ‘Adjust Item' or Double Click the item to maks

Stock Items
|Item Code D escription ABC Class On Hand New Cost  [Awerage Cost |Latest Cost  |Recommended Retal| SellPricel Incl.| »
ﬂABCUUS ABC Classification - Class C Class C - Non Sensitive Lines 0.00 45.60 0.00 0.00 0.00 100.00
W
Current Price VWalues bazed on Stock M aster]: New (Updated) Price Values (based on new Cost):
Exd. VAT Ind. VAT G.P. % Markup ¥z Excl. VAT Incl. VAT G.P. % Markup®s
Retail Price 87.719293 100.000000 43,0000 75.4386 87.719293 100,000000 48.0160 92,3669
Wholesale Price 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 1 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 2 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 3 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 4 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Alternative Price 5 0.000000 0.000000 0.0000 0.0000 0.000000 0.000000 0.0000 0.0000
Altarnative Price / N Annnnn N ARnRAN n nnnn n nnan nnnonna n AROAnn A nnnn n nnnn iy
Cancel Adjust Report Options Accept
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PICTURE

Right click on the picture area then select the load option from the menu. Next search for the picture
and once found, select it. Once the picture is loaded it will be saved in the system by itself.

SELLING PRICES

If your pricing method is manual, one must then enter/change the selling prices manually. The pricing may
only be entered into the Inclusive field. Once the price has been entered the system automatically enters the
Exclusive, GP % and Markup % values. The Price name can be changed by right click on the Prices Type
e.g. Alternative Price 1, Selecting Enable editing, and typing in the new name for the stock item.

Stock Details  Stock Pridng ]Llser Defined Data ] Multiple Barcodes I Ttem Suppliers I Web Details ] Assodiated Items 1
Setup of Stock Selling Prices

Prices Type Exdusive Inclusive Markup % GP. %
Retail Price 87719 10.00 13.57 11.95
Wholesale Price 8.5200 9.71 10.31 9.34
Alternative Price 1 8.4000 9.58 8.75 8.05
Alternative Price 2 8.2500 9.4 720 6.71
Alternative Price 3 8. 1600 9.30 5.64 5.34
Alternative Price 4 8.1140 2.25 5.05 4.81
Alternative Price 5 8.0702 5.20 4.48 4.29
Alternative Price & 8.0263 9.15 3.81 3.77
Alternative Price 7 7.9825 8.10 3.35 3.24
Alternative Price 8 7.8947| 5.00 2.21 2.6

Show Hints Accept

MULTIPLE BARCODES

Multiple barcodes allows one to have more than one barcode for a particular stock item. To enter multiple
barcodes, use the down arrow to take the cursor to the next open box and type or scan in the barcode.

Stock Details I Stock Pridng 1 User Defined Data  Multiple Barcodes llbem Suppliers I ‘Web Details ] Associated Items 1

Multiple Barcodes

Barcode -
7889874546578

8963214785012
3654178956214
1259874512121

(7] e "4

Show Hints Disable Editing Accept
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EDITING A STOCK ITEM
From the Stock menu select the Maintenance option. From the list of stock items locate the
appropriate stock item using either the vertical scroll bars or by typing the stock code or stock
description. Once located, select the Edit button.

The stock code nhumber Cannot be changed. Otherwise proceed as described in the take-on of a new
stock item.

DELETING A STOCK ITEM

From the Stock menu select the Item Maintenance option. From the list of stock items locate the
appropriate stock item using either the vertical scroll bars or by typing the stock code or stock
description. Once located, select the Delete button.

A stock item may not be deleted if there is stock on hand, or if any transactions were entered for this
item during the current month.

Once the stock item is selected, you will be prompted to confirm the deletion of this item. If
confirmed, the item will be removed from the stock database.
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STOCK — ASSOCIATED ITEMS

The associated items modification applies to Processing Modules and is excluded from Point of Sale. IQ now
provides an additional tab within the Stock Maintenance module of a Stock Item name “Associated Items”.
The requirement for this modification arose as a result of the following problem description.

Problem Description: South African Government has approved the REDISA Integrated Industry Waste Tyre
Management Plan. This has to effect that Tyre Manufacturers and Importers will be charged R2.30 plus VAT
for every kilogram of tyres introduced into the market. This results in all companies that import or
manufacture tyres are required to subscribe to the REDISA plan and will have to declare their tyre
production. Effectively this will affect the retail price of tyres being Invoiced by such companies.

Source: www.redisa.org.za

The modification has been implemented as a generalized solution as to provide additional functionality to
various clients in other industries as well.

STOCK MAINTENANCE

iQ Stock Amendments Demo Head Office Version 6.0.2.3 V|-

Stock Details I Stock Pricing ] User Defined Data | Multiple Barcodes | Item Suppliers | Web Details Assodiated Items
Assodated Items

Enabling this feature allows you to add assodated items to this stock item. These items will be automatically added to your document when adding the main stock item.
‘fou can add your items in the Items layout below by using the Add, Edit and Delete buttons.

Enable Processing of Assodated Items In Modules

Item Details

Code Description Price Exc Price Inc Quantity Discount % Total Exc Total Inc -

5|

Delete ‘ ‘ Apply To Many

2 <

This section of Stock Maintenance allows the user to link one stock item to another (excluding linking
of an item to itself). The user will also be able to specify the Price (either Inclusive / Exclusive),
Quantity and Line Discount for the item. The associated items feature can be enabled / disabled per
stock item and for each of the various processing modules. This allows you to make use of Associated
Items during GRVs and Invoices (for example), and to disable the feature for all other modules.

ENEAr

The resultant effect of the linking of associated items is the following: When ringing up the main item
(to which other items have been linked), the linked items will automatically be added to the document
as well. In the case of the REDISA requirement, this allows the end user to set up a Non Stock Item
that links to one of the Tyre Product Items. In the event of ringing up the Tyre Item, the system will
then automatically ring up the related Levy Item. Also note that the quantity entered on the linked
item (in the Stock Association section of Stock Maintenance) will be multiplied by the quantity of the
main item that has been rung up on the document. An Example:
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Stock

Non Stock Levy Item Has been set up as follows:

Unit Price: R2.50
Quantity: 2.00

Line Discount: 0.00

iQ} Associated a Stock ltem e
Code REDISA
Description REDISA
Price Exc. 2.19
Price Inc. 2,50
Quantity 2.00
Line Discount %o 0.00
Line Total Exc. 4,39
Line Total Inc. 5.00
Selection
ESC Cancel
Ring up 4x of the Tyre Item
The system will then ring up the Associated Item as follows:
Unit Price R2.50
Quantity: 4x5 =20
Line Discount: 0.00
Processing  Debtors  Creditors  Stock  ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts - = X
Account Details Invoice Details Totals )
AccountNo  ABCOO1 Invoice Date 24/04/2013 | T
Name and Address Detsils (e
ABC Store (Pty) Ltd -
78Mai Road Delivery Method
Stellenbosch WareHouse 001 v
Order Number
7600
Rep Number 1 v
Goods Total 2050.00
Discount Amnt 0.00
Invoice Memo Vat Amount 251.75
Invoice Disc % 0.00 Delivery Note No Total Quantity 24.00
Code [Desaription comment [Rep  rypeunitPrice aty [pisc % _[Total |~
|_|TYROO1 Tyre 1P1 500.0000 4.0000 0.00 2000.0000
|_|REDISA REDISA 1P1 2.5000 20.0000 0.00 50.0000
= =] 0.0000 00000 0.0 0.0000
v
Delivery 0.00
Total 2050.00
/ & Qb ae 5] L -
Supervisor Logoff Calculator F7longDesc. | |[F8ItemDetsils| | Amendments User Defined Data Services Flash F6 Process & Display F10 Process & Print

NOTE: Currently the following exception applies: Should the user enter the main item with a quantity
of 5 and accept the item, the system will automatically add the levy item / associated item with the

correctly calculated quantities. Should the user then add various other items and decide to change the
first items quantity of 5 to 10, the levy item will remain as it is (ie. the quantities will not be changed).
This is a modification that will be considered after further investigation and release testing should it be
implemented. The Associated Items modification allows the user to add numerous associated items to

a main item. During the implementation we have also attempted to make the assignment of

associated items easier to the user by providing a Apply To Many option on the Stock Maintenance

screen.
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PRICE MAINTENANCE

Here the prices of stock items can be adjusted based on set retail prices, percentage markup on cost, gross
profit percentage or percentage mark-up on retail price. The price changes can be made to single stock
items individually or to all the stock items. A filter can also be used to select certain stock items to be

adjusted.

Sort Order Available Filters
(@) Code iC\ear Filter
_ .

OQ () Barcode
' - RI][_CYD riSC I:ﬁ ) Description
NETATINE ] I BL (_) Department

() Supplier Code
(_) Main Supplier

Data
Desoription Awig Cost|Dept | A
GS0101 Golf T-shirt - Black - Sme .65 5 27.4: 7.79¢ 45.000(008
| TSMGS0102 Golf T-5hirt - Black - Medium 64.05 56.18 7.3983 7.9894 52,029 008
| TSMGS0103 Golf T-Shirt - Black - L 53.90 47.28 26,7295 36,4805 34.662|008
| TSMGS0104 Golf T-Shirt - Black - XL 50.05 43.50 26.7329 36.4869 32.175/008
|| TSMGS0201 Golf T-Shirt - Brown - Small 61.70 54.12] 26.7413 36.5026 39.657/008
| TSMGS0202 Golf T-Shirt - Brown - M 74.15 65.04 29.5899 42.0251 45.822 008
|| TSMGS0203 Golf T-5hirt - Brown - L £62.25 54.61 29.5899 42.0250 38.455|008
| TSMGS0204 Golf T-Shirt - Brown - XL 141.40 124.04 67,7530 210, 1067 40,000 008
_ | TSMGS0301 Golf T-Shirt -Red -5 95.10 83.42 29.5898 42,0249 58.750|008
|| TSMGS0302 Golf T-Shirt -Red -M 1704.30 1495.00 96.1204 2477,5862 58.000 008
_ | TSMGS0303 Golf T-Shirt -Red - L 142.00 124.56 29.5899 42.0251 87.719 008
|| TSMGS0304 Golf T-Shirt -Red -XL 50.65 49.69 29.5899 42.0251 35.000 008
_ | TSMGS0401 Golf T-Ghirt - Blue - 5 142.00 124.56 29.5899 42.0251 87.719 008
|| TSMGS0402 Golf T-5hirt - Blue -M 60.65 53.20 29.5899 42,0251 37.482 008
| TSMGS0403 Golf T-Shirt - Blue - L 36.65 43.69 29,5899 42,0251 35,000 /008
| TSMGS50404 Golf T-Shirt - Blue -XL 105.20 92.28 39.7567 £5.9936 55.614/008
|| TSMGS0501 Golf T-Shirt - Green -5 58,65 43.69 29,5899 42,0251 35,000 /008
_ | TSMGS0502 Golf T-Shirt - Green -M 55.45 48.64 29.5899 42.0251 34.250 008
|| TSMGS0503 Golf T-Shirt - Green -L 58.75 51.54 29.5898 42.0249 36,296 |008
_ | TSMGS0504 Golf T-Shirt - Green - XL 56.65 43.59 29.5899 42.0251 35.000 008
|| TSMGS0601 Golf T-Shirt - White - 5 59.30 52.02 29.5899 42.0251 36.646 008
|| TSMGS0602 Golf T-Shirt - White -M 55.90 43.04 29,5898 42,0243 34,552 008
| TSMGS0603 Golf T-Shirt - White - L 56.65 49.69 29.5893 42.0251 35.000 /008
|| TSMGS0604 Golf T-Shirt - White - XL 58.65 43.69 29,5899 42,0251 35,000 /008
_ | TSMGS0701 Golf T-Shirt - Grey -5 41.95 36.80 29.58599 42.0252 25.926|008
| |TSMGS0702 Golf T-5hirt - Grey -M 67.15 58.90 29.5899 42.0250 41.481 008 .
Fecord Count: 32
¢ |1 A= T Q Q Q Qo Q
i i s 6L h Ll Ge Ge Ge’ G
Filter Export Search Select Visible Fields Modify Price - Single % Markup on Cost - Single % Gross Profit - Single % Price Change - Single Check Future Prices

FILTER

Use the filter option to filter for selected items or departments or other filter criteria selections.

HINT: The filter option can be used to filter only for selected stock items, departments or

department ranges.
EXPORT

Select the export option in order to export the existing on screen information into any of the following

formats (CSV, TXT, HTML, XML and XLS (Excel).
SEARCH

The search option allows one to search for any information within the price maintenance screen and

for any available field.
SELECT VISIBLE FIELDS

In order to change the list of visible fields in the screen, select the Select Visible Fields option. Select a

field in the list and enable it by adding a tick mark next to the field.
PRICE CHANGES
MODIFY PRICE (SINGLE)
To change the inclusive or exclusive price of a single item.
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MODIFY PRICE (ALL)

To change the inclusive or exclusive price of all the items.

M

odify P

Current Stock Ttem
Rauge ehoiid Right Now
Stock Code Future Date
Stock Description
Packsize
Average Cost
Latest Cost
Future Cost
Price Change
Price Type Exclusive Inclusive Enable el Actual Target o
Retail Price 3925180 4474705 [] Price Type % Markup on Cost | % Markup on Cost | Enable | Auto Calc
Wholesale Price 35,37560 40.32818 [ ] Retail Price 42,02524 42.0252 ]
Price 3 34.82290 39.69811 [ Wholesale Price 2799934 27.9939 |
Alternative Price 2 34.27010 39.06791 |:| Price 3 25.00010 26.0001 7
Alternative Price 3 33. 16460 37.80764 ] Alternative Price 2 23.99950 23.9999 7
Alternative Price 4 32.61190 3717757 [] Alternative Price 3 19,9386 19.9939 v
Alternative Price 5 32.05320 %5974 [] Alternative Price 4 18.00001 18.0000 7
Alternative Price 6 0.00000 0.00000 [] Alternative Price 5 15.00017 16.0002 v
Alternative Prica 7 n.00000 n.oooon 1 Y 1 n n Annon A nAnA T 2
Actual Target al
Price Type G.P. % G.P. % Enable
Retail Price 29.58998 29.5900
Wholesale Price 21.87436 21.8750
Price 3 20.63498 20.6350
Alternative Price 2 13.35477 19,3548
Alternative Price 3 16.66657 16,6666
Alternative Price 4 15.25425 15.2542
Alternative Price 5 13.79323 13,7932
0%
£
L ‘_&J 0
Cancel Reload Current Prices Apply to All Items
%MARKUP ON COST (SINGLE)
To change the Target Markup % on Cost of a single item.
%MARKUP ON COST (ALL)
To change the Target Markup % on Cost of all the items.
S—— Markup On Cost Price
Single Item Selected :rR:ght .
Stock Code TSMGS0804 Future Date
Stock Description Golf T-Shirt - Pink - XL Use this cost: Auto Calaulation:
Packsize 1 # Average Cost Never Auto Calc
Average Cost za {0 e e il e
Latest Cost 27.6372 EANIEE Fost (Hesr e ted) Auto Calc After GRV on Selected Cost
Future Cost i Highest of Latest Or Average Cost (C) Auto Calc on user defined Future Cost
Price Change
Price Type Exclusive Inclusive Enable el Actual Target =
Retail Price 39.25180 44.74705 Price Type % Markup on Cost | % Markup on Cost | Enable  Auto Calc
Wholesale Price 35.37560 40.32818 Retail Price 42,02520 420252 []
Price 3 34.82290 38.69811 Wholesale Price 27.99990 279998 [
Alternative Price 2 34.27010 39.06791 Price 3 26.00010 26,0001 D
Alternative Price 3 33.164960 37.80764 Alternative Price 2 23.93990 239993 [ ]
Alternative Price 4 32.61190 37.17757 Alternative Price 3 19.99990 199998 [ ]
Alternative Price 5 32.05920 36.54749 Alternative Price 4 18.,00000 180000 []
Alternative Price 6 0.00000 0.00000 Alternative Price 5 16.00020 16.0002 [ ]
Altarnative Brica 7 0.00000 0.00000 vt " e B n annon nnonn| 1 ¥
% Markup on Price Enable = Actual Target A
Markup on Retail Price 0.00000 Price Type G.P.% G.P.% Enable
Markup on Wholesale Price 0.00000 Retail Price 29.58998 29,5800
Markup on Price 3 0.00000 Wholesale Price 21.87456 21.8750
Markup on Alternative Price 2 0.00000 Price 3 20,63498 20,6350
Markup on Alternative Price 3 0.00000 Alternative Price 2 19.35477 13,3548
Markup on Alternative Price 4 0.00000 Alternative Price 3 16,66657 16,6666
Markup on Alternative Price 5 0.00000 Alternative Price 4 15.25425 15,2542
Markup on Alternative Price 6 0.00000 Alternative Price 5 13.79323 13.7932
0%
£

@

Cancel

Reload Current Prices

4

Apply to Current Item
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Stock

MODIFY SINGLE % GP

To change the Target Gross Profit % on Cost of a single item.

MODIFY ALL % GP

To change the Target Gross Profit % on Cost of all the items.

Modify Single % GP

Current Stock Ttem .
Price
Single Ttem Selected
Stock Code TSMGS0304 {_JFuture Date
Stock Description Golf T-Shirt - Pink - XL
Packsize 1
Average Cost 27.637
Latest Cost 27.6372
Future Cost o
Price Change
FTICE TYPE L2 ENaTE e =
Retail Price 39.25180 44.74705 Actual Target
‘Wholesale Price 35.37580 40.32818 Price Type % Markup on Cost | % Markup on Cost Enable | Auto Calc
Price 3 34.82290 39.69811 Retail Price 42.02524 42,0252 v
Price 4 34,27010 39,06791 Whalesale Price 27.99994 27.9999 4
Price 5 33.164960 37.80704 Price 3 26.00010 26.0001 L
Alternative Price 4 32.61190 37.17757 Price 4 23.99990 23.9999 "l
Alternative Price 5 32.05920 36.54743 Price 5 19.99986 15,9998 hd
Alternative Price 6 0.00000 0.00000 Alternative Price 4 18.00001 18.0000 v
Alternative Price 7 0.00000 0.00000 Alternative Price 5 16.00017 15.0002 v
a7 I i rm D L Walalalulsl FuWuluTalul i
% Markup on Price Enable & Actual Target a
Markup on Retail Price 0.00000 Price Type G.P. % G.P. % Enable
Markup on Wholesale Price 0.00000 Retail Price 29.58598 20,5000 [ ]
Markup on Price 3 0.00000 ‘Wholesale Price 2187496 218750 [
Markup on Price 4 0.00000 Price 3 20.63498 06350 [
Markup on Price 5 808600 Price 4 19.35477 18.3598 [
Markup on Alternative Price 4 0.00000 Price 5 16.66657 e.6686 [
Markup on Alternative Price 5 0.00000 Alternative Price 4 15.25425 152542 [
Markup on Alternative Price & 0.00000 Alternative Price 5 13.79323 13.7932 [
0%
£5h

o

Cancel

%PRICE CHANGE (SINGLE)
To change the price of a single item by entering a percentage markup on price.

@

Reload Current Prices

v

Apply to Current Item
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%PRICE CHANGE (ALL)
To change the price of all the items by entering a percentage markup on price.

Current Stock Ttem
Apply When:
Hriose etk (®Right Now
Stock Code i_JFuture Date
Stock Description
Packsize
Average Cost
Latest Cost
Future Cost
Price Change
Actual Target =
Price Type % Markup on Cost | % Markup on Cost  Enable | Auto Calc
Retail Price 42.02524 42.0252 v
Wholesale Price 27.99994 27.9999 v
Price 3 26.00010 26,0001 o
Price 4 23.99930 23.9999 o
Price 5 19.99986 19,9999 )
Alternative Price 4 18.00001 18,0000 i
Alternative Price 5 16.00017 16.0002 '
Lo £ o, M ulaulalal M Talulu i
% Markup on Price Enable i Actual Target ad
Markup on Retail Price 0.00000 [] Price Type G.P.% G.P.% Enable
Markup on Wholesale Price 0.00000 [l Retail Price 29.58998 29.5900
Markup on Price 3 0.00000 O Wholesale Price 21.87496 21.8750
Markup on Price 4 0.00000 O Price 3 20.63495 20,6350
Markup on Price 5 0.00000 [ Price 4 19.35477 19.3548
Markup on Alternative Price 4 0.00000 O Price 5§ 16.66657 16.6666
Markup on Alternative Price 5 0.00000 [ Alternative Price 4 15.25425 15,2542
Markup on Alternative Price 6 0.00000 O Alternative Price 5 13.79323 13.7932
0%
= £
W & v
Cancel Reload Current Prices Apply to All Items

NOTE: For the price changes to take effect immediately make sure the Right Now option is selected
under Apply When. For the price changes to only take effect on a future date, select Future Date
under Apply When and select the date.

NOTE: However, the price will only change after the date has elapsed and after a transaction has
occurred on the relevant stock item. Hence, this will not show up in the P.O.S. or price lookup until
afterwards. In order to force a future price change to take effect immediately, without a transaction
first occurring, select check future prices, after the selected date.
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When making changes to %Markup on Cost (Single/All), the following additional options will appear:

Current Stock Item

Apply When:
Single Item Selected @ Right Now
Stock Code TSMGES0804 Future Dat=
Stock Description Golf T-Shirt - Pink - XL Use this cost: Auto Calculation:
Prckaine & Average Cost { : I Never Auto Calc
Average Cost 27.63 Latest Cost :,: ;32 E::E z: ::;;ggoi:St
Latest Cost 27.637) Futurre Cost (User defined) ) Auto Calc After GRY on Selected Cost
Future Cost Highest of Latest Or Average Cost () Auto Cale on user defined Future Cost
Price Change
Price Type Exclusive Inclusive Enable = Actual Target £
Retail Price 3925180 44.74705 Price Type % Markup on Cost | % Markup on Cost | Enable | Auto Calc
Wholesale Price 35.37560 40.32818 Retail Price 42,02520 420252 []
Price 3 34.82290 38.69811 \Wholesale Price 27,9930 279993 [
Price 4 34.27010 35.06791 Price 3 26.00010 26.0001 [l
Price 5 33.18480 37.80764 Price 4 2359950 238938 [
Alternative Price 4 32.61150 37.17757 Price 5 19,9990 19,9999 []
Alternative Price 5 32.05520 36.54749 Alternative Price 4 18.00000 1B.0000 []
Alternative Price & 0.00000 0.00000 Alternative Price 5 1600020 16,0002 [
Altarnative Drica 7 0.00000 0.00000 3 PR S n nonnn nonnn 1 Ll 2
% Markup on Price Enable i Actual Target &
Markup on Retail Price 0.00000 Price Type G.P. % G.P. % Enable
Markup on Wholesale Price 0.00000 Retail Price 29,5399 29,5900
Markup on Price 3 0.00000 Wholesale Price 21.874%6 21.8750
Markup on Price 4 0.00000 Price 3 20.63498 20,6350
Markup on Price 5 0.00000 Price 4 19.35477 19,3548
Markup on Alternative Price 4 0.00000 Price 5§ 16.66657 16.6866
Markup on Alternative Price 5 0.00000 Alternative Price 4 15,25425 15,2542
Markup on Alternative Price 6 0.00000 Alternative Price 5 13.79323 13.7932
0%
= P
(X %) L 4
Cancel Reload Current Prices Apply to Current Item

THE AUTO CALCULATE FUNCTION

With Auto Calc "ON” the system will automatically calculate and update the Selling Price based on the
selected Cost Price.

With Auto Calc “"OFF” the system will NOT automatically change the selling price. The selling price
must be adjusted manually.

With Never Auto Calc selected, three different cost prices can be used, namely Average Cost, Latest
Cost and Future Cost (User defined). This will use the selected cost only and will not update the
Selling Price.

With Auto Calc on Average Cost selected, the system will automatically calculate the selling price
based on the average cost price.

With Auto Calc on Latest Cost selected, the system will automatically calculate the selling price based
on the latest cost price.

With Auto Calc on Average GRYV price selected, the system will automatically calculate the selling price
based on the average GRV price.

With Auto Calc on user defined Future Cost selected, the system will automatically calculate the selling
price based on a user defined future cost. This is the future cost of the stock item as entered in Stock
Maintenance.

NOTE: Because these prices are fixed one must manually change these prices, item for item. These
prices can be changed in two ways. The first way is to utilize the price maintenance option and edit
each and every stock item (a very long and tedious job).

The other way is to utilize the price maintenance option and do a price change all. E.g., when goods
receiving an item the system will automatically show the current selling prices together with their
GP%'s and the new cost, and at the same time allow the five selling prices to be changed. This saves
time not having to go through each item and manually change the selling prices.
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Current Stock Item
Apply When:
(@) Right Now
Stock Code {_JFuture Date
Stock Description
Packsize

Range Selected

Average Cost
Latest Cost
Future Cost
Price Change
Actual Target =
Price Type % Markup on Cost | % Markup on Cost | Enable | Auto Calc
Retall Price 42.02524 42,0252 v
Wholesale Price 27.99934 27.9999 v
Price 3 26.00010 26,0001 v
Price 4 23.999%0 23,9999 v
Price 5 19.99986 19.9999 v
Alternative Price 4 18.00001 13,0000 v
Alternative Price 5 16.00017 16,0002 bd
e 0 onnnn o ooon 2
% Markup on Price Enable = Actual Target &
Markup on Retail Price 15] Price Type G.P.% G.P. % Enable
Markup on Wholesale Price DDDDDU (| Retail Price 29.58998 29.5900
Markup on Price 3 0.00000 D Wholesale Price 21.8749% 21.8730
Markup on Price 4 0.00000 O Price 3 2063498 20,6350
Markup on Price 5 0.00000 [ Price 4 19.35477 19,3548
Markup on Alternative Price 4 0.00000 [ Price 5 16.66657 16.6666
Markup on Alternative Price 5 0.00000 O Alternative Price 4 15.25425 15.2542
Markup on Alternative Price & 0.00000  [] Alternative Price 5 13.79323 13.7932
0%
S £
@ %) v
Cancel Reload Current Prices Apply to All Items

RELOAD CURRENT PRICES
To reload current prices only when modifying the price itself i.e. Modify Price (Single/All).
APPLY TO CURRENT ITEM
This option will save the changes to the specific stock item.
CUSTOMER INVOICING

Sales of stock items or services are performed through Invoicing. During this process invoices will be
printed, stock items, debtor details and the relevant ledger accounts updated. Select the Customer Invoicing
option from the Stock Processing menu.

INTEGRATION TO THE LEDGER

Once the customer invoicing option has been selected and if the centralised ledger option is being utilized,
the system will automatically use the centralised ledger company’s ledger for posting of transactions to the
ledger (i.e. the company to which it must post the ledger entries to).

Debtors or Creditor and stock related entries will always affect the current company only if they have been
set to use the current company’s debtors or creditors.

Use the ALT & the Down arrow key, or the mouse to select from the available ledger company’s.

Branch Control Trading Branch ¥
Local Currency ZAR W
Centralised Debtors 001 v
Centralised Creditors 001 v
Centralised Ledger 001 v
Stock Grouping & v

NOTE: The centralised ledger options have no bearing on where they will be posted to in the stock and
debtors modules. Entries to these modules will always be posted to the current date to the specific
company'’s ledger.
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ACCOUNT DETAILS
ACCOUNT NUMBER

Enter the debtors account number, or select the search option to search for an account. To switch
between number and name search, use the search by option. If you have to invoice a new debtor, the
debtor has to be captured first in order for it to be available when selecting the customer. The
Amendments button option can be used to create new debtor clients if they don't exist at the time of
invoice, credit note etc...

NAME AND ADDRESS DETAILS

Use the available postal and delivery address details. To type a different address should the invoice or
credit note goods be delivered to a different address as to that what is already specified, the multiple
delivery addresses option can be used for this purpose.

Should you make any typing mistake in either of the address details use the Revert option to revert
back to the original address details.

NOTE: The altering of the address details will only affect the invoice or credit note that is posted at
the time and will not alter the original clients address details in any way.

INVOICE DISC %
The invoice discount % allows one to enter the discount percentage for the specific invoice.
NOTE: this is not line discount per item, it is discount for the full invoice amount.
INVOICE DETAILS
INVOICE DATE

Enter the invoice date in the format DDMMYYYY. This date will affect the period into which this
transaction will be transferred to in the general ledger, stock and debtors. The general ledger will only
be affected by the computer/system date.

Processing  Debtors  Creditors  Stock  Ledger  Utilties  Support  PointofSale  Windows  Help  Shortcuts -
Account Details Invoice Detals Totals
AccountNo  ABCO01 Invaice Date 27/03/2013 - Invoice Inclusive
@ves Oto
ABC Store (Pty) Ltd -

78 Main Road
s DeliveryMethod  |N/A
Stellenbosch Branch 01 Y
Order Number 784
7600

Rep Number 2 v

Goods Total 114,05
Discount Amnt 0.00
Invoice Memo Check goods Vat Amount 14,01
Invoice Disc % 0.00 Delivery Note No | 77| Total Quantity 6.00

Airtime Items Count 0

Code Desaiption Service Item | Type[Unit Price Jaty [pisc % [rotal ~
CoKoo1 Coke Single Can False P 10.0000 50000 0.00 50.0000
TSMGS0102 Golf T-5hirt - Black - Medium False Pt 54.0513 10000 0.00 54.0518

[l

Depending on the number of Extra Charges setup will
depend on how many are shown. For this example, only
one has been setup. See Stock Defaults to setup more
entries. A maximum of Four (4) entries are allowed.

Delivery 0.00

Total 114.05

W 4 B Ok o O 3 -

Calculator | F7LongDesc. | F8Item Details|  |Amendments User Defined Data Services Flash F6 Process & Display F10 Process & Print

ITEM DETAILS

The item details option allows one to view the current items details. This means that the item that is
currently highlighted in the Invoice screen, that items details will be seen if the Item Details option
has been selected.

FLASH

The flash option allows one to draw a quick flash report that has been setup specific to invoices. This
makes it easy if one needs to see what the item was sold for previously to the relevant debtor.

INVOICE NUMBER

The system does not allow for manual invoice numbers. The invoice number will automatically be
generated as 1 for the first invoice entered and thereafter it will auto increment every time a new
invoice is processed. Automatic numbers will only appear after the invoice is accepted.
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NOTE: The starting Invoice Number can be altered allowing one to continue from an existing range of
numbers. The same can be applied to credit notes, GRV's, return goods etc... This can be setup under
the Utilities -- > Company Details -- > Control Numbers.

DELIVERY METHOD

Enter the delivery method. E.g. RAIL, COURIERS, etc. or else leave blank.
ORDER NUMBER

Enter the customer order number, if applicable.

HINT: When processing Cash Sales (e.g. CASHO1 account is used) use the order number field to
enter the customer’s name or surname. This will aid with the searching through hundreds or
thousands of cash sale invoices, should their ever be a query.

REP NUMBER
The sales person for this debtor, as indicated on the debtor’s account, will automatically appear in this

field. Should you wish to use another representative, use the ALT and the down arrow or the mouse
to locate a new representative.

DELIVERY NOTE NUMBER
Enter a delivery note number if goods are sent on a separate delivery note, or use this field to store
information other than a delivery note, e.g. Drivers name, telephone number, etc.

INVOICE MEMO

The invoice memo allows one to enter any additional information that needs to go with the invoice.
TOTALS
INVOICE INCLUSIVE
The invoice inclusive option allows one to specify whether the current invoice will be process
inclusive or exclusive of VAT. The default VAT method is derived from the Stock Item.
GOODS TOTAL

The goods total will automatically populate with the full total of the goods exclusive of vat.

DISCOUNT AMNT
The discount amount will automatically populate with a discount amount if discount has been given
on the specific invoice.

VAT AMOUNT
The vat amount will automatically display the vat total of the stock items that have been place on
the specific invoice.

INVOICE INFORMATION
CODE

Enter the stock code number and press Enter, or use the search facility to search for the appropriate
stock item Select the amendments button to add items which are not yet on file. When searching for
the stock item use the detail button or the history button to obtain more detail on the stock item.

DESCRIPTION

The stock description as defined in the Item Maintenance section will be displayed. Press Enter to
accept this description or enter a new description.

COMMENT

The comment field is used for adding additional information on the transaction line for the specific
stock item.

TYPE

The type field displays different types of pricing that is used once the stock item is entered. In other
words that type field will display PO, P1, P2 etc... once the item code has been selected and entered
through the transaction line.

The different types of “TYPE" will be displayed as follows: PO — Original Price, P1 — Retail Price, P2 —
Wholesale Price, P3 — Alternative Price 1, P4 — Alternative Price 2, P5 — Alternative Price 3, CL — Latest
Cost, CA — Average Cost, CH — Highest Cost, CB — Base Cost, PL — Custom Price List, PP — Contract
Price Per Product Per Debtor, DD — Contract Price Per Department Per Debtor, PG — Contract Price Per

Product Per Debtor Group, DG — Contract Price Per Department Per Debtor Group and PM — Promotion
Price.
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UNIT PRICE

If selling price changes are not allowed, this field will not be accessible. The normal selling price or the
linked price (see debtor Account Maintenance for more information) for the debtor will appear in this
field. Press the ALT and the down arrow to select from the 5 available selling prices.

NOTE: To increase the size of the selling price decimals, enter the desired number in the appropriate
field. If this was changed to 4 the maximum value would be 4 decimals .9999.

QUANTITY

Enter the quantity of the item to be sold or credited. Should you enter more than what is on hand you
will be warned, if your system is not allowed to have negative stock, it will revert back to the stock
code number.

NOTE: To increase the size of the quantity decimals, enter the desired number in the appropriate
field. If this was changed to 4 the maximum value would be 4 decimals .9999.

T Price Decimals (Invoicing and Sales Orders) z
Stock Defaults where the : : e

quantity decimals are rice Decimals (Goods Receiving) 2
changed. Quantity Decimals 2

NOTE: Should there be a requirement to process empties, returns or item deposits, enter the quantity
as a negative value (only the quantity). A typical example would be when invoicing a case of beer and
the client returns an empty crate. The empty crate would be entered as a negative quantity and the
case of beers would be entered as per normal. When the invoice is processed, the system will
increase the on hand quantity for empty crate being returned and reduce the case of beers item. The
same principal can be applied when processing a goods received voucher.

A typical example here would be the processing of Coca-Cola or SAB invoice which include empties,
returns, breakage, etc. all on one document.

SERIAL NUMBER CAPTURING

If a stock item has been set up to have serial numbers entered, the serial number will be requested
once the item code has been accepted. If the system has been setup for Strict Serial number control
the serial number must exist on the system before it can be sold. Disabling Strict Serial number
control will allow the sale of serialized items to be processed that do not exist on the system.
Sometimes this is necessary, especially when the processing for the goods purchased is captured after
the invoice is processed.

NOTE: If a serial number is not required select the accept option or press the Space Bar once,
followed by the Enter key. These serial numbers will still be stored and may, at a later stage be edited
with the appropriate information (serial no, invoice date, etc.). This will only work if Strict Serial
number control is disabled.

Negative stock quantities

If you invoice ten (10) items, but have only five (5) items on hand, the system will calculate the value
for the first five using the FIFO basis and the second five using the LATEST unit cost. The system will
correct itself in the general ledger once the new goods are received.

If you invoice out an item that has not yet been GRV'd in, there is a possibility that there will be a new
cost when you receive the item. The stock on hand as well as cost of sales value in the general ledger
will be incorrect. To overcome this problem the system calculates the difference between the cost
which was used for this item during invoicing and the new cost that is being GRV'd in. This difference
is then automatically adjusted to the cost of sales account when the goods are eventually GRV'd in.

When invoicing negative stock items, the sales and profit values in the stock reports may be
inaccurate. As no stock existed at the time, there is unfortunately no remedy for this situation.

DISC %

Enter the line item discount percentage, if any. A discount amount cannot be entered while entering a
sale line item on the invoice, only a percentage.

NOTE: The discount amount / value derived from the discount percentage is not posted the any
ledger account, but the discounted line total is posted to ledger.

Repeat the above steps for each line of the invoice. When all lines have been entered, press ESC.
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TOTAL

The total field automatically displays the full line total. In other words if the item price is R10.00 and
the quantity is 5 then the line total will display R50.00.

ADDING NARRATIVE TEXT (COMMENT) IN THE BODY OF THE INVOICE

Select the Long Desc. option when in the stock code field, to enable the entry of a memo for that item
line, which will, when printed appear just below it on your invoice. Select the Accept option to accept
any changes made. Repeat this process if more entries are needed for other stock or service items.

NOTE: When there is a requirement to add a comment that pertains to the invoice and not to an
item, select the F7 Long Desc. option but remember to only add it after the last item. This would
mean that the long desc. will then only print at the bottom of the invoice below all the items.

COMPLETING THE INVOICE

Press ESC at the next stock code field to exit the line item entry section. The cursor will then jump to
the invoice discount percentage field.

INVOICE DISCOUNT PERCENTAGE

When all line items have been entered you may enter an overall invoice discount percentage. The
discount must be a percentage, a discount amount cannot be entered. This discount will be in addition
to any line discounts previously granted.

NOTE: The calculated discount amount will not be posted separately to a discount allowed ledger
account. The invoice discount is applied to all line items, on top of any line item discounts that may
have been given, resulting in a Nett line item total being posted to stock and ledger.

OTHER CHARGES

After entering the invoice discount but before accepting the invoice you can enter Other Charges.
Press ALT - N (or O, P or Q) and enter the gross amount , i.e. Inclusive of VAT (if VAT applies). If
there is VAT on the other charge it will automatically be added to the VAT total at the bottom of the
invoice.

The description and ledger allocation of these charges are stored automatically by the program. When
posting an invoice, these other charges will be ignored by the system if no values are entered.

NOTE: Should there be no “Extra Charges” option appearing or the description is incorrect or an extra
charge entry is to be added consult the Extra Charges option under Utilities, Company Details, Extra
Charges.

Company Detal\sl Company Logol EontrolNumbers] Dretault Settings [1]] Detault Settings [2]1 Enterprise Settmgsl Clazing Dates] \nteglatlonAccounts} Tax Halesl EMail  Extra Charges l

Extra Charges will appear in the relevant processing modules and will allow the user to specify a value for each Extra Charge during processing of
the document. You are required to link such charge to a Stock Item and to specify its Vat Rate, For GRVs such Extra Charge may be selected to
inflate your cost,

Invoicng Extra Charges
Description Stock Item Mormal Vat Rate Export/Import Vat Rate

] DELOD1 1 1

€€ €|«
€|c|c |«
€€ €|«

Goods Receiving Extra Charges
Description Stock Item Mormal Vat Rate Export/Import Vat Rate Part Of Cost
Delivery DELOO1 1 1 Tick For Yes
Tick For Yes
[] Tick Fer Yes
[] Tick For Yes

€€ €|«
<€ |«
€€ €<

v

Accept

NOTE: To accept the invoice select the accept option, otherwise press the Escape (ESC) key to cancel
the current invoice.
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CORRECTING AN INVOICE AFTER ACCEPTANCE

Invoices are processed real-time, i.e. all files are updated when the invoice is accepted. To correct an
invoice after acceptance a Credit Note from stock (not debtors) must be processed.
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ACCOUNTS AFFECTED IN THE GENERAL LEDGER

When an invoice is posted, the amounts are automatically transferred to the customer in the debtors
system as well as to the general ledger.

The following general ledger transactions will take place after accepting an invoice. The general ledger
account numbers are set on the stock item master files.

The total amount of the invoice is debited to the Debtors Control account.
The total amount of the sale excluding VAT is added to the Sales accounts.
The total VAT amount is added to the Output Vat account.

The cost price of each item sold is posted to the Cost Of Sales accounts, if the item has a cost. The
value transferred is calculated on a FIFO basis. This amount is transferred from the Stock On Hand
account.

NOTE: When the stock on hand value becomes negative, the value which is posted to the Cost Of
Sales account will be calculated on the latest unit cost and not calculated on the FIFO basis. E.g. If
ten (10) items invoiced, but there are only have five (5) items on hand. The system will calculate the
value for the first five using the FIFO basis and the second five using the latest unit cost.

CUSTOMER CREDIT NOTES

Stock returns from customers and or invoice corrections are performed through the Credit Note option.
Select the Stock menu option then processing followed by the Credit Notes option.

NOTE: The entering of information is identical to that of Customer Invoicing, therefore customer credit
notes will not be discussed in detail.

ACCOUNT DETAILS
ACCOUNT NUMBER

Enter the debtors account number, or select the search option to search for an account. To switch
between number and name search, use the search by option. If you have to invoice a new debtor, the
debtor has to be captured first in order for it to be available when selecting the customer. The
Amendments button option can be used to create new debtor clients if they don't exist at the time of
invoice, credit note etc...

NAME AND ADDRESS DETAILS
Use the available postal and delivery address details. To type a different address should the invoice or

credit note goods be delivered to a different address as to that what is already specified, the multiple
delivery addresses option can be used for this purpose.

Should you make any typing mistake in either of the address details use the Revert option to revert
back to the original address details.

NOTE: The altering of the address details will only affect the invoice or credit note that is posted at
the time and will not alter the original clients address details in any way.
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CREDIT NOTE DISC %
The invoice discount % allows one to enter the discount percentage for the specific invoice.
NOTE: this is not line discount per item, it is discount for the full invoice amount.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts - & X
Account Details CR Note Details Totals
Accoun tho ABCOD1 CR Note Date 27/03(2013 4| LE Natsiucusus S
®ves Oho
Name and Address Details Orig. Document No | INV301 v ) )
ABC Store (Pty) Ltd -
78 Main Road
Delivery Method
Stellenbosch Branch 001
Order Number 7
7600
Rep Number 1 v
Goods Total 20,00

Discount Amnt 0.00
CR Note Memo Credit Note Memo 1 w

Vat Amount 2.9
CR Note Disc % 0.00 Delvery NoteNo |66 Total Quantity 2.00

2l Quantity X
Airtime Items Count 0

Code [Desription Service Item [ Type[Unit Price Joty [pisc % [total ~
_|coooz Coke Single Can False ) 10.0000 20000 0.00 20,0000
& | False 0.0000 0.0000  0.00 0.0000

[*

Delivery 0.00

Total 20.00

B ¢ | ]| 2 3 =

Calaulator F7longDesc. | F&ltemDetals| |Amendments Services Flash F6 Process & Display F10 Process &Print

USER DEFINED DATA

The user defined data option allows one to enter any additional information on the stock item. This
will only be possible if a user defined stock table has been created. This can be setup under the
Utilities -- > Default Table Setup -- > Stock.

CREDIT NOTE DETAILS
CREDIT NOTE DATE
Enter the credit note date in the format DDMMYYYY. This date will affect the period into which this

transaction will be transferred to in the general ledger, stock and debtors. The general ledger will only
be affected by the computer/system date.

ORIGINAL INVOICE NO
The original invoice number option allows one to select the original invoice number. This option acts
as a reference. This will not automatically allocate the credit note to the original invoice.

CREDIT NOTE NUMBER
The system does not allow for manual credit note numbers. The credit note number will automatically

be generated as 1 for the first credit note entered and thereafter it will auto increment every time a
new credit note is processed. Automatic numbers will only appear after the credit note is accepted.

DELIVERY METHOD
Enter the delivery method. E.g. RAIL, COURIERS, etc. or else leave blank.
ORDER NUMBER

Enter the original customer order number, if applicable.

HINT: When processing Cash Sales (e.g. CASHO1 account is used) use the order number field to
enter the customer’s name or surname. This will aid with the searching through hundreds or
thousands of cash sale credit note, should their ever be a query.

REP NUMBER
The sales person for this debtor, as indicated on the debtor’s account, will automatically appear in this

field. Should you wish to use another representative, use the ALT and the down arrow or the mouse
to locate a new representative.

DELIVERY NOTE NUMBER

Enter a delivery note number if goods are sent on a separate delivery note, or use this field to store
information other than a delivery note, e.g. Drivers name, telephone number, etc.
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CREDIT NOTE MEMO
The credit note memo allows one to enter any additional information that needs to go with the credit
note.
TOTALS
CREDIT NOTE INCLUSIVE
The credit note inclusive option allows one to specify whether the current credit note will be
processed inclusive or exclusive of VAT. The default VAT method is derived from the Stock Item.
GOODS TOTAL

The goods total will automatically populate with the full total of the goods exclusive of vat.

DISCOUNT AMNT
The discount amnt will automatically populate with a discount amount if discount has been given
on the specific credit note.

VAT AMOUNT
The vat amount will automatically display the vat total of the stock items that have been place on
the specific credit note.

CREDIT NOTE INFORMATION
CODE

Enter the stock code number and press Enter, or use the search facility to search for the appropriate
stock item Select the amendments button to add items which are not yet on file. When searching for
the stock item use the detail button and the history button to obtain more detail on the stock item.

DESCRIPTION

The stock description as defined in the Item Maintenance section will be displayed. Press Enter to
accept this description or enter a new description.

COMMENT

The comment field is used for adding additional information on the transaction line for the specific
stock item.

TYPE

The type field displays different types of pricing that is used once the stock item is entered. In other
words that type field will display PO, P1, P2 etc... once the item code has been selected and entered
through the transaction line.

The different types of “TYPE” will be displayed as follows: PO — Original Price, P1 — Retail Price, P2 -
Wholesale Price, P3 — Alternative Price 1, P4 — Alternative Price 2, P5 — Alternative Price 3, CL — Latest
Cost, CA — Average Cost, CH — Highest Cost, CB — Base Cost, PL — Custom Price List, PP — Contract
Price Per Product Per Debtor, DD — Contract Price Per Department Per Debtor, PG — Contract Price Per
Product Per Debtor Group, DG — Contract Price Per Department Per Debtor Group and PM — Promotion
Price.

UNIT Price

If selling price changes are not allowed, this field will not be accessible. The normal selling price or the
linked price (see debtor Account Maintenance for more information) for the debtor will appear in this
field. Press the ALT and the down arrow to select from the 5 available selling prices.

NOTE: To increase the size of the selling price decimals, enter the desired number in the appropriate
field. If this was changed to 4 the maximum value would be 4 decimals .9999.

QUANTITY
Enter the quantity of the item to be sold or credited. Should you enter more than what is on hand you

will be warned, if your system is not allowed to have negative stock, it will revert back to the stock
code number.

NOTE: To increase the size of the quantity decimals, enter the desired number in the appropriate
field. If this was changed to 4 the maximum value would be 4 decimals .9999.
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THis is an extract of the Price Decimals (Invoicing and Sales Orders) 2
Slimek P2 LIS vt i Price Decimals (Goods Receiving) 2
quantity decimals are

changed. Quantity Decimals 2

SERIAL NUMBER CAPTURING

If a stock item has been set up to have serial numbers entered, the serial number will be requested
once the item code has been accepted. If the system has been setup for Strict Serial number control
the serial number must exist on the system before it can be sold. Disabling Strict Serial number
control will allow the sale of serialized items to be processed that do not exist on the system.
Sometimes this is necessary, especially when the processing for the goods purchased is captured after
the credit note is processed.

NOTE: If a serial number is not required select the accept option or press the Space Bar once,
followed by the Enter key. These serial numbers will still be stored and may, at a later stage be edited
with the appropriate information (serial no, invoice date, etc.). This will only work if Strict Serial
number control is disabled.

NEGATIVE STOCK QUANTITIES

If you credit note ten (10) items, but have only five (5) items on hand, the system will calculate the
value for the first five using the FIFO basis and the second five using the LATEST unit cost. The
system will correct itself in the general ledger once the new goods are received.

If you invoice out an item that has not yet been GRV'd in, there is a possibility that there will be a new
cost when you receive the item. The stock on hand as well as cost of sales value in the general ledger
will be incorrect. To overcome this problem the system calculates the difference between the cost
which was used for this item during invoicing and the new cost that is being GRV'd in. This difference
is then automatically adjusted to the cost of sales account when the goods are eventually GRV'd in.

When invoicing negative stock items, the sales and profit values in the stock reports may be
inaccurate. As no stock existed at the time, there is unfortunately no remedy for this situation.
DISC %

Enter the line item discount percentage, if any. A discount amount cannot be entered while entering a
sale line item on the invoice, only a percentage.

NOTE: The discount amount / value derived from the discount percentage is not posted the any
ledger account, but the discounted line total is posted to ledger.

Repeat the above steps for each line of the invoice. When all lines have been entered, press ESC.
TOTAL

The total field automatically displays the full line total. In other words if the item price is R10.00 and
the quantity is 5 then the line total will display R50.00.

ADDING NARRATIVE TEXT (COMMENT) IN THE BODY OF THE CREDIT NOTE

Select the Long Desc. option when in the stock code field, to enable the entry of a memo for that item
line, which will, when printed appear just below it on your credit note. Select the Accept option to
accept any changes made. Repeat this process if more entries are needed for other stock or service
items.

NOTE: When there is a requirement to add a comment that pertains to the credit note and not to an
item, select the F7 Long Desc. option but remember to only add it after the last item. This would
mean that the long desc. will then only print at the bottom of the credit note below all the items.

COMPLETING THE CREDIT NOTE

Press ESC at the next stock code field to exit the line item entry section. The cursor will then jump to
the credit note discount percentage field.

After entering the invoice discount but before accepting the invoice you can enter Other Charges.
Press ALT - N (or O, P or Q) and enter the gross amount , i.e. Inclusive of VAT (if VAT applies). If
there is VAT on the other charge it will automatically be added to the VAT total at the bottom of the
invoice.

The description and ledger allocation of these charges are stored automatically by the program. When
posting an invoice, these other charges will be ignored by the system if no values are entered.
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NOTE: Should there be no “Extra Charges” option appearing or the description is incorrect or an extra
charge entry is to be added consult the Extra Charges option under Utilities, Company Details, Extra
Charges.

Compay Datails] Company Lngﬂ} Contral Numhersl Default Settings [T]I Default Settings [2]] Enterprize Sellings] Clasing Dates} Integration Accnunts] Tax Hatas] EMail ~Extra Charges I

Extra Charges will appear in the relevant processing modules and will allow the user to specify a value for each Extra Charge during processing of
the document. You are required to link such charge to a Stock Item and to specify its Vat Rate. For GRVs such Extra Charge may be selected to
inflate your cost.

Invoicing Extra Charges
Description Stock Ttem Mormal Vat Rate Export/Import Vat Rate

| DELOOL 1 1

|«
€|€|€|«
L€ |€|«C

Goods Receiving Extra Charges
Description Stock Ttem Mormal Vat Rate Export/Import Vat Rate Part Of Cost
Delivery DELOO1 i 1w Tick For Yes
v Tick For Yes
v | [[] Tick For Yes
v | [] Tick For Yes

£(€|€|«
£l€|€|«

v

Accept

NOTE: To accept the invoice select the accept option, otherwise press the Escape (ESC) key to cancel
the current invoice.

ACCOUNTS AFFECTED IN THE GENERAL LEDGER

When a credit note is posted the amounts are automatically subtracted from the customer in the
debtors system as well as transferred to the general ledger. The following general ledger transactions
will take place after accepting a credit note.

The total amount of the credit note is deducted from the Debtors Control account.
The total amount of the credit note excluding VAT is deducted from the Sales accounts.
The total VAT amount is deducted from the Output Vat account.

The cost price of each item, if the item has a cost, is deducted from the Cost of Sales accounts, and
added back into the Stock accounts.

ALLOCATING CREDIT NOTES TO THE ORIGINAL INVOICE

After accepting the credit note, credit allocation in most cases must be allocated to a specific invoice.
The answer to the confirmation message, “Allocate to Oldest” should always be No.

This system allows for the original invoice to be selected at the time of doing the credit note. This
option helps when needing to allocate the credit note to the original invoice.

REP COMMISSIONS
Commission statements for the relevant rep will be adjusted by the values of the credit note.
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PURCHASING STOCK FROM SUPPLIERS (GOODS RECEIVING)

Stock received in from suppliers is recorded through the Stock menu , Processing followed by Goods
Receiving. The method of entry is identical to that of an invoice except for the following:

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts - @ X
Account Details GRV Details Totals
AccountNo  XYZ001 GRV Date 27/03/2013

Mame and Address Details Orig. Document Date 27/03/2013 =
¥YZ Wholesalers -

45 Gordon Avenue
Delivery Method N/A
Stellenbosch Branch 001

v
Order Number .7
7500

Goods Total 1735.04
Supplier Invaice No |XYZINV73

Discount Amnt 0.00
GRY Mema check goods

Vat Amount 242,91
GRV Disc % 0.00|~| Delivery Note No 45

Total Quantity 14.00

Code |pesaiption [Typeunit price Additional Cost (Exd) Jaw [oisc % _[rotal ~
__|COKo02 Coke Case cL 143.76 232.80 4.0000 0.00 575.04
coxoos] | coke 6 Pack [ 56.00 267,20 10.0000 0.0 560.00

Delivery 500,00 Auto Allocate
External Charges

Total 1977.95

NN W & 3 =

Calulator | F7longDesc. | |F8ItemDetails | Amendments User Defined Data Flash F6 Process & Display F10 Process & Print

SUPPLIER DETAILS
ACCOUNT NUMBER
Will be the suppliers (creditors) account number. The name will be confirmed on the screen. If the
supplier does not exist on your creditors system, unfortunately you would have to go back to creditors

maintenance and add the new supplier first. Use the search grid available to locate the appropriate

supplier, by typing either their account number, or by changing the search order, and typing in their
company name.

POSTAL AND DELIVERY ADDRESS DETAILS
Use the available postal and delivery address details to type a different address should the invoice or

credit note be posted or delivered to a different address to that what is already specified. The F2
button can also be used, this will bring up the creditors multiple delivery addresses.

Should you make any typing mistake in either of the address details use the Revert option to revert
back to the original address details.

NOTE: The altering of the address details will only affect the invoice or credit note that is posted at
the time and will not alter the original clients address details in any way.
GRV DISC %

The GRV discount percentage allows one to enter discount for the full amount of the goods receive

voucher.

NOTE: This discount is not per line item, this discount is for the full goods receive voucher total.
GRV DETAILS

GRV DATE

Enter the goods receive date in the format ddmmyyyy. This date will affect the period into which this
transaction will be transferred to in the general ledger, stock and debtors. The general ledger will only
be affected by the computer/system date.

ORIGINAL DOCUMENT DATE

The original document date allows one to select the original date of when the good received voucher
was done.
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GRV NUMBER

The system does not allow for manual GRV numbers. The GRV number will automatically be
generated as 1 for the first goods received voucher entered and thereafter it will auto increment every
time a new goods received voucher is processed. Automatic numbers will only appear after the goods
received voucher is accepted.

DELIVERY METHOD

Enter the delivery method. E.g. RAIL, COURIERS, etc. or else leave blank.
ORDER NUMBER

Enter the supplier order number, if applicable.

HINT: When processing Cash Purchases (e.g. CASHO1 account is used) use the order number field to
enter the suppliers name or surname. This will aid with the searching through hundreds or thousands
of cash purchase GRV'’s, should their ever be a query.

SUPPLIER INVOICE NUMBER

The supplier invoice number field is used to enter the suppliers invoice number. This field must have a
value in order to continue processing the goods received voucher.

GRV MEMO

The GRV memo allows one to enter any additional information that needs to go with the goods
received voucher.

TOTALS
GRV INCLUSIVE

The GRV inclusive option allows one to specify whether the current goods received voucher will be
processed inclusive or exclusive of VAT. The default VAT method is derived from the Stock Item.

GOODS TOTAL

The goods total will automatically populate with the full total of the goods purchase exclusive of
VAT.

DISCOUNT AMNT

The discount amnt will automatically populate with a discount amount if discount has been given
on the specific goods received voucher.

VAT AMOUNT

The vat amount will automatically display the vat total of the stock items that have been placed on
the specific goods received voucher.

GRV INFORMATION
CODE

Enter the stock code number and press Enter, or use the search facility to search for the appropriate
stock item Select the amendments button to add items which are not yet on file. When searching for
the stock item use the detail button and the history button to obtain more detail on the stock item.

DESCRIPTION

The stock description as defined in the Item Maintenance section will be displayed. Press Enter to
accept this description or enter a new description.

TYPE

The type field displays different types of pricing that is used once the stock item are entered. In other
words the type field will display either CL, CA, CH etc... once the item code has been selected and
entered through the transaction line.

The different types of “TYPE” will be displayed as follows: CL — Latest Cost, CA — Average Cost, CH —
Highest Cost, CB — Base Cost and PL — Custom Price List.

UNIT PRICE
Enter the unit cost according to the suppliers invoice.

NOTE: Make sure that the price method (inclusive or exclusive) corresponds with that of the VAT
method you have selected.

NOTE: To increase the size of the selling price decimals, enter the desired number in the appropriate
field. If this was changed to 4 the maximum value would be 4 decimals .9999.
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T s an extract of the Price Dedmals (Invoicing and Sales Orders) 2

Stock Defaults where the Price Decimals (Goods Receiving) 2

quantity decimals are

changed. Quantity Decimals 2
QUANTITY

Enter the quantity of the item to be purchased or returned.

NOTE: To increase the size of the quantity decimals, enter the desired number in the appropriate
field. If this was changed to 4 the maximum value would be 4 decimals .9999.

NOTE: Should there be a requirement to process empties, returns or item deposits, enter the quantity
as a negative value (only the quantity). A typical example would be when returning empty bottles and
crates back to SAB or Coca-Cola. The empty crate and bottles would be entered as a negative
quantity and the case of beers would be entered as per normal. When the invoice is processed, the
system will decrease the on hand quantity for empty crate being returned to the supplier and increase
the case of beers item.

SERIAL NUMBER CAPTURING

If a stock item has been set up to have serial numbers entered, the serial number will be requested
once the GRV has been processed.

NOTE: If a serial number is not required select the accept option or press the Space Bar once,
followed by the Enter key. These serial numbers will still be stored and may, at a later stage be edited
with the appropriate information (serial no, invoice date, etc.).

[ ]
IQ Enterprise

Enter Serial Number: | | W

Stock Code Serial Mumber
MOMOO

Cancel Delete Accept
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NEGATIVE STOCK QUANTITIES

If you invoice ten (10) items, but have only five (5) items on hand, the system will calculate the value
for the first five using the FIFO basis and the second five using the Latest unit cost. The system will
correct itself in the general ledger once the new goods are received.

If you invoice out an item that has not yet been GRV'd in, there is a possibility that there will be a new
cost when you receive the item. The stock on hand as well as cost of sales value in the general
ledger will be incorrect. To overcome this problem the system calculates the difference between the
cost which was used for this item during invoicing and the new cost that is being GRV'd in. This
difference is then automatically adjusted to the cost of sales account when the goods are eventually
GRV'd in.

DISC %
Enter the line item discount percentage, if any. A discount amount cannot be entered while entering a
sale line item on the invoice, only a percentage.

NOTE: The discount amount / value derived from the discount percentage is not posted to any ledger
account, but the discounted line total is posted to ledger.
Repeat the above steps for each line of the GRV. When all lines have been entered, press ESC.
TOTAL
The total field automatically displays the full line total. In other words if the item price is R10.00 and
the quantity is 5 then the line total will display R50.00.
ADDING NARRATIVE TEXT (COMMENT) IN THE BODY OF THE INVOICE
Select the Long Desc. option when in the stock code field, to enable the entry of a memo for that item

line, which will, when printed appear just below it on your invoice. Select the Accept option to accept
any changes made. Repeat this process if more entries are needed for other stock or service items.

COMPLETING THE GOODS RECEIVED VOUCHER

Press ESC at the next stock code field to exit the line item entry section. The cursor will then drop to
the invoice discount percentage field.

GRV DISCOUNT PERCENTAGE
When all line items have been entered you may enter an overall invoice discount percentage. The

discount must be a percentage, a discount amount cannot be entered. This discount will be in addition
to any line discounts previously granted.

Other/EXTRA charges

After entering the invoice discount but before accepting the invoice you can enter Other Charges.
Press ALT - N (or O or P, Q) and enter the amount. The amount entered must be gross, i.e. Inclusive
of VAT (if VAT applies). If there is VAT on the other charge it will automatically be added to the VAT
total at the bottom of the invoice.

The description and ledger allocation of these charges are stored automatically by the program. When
posting an invoice, these other charges will be ignored by the system if no values are entered.

NOTE: Should there be no “Extra Charges” option appearing or the description is incorrect or an extra
charge entry is to be added consult Extra Charges option under Utilities, Company Details, Extra
Charges.

To accept the goods received voucher select the accept option, otherwise press the Escape (ESC) key
to cancel the current invoice.

Repeat the above steps for each line of the goods received note.
GENERAL LEDGER ACCOUNT ALLOCATIONS

The total value of goods received is credited to the creditors account and the Creditors Control
account.

The value of goods received, excluding VAT, is added to (debited to) the Stock On Hand account (s).
The total VAT amount is added to (debited to) the Input Vat account.
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RETURNING STOCK TO SUPPLIERS (GOODS RETURNED)

Returning stock to a supplier is performed through the Suppliers Goods Returned option found under the
Stock Processing menu option.

The procedures used are the same as for Goods Received (and Invoicing). A return to supplier advice note is
printed, onto which you should also enter your original order number. Each item would separately be
specified.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts -
Account Details Return Details Totals
Account o XYZ001 Return Date 27/03/2013 ]

Name and Address Details Orig. DocumentNo | XYZINV78 v
xYZ Wholesalers -

45 Gordon Avenus
Delivery Method  |N/A

Stellenbosch Branch 001 v
Order Number 787

7800
Goods Total 2645.22

Supplier Credit Note
Discount Amnt 0.00

Return Memo check goods
Return Disc % 0.00(¥| DeliveryNoteNo  [GR170

Vat Amount 370.33
Total Quantity 5.00

Code [Description [Type]unit Price Additional Cost (Exc) [oty [pisc % [Total ~
COKO02 Coke Case PO 143.76 4.0000 0.00 575.04
MONDO 1 Monitor LED 23 - Serial Number Item CL 1570.18 1.0000 0.00 1570.18
ﬂ 0.00 0.0000 0.00 0.00

[l 1

Auto Allocate
External Charges

Delivery 500.00

Total 3015.55

Ed
1l

Calaulator F7longDesc. | |F8ItemDetals | Amendments Flash Fé Process & Display F10 Process &Print

ACCOUNT NUMBER

Will be the suppliers (creditors) account number. The name will be confirmed on the screen. If the
supplier does not exist on your creditors system, select the amendments option to create and add the
new supplier. Use the search grid available to locate the appropriate supplier, by typing either their
account number, or by changing the search order, and typing in their company name.

POSTAL AND DELIVERY ADDRESS DETAILS

Use the available postal and delivery address details to type a different address should the GRV or
returned goods be posted or delivered to a different address to that what is already specified. The F2
button can also be used, this will bring up the creditors multiple delivery addresses option.

Should you make any typing mistake in either of the address details use the Revert option to revert
back to the original address details.

NOTE: The altering of the address details will only affect the GRV or returned goods that is posted at
the time and will not alter the original clients address details in any way.

RETURN DISC %

The return discount percentage allows one to enter discount for the full amount of the returned goods
voucher.

NOTE: This discount is not per line item, this discount is for the full returned goods voucher total.
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RETURNED GOODS DETAILS
RETURN DATE

Enter the returned goods date in the format DDMMYYYY. This date will affect the period into which
this transaction will be transferred to in the general ledger, stock and debtors. The general ledger will
only be affected by the computer/system date.

ORIGINAL GRV NUMBER

The original GRV number option allows one to select the original goods received voucher for reference

purposes. This option will not automatically allocate the return goods to the goods received voucher.
RETURN NUMBER

The system does not allow for manual goods return numbers. The returned goods number will

automatically be generated as 1 for the first returned goods voucher entered and thereafter it will

auto increment every time a new returned goods voucher is processed. Automatic numbers will only
appear after the returned goods voucher is accepted.

DELIVERY METHOD

Enter the delivery method. E.g. RAIL, COURIERS, etc. or else leave blank.
ORDER NUMBER

Enter the supplier order number, if applicable.

HINT: When processing Cash Purchases (e.g. CASHO1 account is used) use the order number field to
enter the suppliers name or surname. This will aid with the searching through hundreds or thousands
of cash purchase GRV'’s, should their ever be a query.

REP NUMBER

The sales person for this creditor, as indicated on the creditor’s account, will automatically appear in
this field. Should you wish to use another representative, use the ALT and the down arrow or the
mouse to locate a new representative.

DELIVERY NOTE NUMBER

Enter a delivery note number if goods are sent on a separate delivery note, or use this field to store
information other than a delivery note, e.g. Drivers name, telephone number, etc.

RETURN MEMO

The returned goods memo allows one to enter any additional information that needs to go with the
returned goods voucher.

TOTALS
RETURN INCLUSIVE

The return inclusive option allows one to specify whether the current returned goods will be
processed inclusive or exclusive of VAT. The default VAT method is derived from the Stock Item.
GOODS TOTAL
The goods total will automatically populate with the full total of the returned goods purchase
exclusive of VAT.
DISCOUNT AMNT
The discount amnt will automatically populate with a discount amount if discount has been given
on the specific returned goods voucher.
VAT AMOUNT

The vat amount will automatically display the vat total of the stock items that have been placed on
the specific returned goods voucher.
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RETURN INFORMATION
CODE

Enter the stock code number and press Enter, or use the search facility to search for the appropriate
stock item Select the amendments button to add items which are not yet on file. When searching for
the stock item use the detail button and the history button to obtain more detail on the stock item.

DESCRIPTION

The stock description as defined in the Item Maintenance section will be displayed. Press Enter to
accept this description or enter a new description.

TYPE

The type field displays different types of pricing that is used once the stock item are entered. In other
words the type field will display either CL, CA, CH etc... once the item code has been selected and
entered through the transaction line.

The different types of “TYPE" will be displayed as follows: CL — Latest Cost, CA — Average Cost, CH —
Highest Cost, CB — Base Cost and PL — Custom Price List.

UNIT PRICE
Enter the unit cost according to the suppliers returned goods.

NOTE: Make sure that the price method (inclusive or exclusive) corresponds with that of the VAT
method you have selected.

NOTE: To increase the size of the selling price decimals, enter the desired number in the appropriate
field. If this was changed to 4 the maximum value would be 4 decimals .9999.

T s an extract of the Price Dedmals (Invoicing and Sales Orders) 2
Stock Defaults where the Price Decimals (Goods Receiving) 2
quantity decimals are

changed. Quantity Decimals 2

QUANTITY
Enter the quantity of the item to be purchased or returned.

NOTE: To increase the size of the quantity decimals, enter the desired number in the appropriate
field. If this was changed to 4 the maximum value would be 4 decimals .9999.

NOTE: Should there be a requirement to process empties, returns or item deposits, enter the quantity
as a negative value (only the quantity). A typical example would be when returning empty bottles and
crates back to SAB or Coca-Cola. The empty crate and bottles would be entered as a negative
quantity and the case of beers would be entered as per normal. When the invoice is processed, the
system will decrease the on hand quantity for empty crate being returned to the supplier and increase
the case of beers item.

DISC %

Enter the line item discount percentage, if any. A discount amount cannot be entered while entering a
line item on the returned goods, only a percentage.

NOTE: The discount amount / value derived from the discount percentage is not posted to any ledger
account, but the discounted line total is posted to ledger.

Repeat the above steps for each line of the returned goods. When all lines have been entered, press
ESC.

TOTAL

The total field automatically displays the full line total. In other words if the item price is R10.00 and
the quantity is 5 then the line total will display R50.00.
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GENERAL LEDGER ALLOCATIONS

The total amount of the goods returned is deducted from the creditors account and the general ledger
Creditors Control account.

The actual value of the goods being returned is deducted from the Stock On Hand account(s).
The total VAT amount is deducted from the Input Vat account.
PRICE VARIANCES

On returning goods to suppliers, if there is a discrepancy between the weighted average unit cost
price of the item, and the actual value at which the goods are being returned, the difference (i.e. the

cost price variance) will be adjusted against the item's cost of sales account. The adjustment would

come from the Stock On Hand account.
CREDIT ALLOCATION
Return to supplier’s credit allocation in most cases must be allocated to a specific goods received

voucher. The answer to the confirmation message, “Allocate to Oldest” should always be No.

Account Particulars

Current 7686.28
Account Number ¥YZ001 Comments 30 Days 0.00
Mame XYZ Wholesalers 60 Days 734.28
- Q 90 Days 0.00
i Currency ZAR
120 Days 0.00
I Enterprise “
. ALINE T it 150 Days 32795.98
180 Days 101 294,80
Unzllocated -3015.55
Total 139 495.79
Invoices and Other Credits Payments and Other Debits
Date |Hafarence Amount Outstanding SubAcc ~ |Dale |Heference Amount Available Sub Ace -
_|09/02/2011 1259 399.00 0.00 P|13/03/2012 |March12 3118.50 0.00
_UQ;"UEJ"ZDII 343 1057.00 0.00 23/03/2012 Chegue 10 32516.30 0.00
o 14/09/2011 87 48567.80 0.00 08/02/2013 |2 6 700,00 0.00
| |12f10/2011 |23 10 440.00 0.00 18/03/2013 |RTS7 54.72 0.00
_|28/12/2011 DSF 300.00 0.00 19/03/2013 | PMO01 0.00
_|03/01/2012 |7887 439.50 0.00 27/03/2013 RTS8 3015.55
| 27/06/2012 ASDFA 310.00 B84 334.80
_US;"OQIZDIZ XINV12345 50.00 15950.00
27/09/2012 101 1000.00 .
03/10/2012 345 12 813.60 This is the return of gOOdS
_|03/10/2012 5465 — — (RTS) that can be allocated
_|17/01/2013 This is the original GRV that . h Tl
against the original GRV.
_[01/03/2013 OBOO1 was captured
L 18/03/2013 XYZINVTS p )
L 27/03/2013 XYZINV7S 5 557.96 5557.96
v v
Dehit Actions Search Actions Combined Actions Credit Actions
FReverse Payment Search Credits Pay Matched Entries Oldest Balances Selected item Allocate All to Oldest Balances
Toagle Status Search Debits Fiemove Completed Entries Reverse All Payments Allocate Up to Selected
Shaw Matched Payments Visible Fields Recall an Entry Reverse Selected Credit Show Paid [tems

Stock
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STOCK LISTS
Select the Stock menu, then the Reports menu option followed by the Stock Lists option.

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts - = X

IQEntCrprisc

Image Available Filters

Clear Filter
BOQ Items
Mult Bin Ttems
Stock items

Stock Image will be displayed here

Code Description Barcode Dept [Bin Packsize Onhand Retail Price |Supplier ~
1

|_|TSMG50102 Golf T-5hirt - Black - Medium 6009660900686 008 1 137.00 64.05 TT45
|_|TSMGS0103 Golf T-Shirt - Black - L TSMGS0103 008 1 347.00 53.90 TT9%6
|_|TSMG50104 Golf T-5hirt - Black - XL TSMGS0104 008 1 74.00 50.05 TY98
|_|TSMGS0201 Golf T-Shirt - Brown - Small TSMGS0201 008 1 84.00 6170
|_|TSMGS0202 Golf T-Shirt - Brown -M TSMGS0202 008 1 0.00 74.15
|_|TSMGS0203 Golf T-Shirt - Brown -L TSMGS0203 008 1 0.00 62,25
|_|TSMGS0204 Golf T-Shirt - Brown - XL TSMGS0204 008 1 0.00 141,40
|_|TSMGS0301 Golf T-Shirt - Red - § TSMGS0301 008 1 0.00 95.10
|_|TSMGS0302 Golf T-Shirt -Red -M TSMGS0302 008 1 0.00 1704.30
|_|TSMGS0303 Golf T-Shirt - Red - L TSMGS0303 008 1 0.00 142,00
|_|TSMGS0304 Golf T-5hirt - Red -XL TSMGS0304 008 1 0.00 56.65
|_|TSMGS0401 Golf T-Shirt - Blue - 5 TSMGS0401 008 1 0.00 142.00
|_|TSMGS0402 Golf T-Shirt - Blue - M TSMGS0402 008 1 0.00 60,65
|_|TSMGS0403 Golf T-Shirt - Blue - L TSMGS0403 008 1 0.00 56.65
|_|TSMGS0404 Golf T-Shirt - Blue XL TSMGS0404 008 1 283.00 105.20
|_|TSMGS0501 Golf T-Shirt - Green -5 TSMGS0501 008 1 0.00 56,65
|_|TSMGS0502 Golf T-Shirt - Green - M TSMGS0502 008 1 0.00 55.45
|_|TSMGS0503 Golf T-Shirt - Green -L TSMGS0503 008 1 0.00 58.75
|_|TSMGS0504 Golf T-Shirt - Green - XL TSMGS0504 008 1 0.00 56,65
|_|TSMGS0601 Golf T-5hirt - White - 5 TSMGS0601 008 1 0.00 59.30
|_|TSMGS0602 Golf T-Shirt - White - M TSMGS0602 008 1 0.00 55.90
|_|TSMGS0603 Golf T-Shirt - White - L TSMGS0803 008 1 0.00 56,65
|_|TSMGS0604 Golf T-Shirt - White - XL TSMGS0604 008 1 0.00 56,65
|_|TSMGS0701 Golf T-Shirt - Grey -5 TSMGS0701 008 1 0.00 41.95

TSMGS0702 Golf T-Shirt - Grey -M TSMGS0702 008 1 0.00 67.15 v
Record Count: 32

T & = » = =
. S 1 f = B o 7} [
Select Visble Fields Copy Expart Imports Filter search Add Edit Delete Gridmode Edit Batches

AVAILABLE REPORTS

COMPLETE LISTING

This option produces a report listing all relevant information on the stock items which were
selected. This information will be the same as the retail price list but will also include the date last
moved, unit cost, quantity on hand and the value of stock.

ITEM CODE AND DESCRIPTION
This option prints a stock list detailing the stock code, description, group, pack size and pack
description.

PRICE LIST
This option will print a retail price list of all or selected stock items detailing the stock code,

description and the selling prices inclusive and exclusive. This report will also give the option to
print the price list for all 5 different selling prices.

STOCK TAKE LIST

Selecting this option will print a stock list detailing the stock code number, stock description, stock
department, date last moved, bin location and physical. It will allow you to enter the physical stock
amounts.

TOTAL STOCK VALUE ONLY
This report will produce a printout of the total cost of all items which were selected.
STOCK LISTING AS AT DATE

The stock listing as at date report allows one to specify a date and then draw the report with
figures as they were on that day.

WAREHOUSE REPORTS

The warehouse reports option allows one to print warehouse related reports. This means that for
all the multiple warehouses, one is able to draw different types of warehouse reports.
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SORT ORDER

Use the Report Sort Order option to print the various report types in either account number, name,

barcode, description, department, bin location and supplier code sequence.

Price List

[QRetail (PTY)LTD Date Printed: 06/02/2009 Lofl
Stock Take List

Data Filter: No Filter Spadfied
Code Description Dept  Date Last Moved On Hand BinLoc Physical
1001 Castle Case 001 0.00
1002 Castle Bpack 001 301211899 0.00
1003 Castle Single 001 23/01/2009 4800
|QRetail (PTY) LTD Date Printed: 06/02/2009 fof

Stock(Complete Listing)

Data Filter: No Filter Spedfied Currency: (R)
Code Description Dept  Sellprice (Inc) Avrg Cost OnHand  Value (AvCost)
1001 Castle Case 001 12000 7548 000 0.00
1002 Castle Bpack 001 2400 3114 000 0.00
1003 Castle Single 001 6.00 6.29 4800 30190
IQRetail (PTY) LTD Date Printed: 06/02/2009 fofl

Price Selected: RetailPrice

Data Filter; No Filter Specified Currency (R)
Code Description Sellprice (Incl Sellprice (Excl
1001 Casfle Case 12000 105.26
1002 Castle Gpack 2400 2105
1003 Castle Single 6.00 526
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FILTERING EXAMPLE

The following filter involves the printing of a report that excludes all items that are Labour and Non-

Stock related.

1. Select the Filter button. The filter
screen will appear next. Select the"
press the button to add a new
condition” option. Locate the Code
field and select it. Then select the
“does not equal” option next to the
Code.

2. Now click the white area next to
the “does not equal” option and enter
the code of the stock item (to exclude
labour and non-stock related items
form the list). Do not press Enter or
click the Apply button.

3. In order for our filter to work
successfully, we need to duplicate the
first part of the existing filter except
for the item code. This is because we
need to specify the other item code
that we want to exclude.

NOTE: Should you have accidentally
selected the Apply Filter button or
pressed Enter, at any point during the
filter setup select the Filter button
again to have the filter screen
displayed again. The previous
captured information will still be
available allowing you to continue
where you left-off. However, if you
escaped out of the stock list screen
this information would have been lost.
It is therefore important for any filters
that have been setup and are
required to be used repeatedly, need
to be saved after the filter has been
applied or completed.

4. Select the Apply Filter button to
have the filter selection applied and
return to the stock list screen. The
stock list report screen will now reflect
the result of the filter that has been
applied and should reflect stock items
that are not labour or non-stock items
as setup in stock maintenance. If not,
select the Clear Filter button and
repeat the previous steps to setup the
filter again.

al Advanced

Filter | AMD  <roots

press the button to add a new condition

|| R ¥ ||| @
Load Save Apply Clear ESC Cancel
A\

\

Mormal | Advanced

Filker | AMD <root:
o[ ] CODE ke [T

press the button to add a new condition

B T "4 B U

Load Save Apply Clear ESC Cancel

A\
\

Nomnal | Advanced

Fiter| AND <rot>
.| LCODE ke
|| CODE ke NC

press the button to add a new condition

B W "4 = U

Load Save Apply Clear ESC Cancel
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5. A new method of filtering allows one to have it done step by step. The other way of filtering is to
do it a manual way. In order to do a manual filter, select the "Advanced” tab next to the “Normal” tab
and proceed by entering the necessary values. Once finished the apply option may be selected.
Utilizing the new method requires that the necessary field names in the database are known and that
the understanding of logical and relational expressions are required.

Marmal | Advanced

Changes here will over write Normal filterin

(CODE LIKE 'LABOO1Y) AND {CODE LIKE NOMNSTK)

k%) T v _" U

Load Save Apply Clear ESC Cancel

NOTE: Now that the filter has been completed select the Save Filter button so that the filter can
saved and re-used again. Saved filters can be used again by selecting the Filter in the Available Filters
option on the top right hand side of the screen. There is an unlimited amount of filters that can be

configured and saved.

Enter filter name

|N-:|r'| Stack, |tems

ak. | Cancel

To cancel a filter, select the Clear Filter button at any time.
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AUDIT TRAILS & HISTORY REPORT

Select the Stock Audit Trails option from the Stock Report menu option. Every transaction that
involved a stock item will form part of the audit file. A separate audit trail number is created every
time you process and entry via Customer Invoicing, Goods Received Vouchers, Adjustments,
Transfers, POS, etc.

During month-end, all stock transactions are transferred to the history file automatically, and stored
there until such time that they are manually deleted using the Delete History option.

NOTE: Should the stock month end procedure not be performed each month the stock transaction file
that is supposed to store only the current months transactions will rapidly increase in size. This will
cause all reporting, enquiries and the accessing of the audit report to become very slow.

WHY USE THE AUDIT REPORT

Basically an audit report is a report, listing all transaction (invoices, credit notes, payments, etc.) that
have been posted that depict information like the date, reference, amount audit trail numbers, profit,
etc., for the given selection (filter) criteria. The audit report can be used in many ways to extract sales
information, payments made, credit notes entered with summary totals being printed. One can even
extract the invoice(s) for a certain client for the day.

SORT ORDER
The sort order allows one to sort the existing list of transactions into the following Stock Code,
Transaction Code or Date.
SELECTION
The selection option allows one to either view the current information or historical information.
REPORT TYPE

The report type allows one to select a different layout. This means that if a document is recalled then
that document may be printed on a different layout.

Sort Order Selection Report Type Available Filters
I

Click on any of the sort order options to
have the data sorted accordingly.
Selected sort order will have the column

(®) Unsorted (@) Layout 1

L]
IQ - () Stock Code
wN Enterprise

() Transaction Code

'.§' Current Transactions -':: JLayout 2

(C)Layout 4

Oty L) s heading sorted accordingly.
\_)Date ()Layout &
Data
Murnber | Code |Dale Reference |DC |TCode |ACDde | Amountl GLAuditl Uniquel -
] 1191 RCO01 06/03/2013 INV295 c N
H 1132 RCO02 06/03/2013 INV295 [ N T
i et e B T The TCode column indicates @
| 1194/B0Q002 18/03/2013 MAN15 £ BM type transaction and source
B 1135 BOQD03 18/03/2013 MAN16 c BM ;
i 5 e s e = . document. Other available types
| 1197 BOQOO1 18/03/2013 MAN16 D BM are,
| 1198 BOQOO2 18/03/2013 MAN17 € BM
| 1199 BOQDO3 18/03/2013 MAN17 c BM .
| 1200 BOQO04 18/03/2013 MAN17 € BM IN = Invoice
| 1201 BOQOD1 18/03/2013 MAN17 ] BM CN = Credit Note
B 1202 BOQO02 18/03/2013 MAN18 D BD _ -
| 1203 BOQOO3 18/03/2013 MAN18 D BD PU = Goods Received
| 1204 BOQOO4 13/03/2013 MAN1E o BD RT = Return to Supplier
B 1205 BOQOO1 18/03/2013 MAN13 c BD _ Ri :
| 1206 | COKOO1 18/03/2013 INV297 c N BM = Bill of M?terlals
B 1207 COKOD1 18/03/2013 CRN19 D o AJ = Stock Adjustment
| 1208 |COKDO1 18/03/2013 XYZINV754 D PU TI = Transfer In
| 1209 COKDO01 18/03/2013 RTS7 g RT
| 1213 COKDO1 18/03/2013 P.0.5 180 £ I TO = Transfer Out
| 1214/COK001 18/03/2013 P.0.5 1-80 c N
| 1215 COKOO1 18/03/2013 P.0.5 181 D N :
1216 COKOO1 18/03/2013 Damage C al AQ

ol 1217 |MONQO1 18/03/2013 P.0.5 185 e Im | |

b 4 IE = - & = @ | Ly

: 1 = © i A L 7§ -
Filter Select Yisible Fields Search Advanced Sort Export G.L Audit Preview Design Document Print
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SELECT VISIBLE FIELDS

The select visible fields option allows one to select additional fields that are not visible on the current
audit trail screen.

SEARCH

The search option allows one to search for additional information that cannot be seen or found on the
audit trail screen.

ADVANCED SORT

Select this option to open the Grouping by common data dialog box. Here the transactions can be
listed according to any of the fields (column headers). Right-click on a title / field / column header to
group by that field. Then Left-click on the title to set the sort order ascending / descending.

EXPORT

Select the export option in order to export the existing on screen information into any of the following
formats (CSV, TXT, HTML, XML and XLS (Excel)).

GL AUDIT

The GL Audit option allows on to view the audit trail of the selected transaction. This will show exactly
what general ledger accounts were affected and by how much.

DOCUMENT

Should there be a requirement to recall (view or print) a document as it was processed on the day
select the Document option. Make sure that the correct transaction has been highlighted before
selecting the Document option.

NOTE: The Document option unfortunately only applies to the following transaction types (i.e.
where the CODE column has one following codes);

IN — Invoice

CN — Credit Note

PU — Goods Received Voucher
RT — Return to Supplier

VIEWING OLD TRANSACTIONS

In order to view historical transaction select the specific month this will show the transactions for that
specific month. If the stock month end has never been performed, historical stock transactions will
still be able to be viewed because the system is purely date driven.

SELECTION CRITERIA & FILTERING

Should the report type be printed for certain clients and certain (e.g. accounts that are over their limit
or terms or for a certain status code or area) conditions select the filter button to enter such criteria.
If previous filters have already been setup use the Available Filters option on the top right hand corner
of the screen to access these previously saved filters.

NOTE: The filter button enables a selection criteria to be entered. By default the selection criteria will
include all transaction for the specific month. If all transactions need to be show, click the Show All
option.

SORT ORDER

The report may be printed in unsorted sequence, or may be sorted in stock code, transaction code or
date sequence. When sorting the transaction audit list into a specific sequence, the report will take
considerably longer to process, especially, if the transaction file is a considerable size. Summary totals
will always be printed, regardless of the sequence option selected here. Summary totals are printed at
the end of the report.

NOTE: Each time the sequence option is changed, the screen will automatically update according to
the sort order that was selected.
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FILTERING EXAMPLE

The following filter involves the printing
of a report that includes all invoices for
department 001 (castle department)
that where done on specific day and are
sorted according to the stock code.

1. Select the Filter button. The filter
screen will appear next. Select the
“press the button to add a new
condition” option. Locate the TCode field
and select it. Then select the “equals”
option next to the TCode.

2. Now click the white area next to the
“equals” option and enter the
transaction code (to extract all invoice
related transactions from the stock audit
trail). Do not press Enter or click the
Apply button.

3. Select the “press the button to add a
new condition” option. Locate the
Department field and select it. Then
select the “equals” option next to the
Department.

4. Now click the white area next to the
“equals” option and enter the
department code (extract all 001
department invoice related transactions
from the stock audit trail). Do not press
Enter or click the Apply button.

5. Select the “press the button to add a
new condition” option. Locate the
TXDate field and select it. Then select
the “equals” option next to the TXDate.

6. Now click the white area next to the
“equals” option and enter the
transaction date to (extract all 001
department invoice related transactions
from the stock audit trail for a specific
date). Do not press Enter or click the
Apply button.

7. Select the Apply Filter button to have
the filter selection applied and return to
the stock audit trail screen. The stock
audit trail report screen will now reflect
the result of the filter that has been
applied and should reflect stock
transactions that only have the CODE
(transaction code) set to “IN” and
Department equals “001” and for a
specific date. If not, select the Clear
Filter button and repeat the previous
steps to setup the filter again.

ormal | Advanced

Filker | AMD <root:

press the button to add a new condition

) SRR SV =S %

o
Load Save Apply \\\ Clear ESC Cancel

Homal | Advanced

Filker | AMD <root>
o] ICODE lke N

press the button to add a new condition

B H "4 -2 U

Load Save Apply Clear ESC Cancel

A
\N

Momal | Advanced

Filter | AMD  <roots
-[.] TCODE lke I

press the button to add a new condition

\ — =
B TN v B (X

Load Save Apply Clear ESC Cancel
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Homal | Advanced

AMD <ooty
TCODE ke 1M
DEPARTMEMT ke 001

8. Once the necessary query Filter
has been made, select the b
preview button to direct the o
output to the screen or select L
the print button to direct the
output to the printer.

THDATE  eausls 2

press the button to add a new condition

9. A new method of filtering
allows one to have it done
step by step. The other way
of filtering is to do it a manual

way. In order to do a manual
filter, select the “Advanced” ; i
tab next to the “Normal” tab B H
and proceed by entering the
necessary values. Once
finished the apply option may
be selected.

L )

e

Load Save Apply Clear

Mormal | Advanced

ESC Cancel

Changes here will over write Normal filtering

Utilizing the new method
requires that the necessary
field names in the database
are known and that the
understanding of logical and
relational expressions are
required.

(TCODE LIKE 'IN?) AND (DEPARTMENT LIKE '001') AND (TXDATE = '2013-03-27)

|| 4| @ || B

Load Save Apply Clear

Sort Order Selection Report Type Available Filters

ESC Cancel

Clear Filter
BLACK FEE 2011
PU - AUG

(®) Unsorted (@) Layout 1
(®) Current Transactions () Layout 2

() Stock Code (O)Layout 3

.
'Q_E11tcrprisc

(") Transaction Code (Olayout 4
() History (Olayout 5

O Date (layout6

Mumber| Code Reference

P T P T

Although both of these entries are sales or invoice entries, they
were not processed in the same way. The one was processed via
Stock Customer Invoicing, and the other was done via POS cash
sales. The one that has the reference reflecting P.O.S 1-1 was

done via POS and the other via customer invoicing. The 1-1
stands for Till 1 and sale number 1, respectively.

% £ I 9 f i

Advanced Sort Export G.L Audit Preview Design Document

]

) § LE

Filter Select Visible Fields Sears

Gy

Unique| »

[} ] -
El ]l
ER S
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NOTE: Now that the filter has been completed select the Save Filter button so that the filter can
saved and re-used again. Saved filters can be used again by selecting the Filter in the Available Filters
option on the top right hand side of the screen. There is an unlimited amount of filters that can be

configured and saved.

Enter filter name

|Irw::|in::e Tranzaction for Departrment 007|
] | Cancel |

To cancel a filter, select the Clear Filter button at any time.
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LABEL PRINTING

Stock label printing is used to print stock labels, shelf talkers and bar-coded stock labels. Labels can be
printed in any format, using a number of different bar code types (e.g. Code 39, EAN13, EAN128, etc.).
Some bar-code types make provision for numeric values, and some make provision for alpha-numeric
values. Barcode type EAN13 is for numeric only item codes that are 12 characters in length, and Code39 or
Code 3 of 9, is for alpha-numeric item codes of any length. Ensure that the barcode used in the report
template makes provision for the item code or barcode structure in use.

SORT ORDER

This is the order in which items are displayed on the data grid, and the order in which the labels for
each item will be printed. To change the sort order, click on one of the available sort orders.

Sort Order Label Quantities Label Type Available Filters

(@) Code (®) Print using onhand quantities (®) Barcode Labels Layout 1 ;:ear r
® i Shirts
() Barcode = -
I F . - (_)Print 1 Barcode for each (_! Barcode Labels Layout 2
‘ﬂt(.‘rpﬂ s€ (") Description
e () Spedfy A Quantity For All Items (! Barcode Labels Layout 3
() supplier Code (") User Defined Label Quantities (") Shelftalker Labels
Frinting Quick Labels to Preview [Cirl-F3) a
Data
Code | Drescription Dept SubDepart Bin Sell Price On Hand Label QTY| ~
LT‘SMGSU 101 Golf T-Shirt - Black - Small oo8 0003 R 70.65 51.00 4]
| TSMGS0102 Golf T-Shirt - Black - Medium oo8 0003 R 64.05 102.00 0
| |TSMG50103 Golf T-Shirt - Black -L 008 0003 R 53.90 342.00 0
_|TSMGS50104 Golf T-Shirt - Black - L 008 0003 R 50.05 56.00 0
_|TSMGS0201 Golf T-Shirt - Brown - Small 008 0003 : 89.00 0
| TSMGS0202 Golf T-Shirt - Brown -M 008 0003 0.00 o]
| TSMGS0203 Golf T-Shirt - Brown -L oo8 0003 X 0.00 0
| TSMGS0204 Golf T-Shirt - Brown - XL 008 0003 i 0.00 0
_|TSMG50301 Golf T-Shirt - Red - 5 008 0003 . 0.00 0
_|TSMGS50302 Golf T-shirt - Red -M 008, 0003 5 0.00 0
TSMGS0303 Golf T-Shirt - Red -L . . 5 0.00 o
| TSMGS0304 Golf T-Shirt - Red XL The La bel Qty COIumn Indlcates R 56.65 0.00 0
| msmMes0401 Golf T-Shirt - Blue - 5 how many labels will be prmted, 142.00 0.00 0
TSMGS0402 Golf T-Shirt - Blue -M R a R 60.65 0.00 0
_|TsMes0403 Golf T-Shirt - Blue - L but is only e_ff_ectlve _Whe_n the R 56.65 0.00 0
| rsmes0a04 Golf T-Shirt - Blue XL Label Quantities option is set to 105.20 293.00 0
| TSMGS0501 Golf T-Shirt - Green - 5 User Deﬂnable Quantltles R 56.65 0.00 [u]
| TSMGS0502 Golf T-Shirt - Green - M R 55.45 0.00 0
| TSMGS0503 Golf T-Shirt - Green -L 008 0003 R 58.75 0.00 0
_|TSMGS50504 Golf T-Shirt - Green - XL 008 0003 R 56.65 0.00 0
| |TSMGS0601 Golf T-shirt - white - 5 008 0003 R 59.30 0.00 0f
— — —= / =
Lo —] by -
1 i ks - LY/ = = @
Select Visible Fields Filter Search Preview Design Quidkdabels Print Zero Label Qty

There are four types, Barcode Labels Layout 1, Barcode Labels Layout 2, Barcode Labels Layout 3 and
Shelf talker Labels. The reason for the four options is to facilitate the complex requirements that some
barcodes can be printed in different formats. By default the Barcode Labels Layout 1 is selected.

NOTE: The design of the actual layout must be done via the label design option.
BARCODE PRINTER

Any barcode printer can be used as the normal windows based driver is utilised when printing labels
for stock items.

LABEL QUANTITIES
The label quantities are selected here. Please select one of the available label quantity methods.
PRINT USING ON HAND QUANTITIES

The amount of labels to be printed for each item is defined by the value in the on hand field on the
data grid. If there are 21 units of the item on hand, 21 labels will be printed for the item.

PRINT ONE BARCODE FOR EACH
One barcode will be printed for each item displayed in the data grid.
SPECIFY A QUANTITY FOR ALL ITEMS

When this option is selected, a small text box will be displayed, where the item quantity can be
entered. If a value of 5 is entered here, 5 labels will be printed for each of the items displayed on
the data grid.
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USER DEFINABLE LABEL QUANTITIES

Selecting this option allows the user to specify a label quantity for each of the items on the data
grid. Double click on each of the items to specify a quantity for each item.

LABEL TYPE

There are four layouts one can choose from. These layouts are user definable. You decide what each
label layout should look like. Make sure that the correct layout is selected when printing or designing
the labels.

FILTERING
Use the filter option to filter for selected stock items, departments or other filter criteria selections.

HINT: The filter option can be used to filter only for selected stock items, departments or item code
ranges.

PRINTING LABELS

Select the Print option to have the labels on displayed on the screen. Once the previewed, select the
printer icon to start printing. Before printing make sure that the label layout has been selected.

QUICK LABELS

Click on the Printed Selected option to print a barcode(s) for the highlighted item. The number of
labels that will be printed will depend on the Label Quantity option, i.e. if the label quantity option has
been set to “print using on hand quantities” the mount of labels printed will be equal to that of the on
hand quantity. If the on hand quantity is zero or negative, no labels will be printed.

DESIGN

Utilize the Design option to create or modify the selected label layout. One can use four different
layouts. One could be, for shelf talkers (those labels that appear on the shelves showing the barcode,
price and description of the item), another could be Barcode Labels Layout 1 that stuck onto items.
The third layout could be used for general labels that may not include a barcode and the fourth is
entirely up to you.

Before selecting the Design option make sure that the correct label layout has been selected.

|0 &k .lJA\j@ a| & | | | i [ E
|[ -| T arial -0 - BZIUI|BTAYY| ==
[k code |Data  Pager |

/This is a list of available fields
that are derived from the stock | * €
© s et s oy o| label master data table.

@ = @ ————————1x
| B3 Page1 ” . bata IVEnab\es! Fun(ﬂ_’!
[®§ -4 MasterDatal =13 stock A
Ty (i) BarCode 1 - [£] UsePricelnd
= - i Memo1 (] usePriceExc
Memao2 u CostCode
Bs - A Memo3 v CODE
= || | ||||| ||| |||||\|||||I\[
A ,—EPagelzTﬁxRaporﬂ’age = - Code: [LabelsMaster, "COD GENCODE
[ Dascrlphon [Stock. ‘DESCRIPT']
) m‘ﬂlj_ = brice (Inc): [(<Stock. "SELLFINC 17]
=8 [ BackPicture assigned) =] A k .
= i R i LCumpany‘ [CompanyTable, "COMPANYNAMT
] | BackPictureVidI True SUBDEPARTM
ij] BoItmmMarglrl.dN TTEMCATEGORY
- Color one
1;} Columns 0
. | Dataset (ot - -
Dipke ldte | This is the ruler measurement for the label.
ﬁj exemedle M- It will print label according to this size
| i A A
e regardless of the amount of information that
[ Frame xFrame .
LergeDesign [ False been placed on the layout. Move the Detail ] PREVAELLPRICE:
e : band up or down to increase the size of the o R
Name Pagel i label. SELLPRICEZ
Orientation poPortrait SELLPRICE3
OutlineText SELLPRICE4
PageCount 1 SELLPRICES
PaperHeight 22 SELLPRICES
PaperSize  Custom SELLPRICE7
Paperiidth 11 SELLPRICES
PrintIfEmpty ) True SELLPRICES
PrintOnPrevie ] False SELLPRICE10
ResetPageN.[ ] False . . . SELLPINC1
RightHargin 1 - A detailed guide on how to use the report builder & seuemes
L —| is discussed later. See Report Designer chapter. m=re R
BackPicture

[The background page picture

¥ Create field
[~ Create caption
v [ Sortby Name

Centimeters  |™16.43; 6.99 Pagel

Another important aspect when designing the label layout is to make sure that the number of labels
that must be printed on a page. If printing on an A4 size page, the number of labels across is
normally 3. The number of labels down the page is calculated from the height of the label. If printing
on continuous fed labels (dedicated barcode printer) the number of labels across is usually 1.
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The number labels across and down the page can be altered via accessing the Page Settings option
found under the File Options Menu.

ZERO LABEL QUANTITIES

This option will reset the label quantities for each item to zero.

Type of Bar

Paper Other options l

Columns

Mumber 5 ﬁ

Width 1.80 on

Positions 1.80 Here one is able to specify the
o= number of columns if there are
7.20 2 or 3 or 4 labels needed to

print across the page.
A
Qther %

[~ Print to previous page

[ Mirror margins

[ Endless page width

[~ Endless page height

[ Large height in design mode

Duplex |Default L]

oK | Cancel

Paper lOH‘ler options ]

Size

Width 21 cm

Height 2970 am

Orientation
{* Portrait
@

" Landscape

Margins

Left 1 cm Right 1 cm
Top i cm Bottom i cm
Paper Source

First page |Default |
Other pages |Default |

OK | Cancel

|code 1284

Options

[~ Text

=
[~ Calc Chedksum Zoom: |1 j
Rotation
= 0= " 90° " 180° i~ 270°

NOTE: By double clicking on the actual barcode in the design view, allows one to set specific options.
This intern allows one to choose specific barcode types etc...
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MINOR DEPARTMENT

Minor Departments are also known as groups. Which by stock items may be grouped together by utilizing

the minor departments option. Minor Departments are either set up with no relationship between a major

department (i.e. independently) or they can be linked. If they are linked, then each Major Department will

consist of various Minor Departments and each Minor Department will link to only one Major Department.
iQ Default Tables Setup Version 6.0.2.0 [ x|

iQ
| Enterprise
AROTATEVE ACLOURTING S0 FTWARE
| Dehtnrsl Erad\lms‘ Stock |Ledger| Eenelall Services‘
(@) Major Departments () User Defined Table
() Minor Departments () Stock Adjustment Reasons
() Warehouses () Synchronization Setup
() Adjustment Codes () Stock Transfers
(7 Stock Groupings () Stack Colours
(7 Line Item Colours () Stock Sizes
(7 Auto Re-Ordering Formulas () Deliveries and Collections
Setup
iQ Maintain Minor Departments Version 6.0.2.0 |7 ]
Sort Order Available Filters
Clear Filter
. Q (7) Department, Group
| Enterprise
ANOTATIVE ACCOURTING S8 FTWAEE
(@) Group, Department
Group | Department | -
Name | Description |Name [ Description |
0001 Soft Drinks
oooz2 Computers
0003 Clothing
0004 Air Time
0005 Mon Stock
0008 Food
0007 BOQ
0008 Building Mat |
=
0010 Empty
; & )
: & = & &
Filter Expart Search Add Edit Delete Report Options
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MAJOR DEPARTMENTS

Select the Utilities option from the Stock menu followed by the Major Departments option from the
submenu.

Departments are the essence of the stock integration to the ledger. They also provide a quick and easy way
of extracting consolidated sales, purchases, GP% and profit values.

iQ Default Tables Setup Version 6.0.2.2 [

L]
IQF‘.nrcrprisc

Debtors | Creditors SIUCk Ledger | General | Services

@) Major Departments User Defined Table
Miner Departments Stock Adjustment Reasons
Warehouses Synchronization Setup
Adjustment Codes Stock Transfers
Stock Groupings Stock Colours
Line Item Colours Stock Sizes

Auto Re-Ordering Formulas Deliveries and Collections

NOTE: Departments must be setup before creating stock items. The reason for this is that a department
must be allocated to a stock item at the time of creating it. It would be a time consuming job to go back and
edit each and every item and re-allocate the correct department.

As mentioned previously the departments help with the integration to the various general ledger accounts,
but not in a direct way. What's meant by this, is when an item is sold or purchased or adjusted, the system
does not draw the ledger integration information directly from the department file, but rather directly from
the ledger details stored on the item. Why, because the department ledger account details are actually
stored per item in the stock file. Instead of having to enter ledger details per item the ledger details are
entered via the departments and then posted to the individual items. It is easier to edit 20 or 30
departments than to edit 100’s or 1000’s of items.

The department file facilitates two things. Firstly, the facility to reproduce stock reports in a summarized
format by department. Secondly, a simplified way to capture stock ledger integration details.

It is vitally important that when any changes that are made to the ledger accounts for any of the existing
departments that the new information must be accepted. Failing to do this will cause a mismatch between
the actual ledger accounts that are stored on the item and the ledger accounts that reflected on the
department.
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STOCK BRANCH TRANSFERS
WHAT IS STOCK BRANCH TRANSFERS?

Stock branch transfers are physical stock items that are transferred between different branches.

EXAMPLE: If a branch does not have stock of a particular item, utilize the stock branch transfer
option in order to transfer the stock to that particular branch. The stock branch option has two ways
of transferring namely transfer out and transfer in. The first example will be the transfer out.

Display Date Repaort Type Sort Order

(®) Order Number

. Q (@) Current (@) Detall
I & Enterprise OutDoaument

() History () Summary ~
() In Document

Stock Trarsfers | Stock Transter Requests

Available Filters

Clear Filter

Order Humber

Out Document In Document

LISA 06 FEB 13 TRF7 TRF6 001 002
LISA JAM 13 TRF6& TRFS 001 |002 001 001
ORDER NO TRFS TRFS 001 002
TESTING TRAMSF TRF3 TRF2 001 |o002
TTEXAMPLE TRF4 TRF3 001 002

= & L
Search

Filter Transfer Stock

CREATING STOCK BRANCH TRANSFERS
TRANSFER OUT

Transfer Details 5
|Branch Number Warehouse

06/02/2013
09/01/2013
17/07/2012
06/01/2012
06/01/2012

i

Reguest Stock.

Company Details

06/02/2013
09/01/2013
17/07/2012
05/01/2012
05/01/2012

]

360.00 380,00 W
186.93 18693 W
1020.00 10200 W
41.74 4174 v
23.85 2385 W

& A

Delete Report Options

fe Company
a [Transfer From 001 Address 1
I [Transfer To 002 e
o Address 2
WX [onterprise out i G
T SCtuudrieG sifiwkel | (TransferDate  [27/03/2013 = |z7mzemz =1 s
Order Number EORDER454| | Address 4
Email
Items
|Haquesled Code |Code Description OrHand |Quantity |Cosl "
| Cokont | (ST ok Single Can 468 1.0000 5.393

v
Transfer Summary
Transfer Value 6.00
Total 6.00

al
=

Search Design

©

Process Flash
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TRANSFER DETAILS
BRANCH NUMBER

The branch number field shows the branch where the transfer is coming from. In other words this will
be the branch where the goods are being transferred from.

WAREHOUSE

The warehouse option allows one to choose a specific warehouse where the goods are being
transferred from. In other words the warehouse could be a place where goods are just stored for
transferring purposes.

TRANSFER FROM

The transfer from field shows the company from where the goods will be transferred. Meaning that
the goods will be transferred form the selected company into another company.

TRANSFER TO

The transfer to field shows the company to where the goods will be transferred to. Meanings that the
goods will be transferred from another company into the selected company.

TRANSFER DATE

The long description allows one to enter a long description per item on the quote. This is helpful when
additional information is need per stock item or at the end of the quote.

ORDER NUMBER

The order number field allows one to enter an internal order for the transferring of the goods to the
different branches. This option is very handy when one needs to keep track of transfers between
different branches.

NOTE: Once the relevant stock items have been added to the transfer, select the process option in
order for the system to transfer out these stock items. Upon process the system will generate a
transfer out document.

COMPANY DETAILS
COMPANY
The company field displays the Company / Branch hame where the goods are being transferred to.
ADDRESS 1, 2, 3,4

The address fields 1 to 4 displays the physical address of the company / branch where the goods are
being transferred to.

ITEMS CODE
The code field is the where the stock item is selected from the drop down list.
NOTE: If the code is known then it may be typed in.
DESCRIPTION
The description field shows the description of the item that will be transferred.
QUANTITY

The quantity field is where the quantity of the item is entered. This means that the quantity that is
entered will be the quantity that will be transferred out to the other branch.

COST

The cost is the actual stock items cost price. This cost will be used for transferring the goods to
another branch.

SEARCH

The search option allows one to search for any or specific information regarding a transfer or
transfers.

DESIGN

The design option allows one to design the existing report layout.
PROCESS

The process option allows one to process the current transfer.
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IQRetail (PTY)LTD Date Printed :13/01/2009 09:57:43 Page No 1
Stock Transfer Document
b t oF3 Address:
ocument: -
Document: 124 Marine Drive
From Company: 001 From Location: 001 Miami
To Company: _DM To Location: 002 Florida
Code Description QTY Avrg Cost Line Total
1003 Castle Single 12.00 281 30
3001 Vodacom 110 500 8772 43860
3002 MTN 100 Card 10.00 78.95 789 47
1001 Castle Case 400 0.00 0.00
Total Value: 126184
Total ltems: 31.00
*%%X END OF REPORT ***
TRANSFER IN

L]
'Q.Eﬂ.f-?fpfisc

'Ou'ds'é'nding Transfers

Drocument

Order Number

30/12 .
30/12/1899 90.00
001 |002 002 001 27/03/2013 30/12/18%9 650.00

(%) v

Cancel Accept

NOTE: The very first time a transfer in is done; the system will look for any existing pending transfers that
need to be processed.
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OUTSTANDING TRANSFERS
ORDER NUMBER
The order number field shows the order number as it was entered on the transfer out document.
DOCUMENT OUT

This field shows the document number that was generated by the system automatically when the
transfer out was processed.

DOCUMENT IN

This field will shows the document number that was generated by the system automatically when the
transfer in is processed.

BRANCH OUT

This field shows the branch from where the items are transferred out from.
BRANCH IN

This field shows the branch where the items are being transferred to.
LOCATION OUT

This field shows the warehouse location from where the items are transferred out.
LOCATION IN

This field shows the warehouse location to where the items are being transferred.
DATE OUT

The date out field will automatically be updated as soon as the transfer out has been processed.
DATE IN

The date in field will automatically be updated as soon as the transfer in has been processed.
TOTAL OUT

The total out value is the value of all the stock items that are being transferred out. These values are
the cost of the items therefore these will be exclusive values.

TOTAL IN

The total in value is the value of all the stock items that are being transferred in. These values are the
cost of the items therefore these will be exclusive values.

CANCEL

The cancel option will exit the current screen and the processing of the transfer in will not take place.
However the transfer in can be done at a later stage.

ACCEPT
Select the accept option in order to proceed and capture the transfer in.
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L]
IQRntcrpri_sc

Oudstanding Transfers

D ocument ‘ Location |

Order Mumber
2 TRF9 001 002 27f03f2013 30/12{1899 90.00 0.00
3 TRF10 001 o2 00z 001 27/03/2013 30/12{1839 650,00 0.00

%) L 4

Cancel Accept

TRANSFER DETAILS

BRANCH NUMBER
The branch number field shows the branch where the transfer is coming from. In other words this will
be the branch where the goods are being transferred to.

WAREHOUSE

The warehouse option allows one to choose a specific warehouse where the goods are being
transferred. In other words, the warehouse could be a place where goods are just stored for
transferring purposes.

TRANSFER FROM
The transfer from field shows the company from where the goods will be transferred. Meaning that
the goods will be transferred form the selected company into another company.

TRANSFER TO
The transfer to field shows the company to where the goods will be transferred to. Meanings that the
goods will be transferred from another company into the selected company.

TRANSFER DATE
The long description allows one to enter a long description per item on the quote. This is helpful when
additional information is need per stock item or at the end of the quote.

ORDER NUMBER

The order number field allows one to enter an internal order for the transferring of the goods to the

different branches. This option is very handy when one needs to keep track of transfers between
different branches.

ITEMS
ORIGINAL CODE

The original code field is the original code that was used when the item was transferred out.

NOTE: The original code is the code of the item as it was transferred out. If the item codes in the

different branches are different then the new code field will show the item code as it is in the other
branch.

NEW CODE
The new code field is the new code that was used when the item was transferred out from the

other branch. However the new code will only show a different code if the item codes between the
2 different branches are not the same.
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DESCRIPTION

The description field shows the description of the item that will be transferred in.

QUANTITY

Stock

The quantity field is where the quantity of the item is entered. This means that the quantity that is
entered will be the quantity that will be transferred out to the other branch.

COST
PROCESSED

The cost processed is the actual stock items cost price that is used at the time of the transfer. This

cost will be used for transferring the goods out to another branch.

ADDITIONAL

The cost additional option is there to add any additional costs to transfer of the goods. This may be
additional costs like courier fees or collection fees.

SEARCH

The search option allows one to search for any or specific information regarding a transfer or

transfers.
DESIGN

The design option allows one to design the existing report layout.

PROCESS

The process option allows one to process the current transfer.

Diving International Date Printed :13/01/2009 10:25:18 PageNo 1
Stock Transfer Document
b t - Address:
ocument; .
Document: 124 Marine Drive
From Company: 001 From Location: 001 Miami
To Company: DM To Location: 002 Florida
Code Description QTy Avrg Cost Line Total
1003 Castle Single 12.00 281 3377
3001 Vodacom 110 5.00 8172 438,60
3002 MTN 100 Card 10.00 78.95 789 47
1001 Castle Case 400 0.00 0.00
Total Value: 1,261.84
Total ltems: 31.00
**%X END OF REPORT ***
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STOCK ADJUSTMENTS

Select the Utilities option from the Stock menu followed by the Adjustments option from the submenu. Use this
option to adjust discrepancies between stock levels reflected on the computer, and stock levels counted during

the physical stock take.

Sort Order Parameters Available Filters
®)Code Date 240472013 | C\E‘?r F\\:Er
) General Code Golf T-Shirts
iQ re Ledger Account | 3510.000.000.00 v T-shirts
o g ) Department
n F,nrcrp [1S€ ) Supplier Code [] Automatically Disable Editing After Adjustment
)Barcode
) Bin Location
(3 Main Supplier Reporting Ttems - Adjustments Not Allowed
Code Description General Cods Barcode Department|hain Supplier  |Average Cost | Latest Cost Onhand _ [NewCost New Onhand | ~
¥z003 Cheese kG 20000002003 il 25,0000 25,0000]___37.0000) 25,0000
2007 Cheese kg 21000002007 o 15,0000 15,0000 4.0000 15,0000 4.0000
ABCOO1 ABC Classification - Class A ABCODT o 100.0000 100.0000]_ 50.0000 100.0000 50.0000
ABCODZ ABLC Classification - Class B it 50.0000 50,0000 0.0000 50.0000 0.0000
ABCO03 4B Classification - Class C o 0.0000 0.0000 0.0000 0.0000 0.0000
BHWOOT BOOK - How to make a burger BHwONT o ABCODT 5253451 525 3451 30.0000 525 3451 30.0000
BMO1 Cement BMODT o0z ABCOOT 147.4300 147.4300]_ 129.0000 147.4300 1290000
BMO0Z Ties a0z 217.6340 213.9264]_ 165.0000 217.6340 165.0000
BMO03 wood 002 ABCODT 23,4768 23.4766[___237.0000) 23,4768 237.0000
BMOD4 Sand 002 40,5457 40,5457 134.0000) 40,5457 134,0000
£00001 Bill of Guantity - 51 -1 B00001 007 178.5537 146.7263)__ 50.0000 178.5537 50.0000
B00002 Bill of Quanty - Comp & B00002 a7 237030 237130 745000 23,7030 74.5000
B0Q003 Bill of Quantty - Comp B BOQO03 o 30,0000 30.0000[ 74.5000) 50,0000 74.5000
BOQO04 Bill of Quantty - Comp C BOG4 o 30.0000 30.0000] 1080000 30,0000 106.0000
B00005 Bill of Quantity - Auto Manf a7 1287104 128.7104) 0.0000 1287104 0.0000
B00008 Bill of Quantty - 51 -2 07 0.0000 0.0000 0.0000 0.0000 0.0000
B0Q007 Bill of Quantty - 51 - 4 - Enchance Man 007 842192 131.9726)_ 23.0000 842192 23.0000
BOQ00S Bill of Guanty - 51 -4 - Save Man o7 705.0304 137263)_ 14.0000 705.0304 14,0000
CARDNT Carots per kg CARONT it 4.5200 45200 30.0000 4.5200 30.0000
COKO Coke Single Can COKont o ABCO01 7.9235 15,4533 415.0000) 7.9235 415.0000
CoKonz Coke Case CoKonz o 190.1840 370 8752 0.0000 190.1640 0.0000
COKDDZ Coke 6 Fack il 475410 5 7158 0.0000 475410 0.0000
coLoai Collection Fee coLoni 005 0.0000 0.0000 1.0000 0.0000 1.0000
DELODY Deiivery Fee (NonStock Item) DELODY 005 0.0000 0.0000 0.0000 0.0000 0.0000
EOT1- Ent Oct 11 EOT1- o 0.0000 0.0000 0.0000 0.0000 0.0000
JCI001 Jab Card Stock ltem - 1 JCI001 002 100.0000 100.0000] _ 15.0000 100.0000 15.0000
JCI002 Job Card Stock ltem - 2 a0z 62,5000 0.0000 20000 £2.5000 2,0000
JCI003 Joh Card Stock Item - 3 - Dutwork 002 850.0000 8500000]_ 10.0000 850,000 10,0000
LABO0T Labour - Jobcards LABO0T 00s 0.0000 0.0000 0.0000 0.0000 0.0000
LNS LNS - today LNS it 0.0000 0.0000 0.0000 0.0000 0.0000
MEI001 Hulti Bir Item 1 MEI00T 00z 150.0000 150.0000]___33.0000 150.0000 93.0000
MBI002 Hulti Bin Item 2 MBI002 002 85,0000 85.0000]_ 50.0000) 85,0000 50.0000
MILO0T Hik MILOD1 [ 58500 58500 550000 58500 550000
¥ = o o E LY g -
Filter Search Enable Editing Enable Cost Export Preview Design Print

The adjustment option is not intended for the processing of stock take values for large stock listings (there is
nothing wrong with this method, it takes very long). Please use the Stock Take option found under the Stock
Utilities menu. Use the stock adjustment option to make minor on hand or costing adjustments. The costing
adjustment is not there to be used as means of changing the unit cost when the supplier has a price
increase. This will automatically be adjusted when the next goods received voucher is processed.

NOTE: Stock adjustment are immediate and are not batch related. Once the adjustment has been accepted
the stock item and the general ledger are updated immediately. There are reports that will be available to
be printed after the entries are posted. These reports are available to be printed before escaping or exiting
from the stock adjustment screen. You cannot reprint a stock adjustment report reflecting the before after
values at a later stage. All that is possible is the printing of all adjustment entries (see stock audit report)
that where posted. It's important to enter all adjustments before exiting the adjustment screen.

Once you have located the stock item select the Accept option.

ENTERING ADJUSTMENT DETAILS

ON HAND

The on hand quantity that appears will be the current quantity on hand. If this is incorrect, enter the
new / adjusted on hand value for this stock item. This value will then replace the current on hand

quantity.
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NEW ON HAND

The new on hand option allows one to enter the new physical on hand of the particular item. In order
to edit or change the existing on hand, select the “Enable Editing” option.

Sort Order Parameters Available Fiters
Code Date 24/04/202 | C‘E‘?I' F\\:Er
General Code Golf T-Shirts
iQ i Ledger Account | 3510.000.000.00 v Teshirte
> e | (ODepartment
F:ITI'(,TI)TT] t‘.(' Supplier Code [] Automatically Disable Editing After Adjustment
Barcode
(2)Bin Location
() Main Supplier Reporting Items - Adjustments Not Allowed
Code Description General Code Barcode Department| Main Supplier | Average Cost Latest Cost Onhand New Cost Nesw Onhand ‘ A
X|2003 Cheese KG 20000002003 oot 26.0000 26,0000 37.0000 25.0000{40]
2007 Cheese Kg 21000002007 oot 15.0000 16.00001 4.0000 15.0000 4.0000
ABCO01 ABC Classification - Class & ABCO01 oot 100.0000 100.0000] 50.0000 100.0000 50,0000
ABCO02 ABC Classification - Class B oot 500000 50,0000 0.0000) 50,0000 0.0000
ABCO03 ABC Classification - Class C oot 0.0000 0.0000] 0.0000 0.0000 0.0000
BHwOO1 BOOK - How to make a burger BHwOO1 oot ABCOO1 526.3451 526.2451 30.0000 £25.3451 30.0000
BMOO1 Cament BMO01 002 ABCO01 1474300 147 43001 123.0000 147 4300 129,0000
BMO02 Tiles 002 217 6840 218 9264| 165.0000 217 6840 165.0000
BHMO02 wood 002 ABCOO1 23 4766| 23 4TEE| 237.0000 23 4765 237.0000
EMO04 Sand ooz 40.5457 40,5457 134.0000 40.5457 134.0000
BOQOO1 Bill of Quantity - 51 -1 BOQO01 007 1785537 146 7263 50.0000 1785537 50,0000
BOQO02 Bill of Quantity - Comp A BOQO02 007 237030 23.7190| 74.5000 237030 74,5000
BOQO03 Bill of Quantity - Comp B BOQO03 oot 90.0000 90,0000 74.5000 90.0000 74.5000
BOQO04 Bill of Quantity - Comp C BOOQ4 oot 30.0000 30,0000 106.0000 30.0000 106.,0000
BOOO0S Bill of Quantity - Auto Manf 007 1287104 128 7104] 0.0000) 1287104 0.0000
BOOO0E Bill of Quantity - 51 -3 007 0.0000) 0.0000| 0.0000) 0.0000 0.0000
BOQO07 Bill of Quantity - &1 - 4 - Enchance Man 007 94.2132 131.9726) 23.0000 94.2192 23.0000
BOOO08 Bill of Quantity - 51 - 4 - Save Man 007 7050304 113 7263 14.0000 7050304 14.0000
CAROOT Camots per Kg CAROOT oot 4.8200 4.8200| 30.0000 4.8200 30,0000
COKom Coke Single Can COKomM oot ABCO01 7.9235 16,4533 415.0000 7.9235 415.0000
COKDn2 Coke Case COKDn2 oot 190.1640) 3708792 0.0000 190.1640) 0.0000
COKO03 Coke B Pack oot 475410 92 7198 0.0000) 47 5410 0.0000
COL0o1 Collection Fes COoLoo1 005 0.0000) 0.0000] 1.0000) 0.0000 1.0000
DELOO1 Delivery Fee [Non-Stock ltem) DELOO1 005 0.0000 0.0000] 0.0000 0.0000 0.0000
EOQ11- EntOct 11 EOQ11- oot 0.0000 0.0000] 0.0000 0.0000 0.0000
JCI00 Job Card Stock Item - 1 JCIom 002 100.0000 100.0000] 15.0000 100.0000 15.0000
JCI002 Job Card Stock Item - 2 002 62 5000 0.0000] 2.0000) 62 5000 2.0000
JCI003 Job Card Stock Item - 3 - Outwork 002 950.0000 850.00001 10.0000 950.0000 10.0000
LaB00 Labour - Jobcards Lag0Ol oos 0.0000) 0.0000] 0.0000) 0.0000 0.0000
LMS LMS - today LMS oot 0.0000) 0.0000] 0.0000) 0.0000 0.0000
MBI00T Hult Biin Item 1 MBIOOT 002 1500000 1500000 53.0000 150.0000 93,0000
MEID02 Multi Bin ltem 2 MEI002 002 85.0000 85,0000/ 50.0000 85.0000 50.0000
MILOM Hilke MILO0T 0og 9.8500 9.8500| 56.0000 9.8500 55.0000 .
Y = ;-,: f'i T L —/ =
Filter Search Disable Editing Enable Cost Export Preview Design Brint

UNIT COST

The unit cost that is displayed will be the average unit cost. Should the unit cost not require altering
then leave as is.

NEW COST

The new cost option allows one to modify or change the existing cost of a particular stock item. To
edit or change the existing cost to a new cost select the “enable Cost” option first and then the
“enable editing” option.

ENABLE EDITING

The enabling editing option allows one to edit the new on hand field. Once the new on hand field has
been changed, the system automatically updates the relevant stock item/s. This option can be blocked
for security purposes.

ENABLE COST

The enable cost option allows one to modify the new cost field. Once the cost field has been changed,
the system automatically updates the relevant stock item/s. This option can be blocked for security
purposes.

STOCK ON HAND & ADJUSTMENT ACCOUNTS

After each batch of stock adjustments that have been entered, the stock adjustment report must be
printed. A batch will be all adjustment that are entered from enter the stock adjustment facility to
the time of exiting stock adjustments. This report details the before and after stock values, quantities
and cost prices, per item adjusted and for the total items adjusted.
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STOCK TAKE
WHAT IS STOCK TAKE

Stocktaking is counting all the stock inventory items that a business is holding at any given time to gain an
accurate record of stock levels. Reports generally used for accounting purposes or general stock monitoring.

NOTE: Stock take is recommended to be done as often as is necessary to achieve 100% accurate control of
your stock levels. One should be having a stock count at least once a year.

o L
IQF‘.nrcrpt_‘isc

Stock Take Activities

e \(.
WL )y

b
Stocktake Setup

AL

Capture Stock Take Data

Reports

€|

Finalise Stock Take

Status

No Stock Take Started

NOTE: In order to start a stock take, select the Stock take Setup option.

.
IQFnrcrpri se

Setup Options

Stock Take Type

amplete Stock Take:
(_) Department Stock Take

(C) Bin Location Stock Take

Track Lay-byes (Only if stock is removed from the floor)

Track Work In Progress (Only if stock is removed from the floor)
Populate Count Quantity With Available Stock Only

Write Off All Items NOT Counted

Place NOT Counted Items On Hold

Show Sell Price

Cost Price that will be used to
calculate stock gaindlass when
the stock take is finalised

Average Cost

= (%)

Supervisor Logon Cancel

< goood

More Activites

Cancel Current Stock Take

=

-

Show Logged On Terminals
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SETUP OPTIONS
STOCK TAKE TYPE

The stock take type allows one to choose whether this stock take will be a complete stock take, or a
departmental one, or a bin location stock take.

EXAMPLE: If a complete stock take is chosen the system allows one to then do a full complete stock
take of all items. If a departmental stock take is chosen the system then allows one to do a stock take
for a selected department.

.
IQF.nrcrprisc

wy

Setup Options

Stock Take Type
®)Zomplete Stock Take,
() Department Stock Take

() Bin Location Stock Take

Track Lay-byes (Only if stock is removed from the floor)

Track Work In Progress (Only if stock is removed from the floor)
Populate Count Quantity With Available Stock Only

Write Off All Items NOT Counted

Place NOT Counted Items On Hold

< O00EE

Show Sell Price

Cost Price that wil be used to
calculate stock gaindloss when
the stock take is finalised

Average Cost

== (X v

Supervisor Logon Cancel Ok

DEPARTMENT
By enabling the department option allows one to choose a specific department on which the stock
take will be done.

LOCATION

The location may be selected if the multiple warehouses option is enabled under the companies
default settings.

NOTE: If the multiple warehouses option is not enabled, one will then not have the option to
choose in which location the stock take will take place.

TRACK LAYBYES (ONLY IF STOCK IS REMOVED FROM THE FLOOR)
Select the track Laybyes option in order to Track Lay-bys. This will then take the Laybyes into

account when comparing the variances in the stock take reports only. The on hand in the system
will INCLUDE the Laybyes.

NOTE: If this option is enabled then the counted quantity will not have to include the quantity on
laybye.

TRACK WORK IN PROGRESS (ONLY IF STOCK IS REMOVED FROM THE

FLOOR)

Select the track work in progress option in order to Track Work in Progress. This will then also
take the job cards into account when comparing the variances in the stock take reports only. The
on hand in the system will INCLUDE the job cards.

NOTE: If this option is enabled then the counted quantity will not have to include the quantity on
job cards.
POPULATE COUNT QUANTITY WITH AVAILABLE STOCK ONLY

This option allows one to specify if the available on hand stock quantity must be displayed in the
count quantity column, if this option is off the count quantity will be zero (0).
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WRTIE OFF ALL ITEMS NOT COUNTED

This option allows one to write off all stock items not counted.
PLACE NOT COUNTED ITES ON HOLD

This option allows one to place not counted stock items on hold.

COST PRICE THAT WILL BE USED TO CALCULATE STOCK GAIN/LOSS WHEN
THE STOCK TAKE IS FINALISED

This option allows one to specify which cost will be used when the gains or losses are calculated
once the stock take has been finalized.

-
IQF‘.ntcrprisc

Setup Options

Stock Take Type
() Complete Stock Take

ke

Department 001 | Coke v

Track Lay-byes {Only if stock is removed from the floor)

Track Work In Progress (Only if stock is removed from the floor)
Populate Count Quantity With Available Stock Only

Write Off All Items NOT Counted

O&®E

Place NOT Counted Items On Hold

Shaw Sell Price Retail Price w

Cost Price that wil be used to
calculate stack gaindoss when
the stock take is finalised

Average Cost LY

= 6.9 v

|
Supervisor Logoff Cancel ok

SUPERVISOR LOGON/LOGOFF

The supervisor logon / logoff option allows one to choose a specific cost price. This will allow one
to change the specific cost price on the system in order to tell the system which cost price must be
used when gains or losses are calculated.

CANCEL
The cancel option allows one cancel the stock take before it has started.
OK

The ok option allows one to accept the current configuration. The ok option also tells the system
that the stock has been started.
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CAPTURE STOCK TAKE DATA

Sequence Capture Parameters
(®) Unsorted
- Enter The Storage { Bin Location / Countsheet Mumber |001
I F . () Item Code
‘nrcrpﬁ 5C } Enable Import of Zero Quantity [
‘ : AR () Bin Location
Disable Checking on Duplicate Items []

() Description
Stock Take Items

Current Stock Take : &l Stock Itemns

‘ Item Code: Description BinLacation Onhand Available Onhand |Sell Price  |Marked Price |Eﬂunt Quantity A
ﬁCOKDDI Coke Single Can 415 352 10.00 413

Fecord Count: 0

Enter the stock code, press ESC to exit or press CTRL + DEL to delete a line

b E| A\ E b2 b A | @] v}
ki i liE LE L . |
Search Import a Range Import all data for Bin Import a Department Delete Record Import Scanned Data Report Options Save

SEQUENCE
The sequence option allows one to change the sequence of the existing items on the screen. The
sequence may be changed into the following either unsorted, item code or by bin location.

ENTER THE BIN LOCATION/COUNTSHEET NUMBER

The bin location or count sheet number refers to a sheet number that is used for counting the

stock items on the shelf’s. A bin location is used to enter the actual location of the stock items
within the store or on the shelf.

NOTE: A bin location is also referred to a storage locations.
ENABLE IMPORT OF ZERO QUANTITY

Select Enable Import of Zero Quantity to populate the Count Quantity field with a zero (instead of
the same figure as the on hand quantity). The count can then be changed later.

DISABLE CHECKING ON DUPLICATE ITEMS

Select Disable Checking on duplicate Items will not show the message below if a duplicate items is
selected in the in the count sheet.

! ltem Code [COKD01] already Exists in the Current Countsheet. Are you sure you want to Continue?

Yes Mo Yes to All
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Seguence Capture Parameters

(®) Unsorted

- } Enter The Storage / Bin Location [ Countsheet Number {001
I E - O ltem Code
,ﬂrCI‘pﬁ SE ) Enable Import of Zero Quantity O
! ! ¥ ¥ {_1Bin Location
Disable Checking on Duplicate Items [ ]
( , ) Description
Stock Take Items
Current Stack Take : Al Stock ltems
‘Itam Code Description BinLocation Onhand Available Onhand |Sell Price  |Marked Price |Enunt Cuantity ~
ﬂCOKUDI Coke Single Can 415 352 10.00 413

Fecord Count: 0

Enter the stock code, press ESC to exit or press CTRL + DEL to delete a line

— — P
b 5| A

= . i i " 7] i 3 L 4

Search Import a Range Import all data for Bin Import a Department Delete Recard Import Scanned Data Report Options Save

STOCK TAKE ITEMS
ITEM CODE
The item code field is where the stock item can be entered or selected from the drop-down list.
DESCRIPTION
The description field shows the description of the item that has been selected.
BINLOCATION

The bin location field shows the bin location of the item. The bin location is also referred to storage
location.

ON HAND

The on hand field shows the current on hand of the item. This means the physical on hand, as it is
currently in the stock system.

AVAILABLE

The available field shows the physical on hand value of the item as it is currently in the stock system.
MARKED PRICE

Enter a new retail price under Marked Price should the current price be found to be incorrect.

NOTE: This will not be corrected automatically in the system; however, the Marked Price may be
shown on the stock take reports.

COUNT QUANTITY

Enter the Count Quantity of the stock item. The COUNTED quantity of the stock items will become the
new ONHAND quantity.
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Seguence Capture Parameters
(®) Unsorted
- - Enter The Storage / Bin Location [ Countsheet Number {001
I D ; () Hem Cods
| . 1 ‘nrcrpr SC - Enable Import of Zero Quantity [ ]
i ATARLAL EH N 20t K {_1Bin Location
Disable Checking on Duplicate Items [ ]
( j" Description

Stock Take Items

Current Stack Take : Al Stock ltems

‘Itam Code Description BinLocation Onhand Available Onhand |Sell Price  |Marked Price |Enunt Cuantity ~
ﬂCDKUDJ Coke Single Can 415 352 10.00 413

Record Count: 0

|Enter the stock code, press ESC to exit or press CTRL + DEL to delete a line

= i 1 i % E R 4

Search Import a Range Import all data for Bin Import a Department Delete Recard Import Scanned Data Report Options Save

IMPORT A RANGE

Select the Import a Range option to import a range of stock items. Select Filter option to filter the
stock items and then select Accept.

Available Filters

Clear Filter

the Available Filters or specifying a filter from the Filter option and click Accept to
import those items.

L]
IQ . This is the Stock Take Import module Please filter out any unwanted items by using
I\ Enterpr

Data
Item Code Description SupplierCode Bin Location Department OnHand ~
_|TSMGs0102 Golf T-Shirt - Bladk - Medium 008 100.00
|_[TSMGS0103 Golf T-Shirt - Black - L 008 345.00
|_[TSMGS0104 Golf T-Shirt - Black - XL 008 56.00
_|TSMEs0201 Golf T-Shirt - Brown - Small 008 89.00
|_|TSMGs0202 Golf T-Shirt - Brown -M o0g 0.00
|_|TSMG50203 Golf T-Shirt - Brown -L 003 0.00
|_|TSMG50204 Golf T-Shirt - Brown - XL 008 0.00
|_|T5MG50301 Golf T-Shirt -Red -5 008 0.00
|_|TsMGE50302 Golf T-Shirt - Red -M 008 0.00
| |T5MG50303 Golf T-Shirt - Red -L 03 0.00
|_[T5MGS0304 Golf T-Shirt - Red XL 03 0.00
| [TSMG50401 Golf T-Shirt - Blue -5 003 0.00
|_|T5MGS0402 Golf T-Shirt - Blue -M 008 0.00
|_|TsMGs0403 Golf T-Shirt - Blue - L 003 0.00
|_|TSMGS0404 Golf T-Shirt - Blue XL 008 293.00
|_|TSMGS0501 Golf T-Shirt - Green -5 003 0.00
|_|TSMGS0502 Golf T-Shirt - Green -M k oo8 0.00
|_|TSMGS0503 Golf T-Shirt - Green -L o0g 0.00
|_|TSMGS0504 Golf T-Shirt - Green - XL 0s 0.00
|_|TSMGS0801 Golf T-Shirt - White -5 0s 0.00
|_|TsMGE50602 Golf T-Shirt - White -M 003 0.00
| [TSMGS0603 Golf T-Shirt - White -L 003 0.00
v

Eilter Accept

NOTE: Once the necessary filter has been setup, select the accept option. This will import all the
items selected via the filter into the stock take screen.

IQ Retail (Pty) Ltd © 2013 373



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 Stock

IMPORT ALL DATA FOR BIN

Select the Import all data for Bin to import all the stock items for the selected Bin Location or Storage
location (as entered in Stock > Maintenance) if the storage location is the same as the Count Sheet
Number.

(®) Unsorted

.Q . Enter The Storage / Bin Location / Countsheet Number |FR1
' . (_)1tem Code
Enterprise i

7 Enable Import of Zero Quantity
{_)Bin Location
Disable Checking on Duplicate Items |

() Description
Stock Take Items

Current Stock. Take : All Stock Items

|Ilem Code |Descriplion BinLocation Onhand Avallable Onhand |Sell Price  |Marked Price |Count Quantity ~
i =]

'6' Confirm import bin location FR1 7

MNo
v
Record Count: 0
Enter the stock code, press ESC to exit or press CTRL + DEL to delete a line
| b= b= = ‘ h A== o) 0
Search Import a Range Import all data for Bin Import & Department Delete Record Import Scanned Data Report Options Save

NOTE: The import all data for bin option will as a confirmation before the items are imported for that
specific bin into the stock take count screen.

IMPORT A DEPARTMENT

Select the Import a Department to import all the stock items within a certain Major Stock Department
into the stock take count screen.

Search Characters o

Department | D ezcription A
k(007 z

0oz Hardware

003 Air Tirme

o4 Fanta

(]I Semice

00s Wegetables

oy b arif.

noa Men's Clo.

003 Fiction

010 Maon Fiction

011 Man Stock L

o Ok X Cancel |

NOTE: Select the relevant major department and select the ok button. This will import the whole
major department into the stock take count screen.
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Sequence Capture Parameters
(®) Unsorted
- Enter The Storage { Bin Location / Countsheet Mumber |FR1
I F . () Item Code
‘nrcrpﬁ SC X Enable Import of Zero Quantity [ ]
: . EVRAL {_)Bin Location
Disable Checking on Duplicate Items [
() Description

Stock Take Items
Current Stock Take : &l Stock Itemns
‘ Item Code: ‘Desmipt\nn BinLacation Onhand Available Onhand |Sell Price  |Marked Price |Eﬂunt Quantity ~
0 =
s
v
Recard Count: 0
Enter the stock code, press ESC to exit or press CTRL + DEL to delete a line
@ C3 ] w0 & 3 3 PP
5;;r;| [mportaiR:ange Import alﬁa for Bin Import a;partment Delete Recard Import S;;d Data Report Options Save

DELETE RECORD
Select the Delete Record option in order to delete one single line.
IMPORT SCANNED DATA
Select import scanned data to import the scanned data from a text file. The file name must be

stimport.txt and this file must be saved in the c:\IQEnterprise\imports directory. The format of the file
must be code, quantity.

| 1001,986
1002,36
1003,42
1004, 55
1005, 89

The format of the file must be CODE,
QUANTITY. In this example the code
is 1001 and the quantity is 96.

NOTE: Once the import file has been selected, the system will show a message displaying that the
import was successful. Once this message is displayed, select the ‘ok’ option.
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SAVE
Select the Save option to save the counted stock take information.
CANCEL STOCK TAKE

L]
IQF,ntcrpri_SC

Stock Take Activities More Activites
o Vg
Stocktake Setup Cancel Current Stock Take
-
3 -
Captur: erminals

Please Confirm that you want to Cancel Current Stock Take. All
Counts will be Lost.

|1:g'wEr6 |

Please re-tupe the confirmation cn{}abwe and click OF. to continue.

Fina

LCancel Ok

Status

Current Stock Take = All ( 54 Records captured )

NOTE: Select Cancel Current Stock Take to cancel the stock take. Enter the confirmation code and
select Ok. The confirmation code is case sensitive.
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NOTE: Once the case sensitive confirmation code is entered the current stock take will be cancelled.

-
IQEnrcrprisc_

Stock Take Activities

At

O

A
Stocktake Setup

S &

Capture Stock Take Data

E.

Reports

€|

Finalise Stock Take

More Activites

Cancel Current Stock Take

]L ]

Show Logged On Terminals

Once the stock take has been
cancelled, one can see this by the
information shown at the bottom of
the stock take screen.

Status
No Stock Take Started %
Report Type
.Q (®) System Reports
IQQEneerprise
() User Reports
Stock Take Reports
Title: Description Active Report ~
STOCTAK2 Counted Items Movement after Stock Take started Default Report
STOCTAK3 Uncounted Items Movement after Stock Take started Default Report
STOCTAKS Complete stock listing per selected department Default Report
STOCTAKS All stock items not counted yet Default Report
STOCTAKE All stock items not counted by department Default Report
STOCTAK? Complete stock take listing by department Default Report
STOCTAKS Items where stock count was zero Default Report
STOCTAKS All stock items currently in a spedific count sheet Default Report
STOCTAK1D Detailed Count Variance Default Report

Bl

dd

im
B

f 3

Design Preview
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COUNT VARIANCES

The count variances reports will show all the variances of the stock items. A variance would mean

where there has been shrinkage on any items.
SEHGAPM R - QR |EEH@A| 1441 b o Close

Date Printed: 22/03/2013
Stock countvariances

Wark in Progress Indluded
Lay-Bys Inclided

Code Description Department Date Captured

TSMGS0101 Golf T-Shir t - Black - o008
Small
WIP :10 Laybyes: 0 22(03/2013 12:25:08

TMGS0101
Total Counted:

Variance:

T5MGS0102 Golf T-5hirt - Black - 008
Medium
WIP:3

Laybyes: 0 22(03/2013 12:25:08

TSMGS0102
Total Counted:

Variance:

TSMGS0804 Golf T-Shirt -Pink-XL 008
WIP 112 Laybyes: 0 22(03/2013 12:25:08

TSMGS0804
Total Counted:

Variance:

Grand Totak:

Counted Value at Average Cost
Original Value at Average Cost
Value Variance:

Counted Quantity

Original Quantity

Quantity Variance:

*%% END OF REPORT ***

Page 1of 1 [

COUNTED ITEMS MOVEMENT AFTER STOCK TAKE STARTED

The counted items which moved after stock take started report shows the information of any stock

item that has been moved after the stock take has started.
SEHLGALPEAQ we-QE [EBEMA|1441 3 Close

Date Printed: 22/03/2013

tock:

Code Description Department Date & Time Capture
TSMGS01  Golf T-Shirt - Black - Small 008 22/03/2013 12:25:09
EMGSOI Golf T-Shirt - Black - Medium 008 22/03/2013 12:25:09
EMGSOI Golf T-Shirt - Black - L 008 22/03/2013 12:25:09

=== END OF REPORT ===

Sold after
stocktake
started On hand
-1.00 4100
-L00 $8.00
300 34200

Page 1of 1 [
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UNCOUNTED ITEMS MOVEMENT AFTER STOCK TAKE STARTED

The uncounted items that moved after stock take started report shows the information of any stock
item that has been moved after the stock take has started but was not counted.

SEHGIALEHA Q wu- QB | EEHD[ 141 » b Close

Date Printed: 22/03/2013

‘tems which moved after stock take started but not counted

Department
002
0oz
0oz

***END OF REPORT ***

Page 1 of 1 [

COMPLETE STOCK LISTING PER SELECTED DEPARTMENT

This report will show all stock items per selected department. Before the report shows any
information, the system will prompt with a department dialogue box in order to enter the relevant

department.

Enter walue for DEPARTMEMNT
|ood

k. I Cancel
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SEHIARHA| A wn- QAE | EEHA[ 1M 41

Date Printed: 22/03/2013

Work in Progress Included
LayBys Incuded

Code
Department 008
TSMGS10
TGS
TSMGS010
TMGs010
TSMGS020
TsMes020
TsMGs0a0
TsMGs00
TSMGS030
TSMGS030
TSMES030
TsMGS030
TSMGS040
TSMES040
;SMGSU%
TSMGS040
TsMEs050
TSMGS050
;SMGSUSO
TSMGS050
TeMas060
TsMEs060
TEMGS080
TeMGs060
%MGSU?U
TSMGS070
TeMGs070
TsMGS070

Description
Men's Clo.
Golf T-5hirt - Black - Small
Golf T-5hirt - Black - Medium
Golf T-5hirt - Black -L

Golf T-5hirt - Black - XL

Golf T-Shirt - Brown - Small
Golf T-Shirt - Brown - M
Golf T-Shirt - Brown - L

Golf T-Shirt - Brown - XL
Golf T-shirt -Red -5

Golf T-Shirt -Red -M

Golf T-Shirt - Red -

Golf T-Shirt - Red 4L

Golf T-Shirt - Blue - 5

Golf T-Shirt - Blue -M

Golf T-Shirt - Blue - L

Golf T-Shirt - Blue L

Golf T-Shirt - Green - 5

Golf T-Shirt - Green - M

Golf T-Shirt - Green - L

Golf T-shirt - Green - XL
Golf T-Shirt - White -5

Golf T-Shirt - White -M

Golf T-Shirt - White -L

Golf T-Shirt - White - XL
Golf T-shirt - Grey -5

Golf T-shirt - Grey -M

Golf T-Shirt - Grey -L

Golf T-Shirt - Grey - XL

Date & Time Captured

22(03/2013 12:45: 12
22(03/2013 12:45: 12
22(03/2013 12:45: 12
22(03/2013 12:45: 12
22(03/2013 12:45:12
22(03/2013 12:45:12
22(03/2013 12:45: 12
22(03/2013 12:45: 12
22(03/2013 12:45:12
22(03/2013 12:45:12
§P2/03/2013 12:45:12
22(03/2013 12:45: 12
22(03/2013 12:45: 12
22(03/2013 12:45: 12
22/03/2013 12:45:12
22(03/2013 12:45: 12
22(03/2013 12:45:12
22(03/2013 12:45: 12
22/03/2013 12:45:12
22(03/2013 12:45:12
22(03/2013 12:45:12
22(03/2013 12:45: 12
22(03/2013 12:45:12
22(03/2013 12:45: 12
22/03/2013 12:45:12
22(03/2013 12:45:12
22(03/2013 12:45: 12
22(03/2013 12:45: 12

4100
92.00
342.00
56.00
82.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
293.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

41.00
93.00
34200
56.00
89.00

293.00

Page 1 of |

ALL STOCK ITEMS NOT COUNTED YET

This report will show all items that haven't been counted at all.
SEHGALEMA R - QE | FE@| 1M1

Date Printed: 22/03/2013

Stock Items notcounted

BHWO01
BOQ003
BOQ004
CARDO1
COKDD1
coKoo2
EO11-
NS
NEWITEM

‘Department” 001

Cheese KG
CheeseKg
BOOK - How to

make 5 burger
il of Quanity -

Coke Single Can
Coke Case

EntOct 11

LNS - today

NEW ITEM
NonStock %P of
Sellng Price

Non Stack - Fix
Cost (Labour)

Levy

VatRate - Exempt
REDISA

Test Item

test003
Hardkerctiefs

Tyre
Weight & Unit Item
\Z\feight&unit Ttem

925,00
60.00

15 760.35
6 705.00
3180.00
144,60
2490.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
400.00
0.00
0.00
0.00
0.00
0.00
500.00
3650.00

Page 10f2 [
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Stock

ALL STOCK ITEMS NOT COUNTED BY DEPARTMENT

This report will show all stock items that haven’t been counted per department. Before the report is
printed, the system will prompt with a department select box. Select the relevant department and the
report will be displayed for that specific department.

Enter value for DEPARTMEMT

|nn?

| 0k, I Cancel

ABHGAEM A wv- Q0| 3EM

[14 42 »

Date Printed: 22/03/2013

Stock ltems notcounted

Descri

Bil of Q
Bill of Q
Bil of
Bil of Q

ion

uantity -51- 1
uantity - Comp A

uantity - 51 - 4 - Enchance
uantity -SI -4 - Save Man

Department

007
007
Man 007
007

=== END OF REPORT ===

Page 1of 1 [

IQ Retail (Pty) Ltd © 2013

381



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1

COMPLETE STOCK LISTING BY DEPARTMENT
This report will show a complete stock item listing by department.

AEHOAPR @ ww- QE|EE@| 1441

[ L]

Close

Date Printed: 22/03/2013

Stock count complete listing by department

Code Description
Department 008 Men's Clo.
TSMGSOL  Golf T-Shirt - Black - Smal
TSMGSO1  Golf T-Shirt - Black - Medium
TSMGSO1  Golf T-Shirt -Black -L
TSMGS01  Golf T-Shirt -Black -XL
TSMGS02  Golf T-Shirt -Bron -Smal
TSMGS02  Golf T-shirt - Brown - M
TSMGS02  Golf T-shit -Broan -L
TSMGS02  Golf T-shirt - Brown - XL
TSMGS03  Golf T-Shirt - Red - §
TSMGS03  Golf T-Shirt -Red -M
TSMGS03  Golf T-shirt -Red -L
TSMGS03  Golf T-shit -Red XL
TSMGS4  Golf T-shirt -Blue -5
IEMGS!H Golf T-Shirt - Blue - M
TSMGS04  Golf T-shirt -Blue - L
TSMGS04  Golf T-shirt - Bue XL
TSMGS05  Golf T-Shirt - Green -5
TSMGS05  Golf T-hirt - Green - M
TSMGS05  Golf T-shirt - Green -L

wip !
Date Captured laybys Counted

22/03/2013
12:45:12
22/03/2013
12:45:12
22/03/2013
12:45:12
22/03/2013
12:45:12
22/03/2013
12:45:12

10.00 41.00
3.00 99.00
0.00 34200
0.00 56.00
0.00 82.00
0.00 0.00
0.00 0.00
0.00 0.00
O{Q'[g‘ 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
0.00 233.00
0.00 0.00
0.00 0.00
0.00 0.00

Theoretical
Value @
AvmCost

2295.00
5306.97
11854..::
1801.79

358.44

Onhand

41.00
99.00
342.00
56.00

89.00

Value

Avi st
Bin
1845.00 001
5150.88 001
11 BS‘L? 001
180179 001
358.44 001
0.00 001
0.00 001
0.00 001
0.00 001
0.00 001
0.00 001
0.00 001
0.00 001
0.00 001
0.00 001
16 E‘LE 001
0.00 001
0.00 001
0.00 001

Page 1 of 2 |

ITEMS WHERE STOCK COUNT WAS ZERO

This report will show all items where the stock count was zero meaning that these items were not
counted or their counted quantity was left as zero.

AEHLLAEHR|Q ww-QB|EEHMA| M4 » o

Close

Date & Time

Code Description Department
Department008  Men'sClo.

TSMGS0202 Golf T-Shirt -Brown - 008
TEMGS0203 Golf T-Shirt - Brown - 008
TSMGS0204 EF\fT—Sh\rt-Emwn- 008
TSMGS0301 Golf T-Shirt-Red -5 008
TEMGS0302 Golf T-Shirt -Red -M 008
TSMGS0303 Golf T-Shirt-Red-L 008
TSMGS0304 Golf T-Shirt -Red XL 008
TEMGS0401 Golf T-Shirt -Blue -5 008
TSMGS0402 Golf T-Shirt -Blue -M 008
TSMGS0403 Golf T-Shirt -Blue-L 008
TSMGS0501 E\fT/Sh\rthrEEHf 008
TSMGS0502 Golf T-Shirt -Green - 008
TSMGS0503 Golf T-Shirt -Green - 008
TSMGS0504 Golf T-Shirt -Green - 008
TSMGS0501 Golf T-Shirt -White - 008
TSMGS0502 Golf T-Shirt -White - 008
TSMGS0503 Golf T-Shirt -White - 008
TSMGS0504 Golf T-Shirt -White - 008
TSMGS0701 Golf T-Shirt-Grey -5 008
TEMGS0702 Golf T-Shirt -Grey -M 008
TSMGS0703 Golf T-Shirt-Grey -L 008
TEMGS0704 Golf T-5hrt -Grey - 008
TSMGS0801 Golf T-Shirt -Pink -5 003
TSMGS0802 Golf T-Shirt - Pink - M 003
TSMGS0803 Golf T-Shirt - Pink -1 008

Captured

22{03/2013
12:45:12
32/03/2013
124512

=*=*END OF REPORT **=

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
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

On Hand

Page 10f 1
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ALL STOCK ITEMS CURRENTLY IN A SPECIFIC COUNT SHEET

This report shows a list of all items that are currently on the count sheet within in the stock capturing
screen. This report will ask to enter a bin location and a count sheet number first.

SEHIALA PR R - QB | EA[ 1441 » oM

Stock items counted in a specific

binlocation and countsheet

Bin Location IFRl

Count Sheet |001

Cancel | K

Close

B

Date Printed: 22/03/2013

nted in a s pecific bi

Bin Location
Count Sheet Number: 001

Code

TSMG50101
TSMG50102
TSMGS0103
TSMGS0104
TSMG50201
TSMG50202
TSMGS0203
TSMG50204
TSMGS0301
TSMGS0302
TSMGS0303
TSMGS0304
TSMGS0401
TSMGS0402
TSMGS0403
TSMGS0404
TSMGS0501
TSMGS0502
TSMGS0503
TSMGS0504
TSMGS0801
TSMGS0802
TSMG50603
TSMGS0604

Description

Golf T-Shirt - Black - Small
Golf T-Shirt - Black - Medium
Golf T-5hirt - Black - L
Golf T-Shirt - Black - XL
Golf T-Shirt - Brown - Small
Golf T-Shirt - Brown -M
Golf T-Shirt - Brown -L
Golf T-5hirt - Brown - XL
Golf T-5hirt -Red -5

Golf T-shirt -Red -M

Golf T-Shirt -Red - L

Golf T-Shirt - Red -XL

Golf T-Shirt - Blue -5

Golf T-Shirt - Blue -M
Golf T-Shirt - Blue -L

Golf T-Shirt - Blue XL

Golf T-Shirt - Green -5
Golf T-Shirt - Green -M
Golf T-Shirt - Green -L
Golf T-Shirt - Green - XL
Golf T-Shirt - White - 5
Golf T-Shirt - White -M
Golf T-Shirt - White - L
Golf T-Shirt - White - XL

Page 10f 1
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DETAIL COUNT VARIANCE

The detail count variances reports will show all the variances of the stock items. A variance would
mean where there has been shrinkage on any items.

SEHLAER| R ww- QO |2 EA| 14 42 » o Close

Demo Head Office Date Printed: 22/03/2013 lof1
Stock countvariances

Wark in Progress Included

LayBys IncLided
Code Description Department  Average Cost CurrentVabie CountedVakie VarianceVake Current Oty  Counted Oty Variance
TSMGS0101 Golf T-Shirt - Black - Small 008 45.00 1845.00 1845.00 450,00 4100 4100 10.00
WIP 110 Laybyes: 0 Captured: 22/03/2015 12:45:12 Bin: 001 Qty: 4100
TSMGS0102 Golf T-Shirt - Black - Medium 008 5203 515).88 515,88 156.09 99.00 95.00 300
WIP :3 Laybyes: 0 Captured: 22/03/2013 12:45:12 Bin: 001 Qty:  99.00
TSMGS0804 Golf T-5hirt - Pink - XL 008 27.64 8281 8291 33165 -3.00 -3.00 12,00
WIP 112 Laybyes: 0 Captured: 22/03/2013 12:45:12 Bin: 001 Qty: 300
Counted Value at Average Cost 785,70
Current Value at Average Cost 6912.97
Variance Value 937.73
Counted Quantity 16200
Current Quantity (Onhand) 137.00 am
Variance Quantity 25.00

***END OF REPORT ***

Legend
Current Value: The Clrrent Stock On Hand Value,
Formula = Current Onhand Quantity * Average Cost
Counted Value: The Value that has been counted in the Active Stock Take.
Formula = Courted Quantity = Average Cost |
Variance Value: The Difference between the Current Value and the Counted Value. Q it
Current Obv: The Current Stock On Hand Cuantitv. wnx ~

<
Page1of1
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FINALIZE STOCK TAKE

L]
IQF,ntcrpri se

Status

Stock Take Activities More Activites
Stocktake Setup Cancel Current Stock Take
=
Capture Stock Take Data Show Logged On Terminals
Reports
E[nallsg 7Stock Take

Current Stock Take = All ( 32 Records captured )

50U ARE ABOUT TO FIMALISE A STOCKETAKE - PLEASE READ
THE IMPORTAMT INFORMATION BELOMW 11

To finalize and accept the curent stock take, please make zure that
wou have checked/completed the following :

1. Made a Backup of your Comparny Data.

2. Prnted all Online Stock Take Reports.

3. All uzers are logged out of 1QE nterprize.

4. Run the Stock Serial Mumbers Recon report

B. Canfirrn that pau want to Finalize and Accept Stack Take.

|‘f'?fZF-Lz |

|Y'?fZFLz |

Please re-type the confirmation code above and click 0K to continue.

LCancel ok

NOTE: Before the finalization of the stock takes place, there are a number of steps that need to be

taken.

MAKE A BACKUP OF YOUR COMPANY DATA

This is essential that a backup of your company data is made before a stock take. Because the backup
is made, if something had to go wrong for whatever reason during the stock take the backup can be

restored.

PRINTED ALL ONLINE STOCK TAKE REPORTS

This again is very important to print all the necessary stock take reports. Once the stock take is
finalized these reports cannot be printed for that stock take that has taken place.

ALL USERS ARE LOGGED OUT OF IQ ENTERPRISE

Another very important part of the stock take, because if a user is busy in the module the system
cannot update the relevant stock items. The stock take need exclusive access when processing the
finalization of the stock take.

IQ Retail (Pty) Ltd © 2013
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RUN STOCK SERIAL NUMBERS RECON REPORT

Make sure that all stock item with serial number in the stock that has a deficit must be corrected
within the Stock, Stock Serial Number option.

CONFIRM THAT YOU WANT TO FINALISE AND ACCEPT STOCK TAKE

Once all the above options have been completed then proceed to finalize the stock take. Enter the
confirmation code. Remember that the confirmation code is case sensitive. When ready select the ok
option. This will finalize the stock take and update all the relevant stock items.

STOCK MONTH END
WHEN TO RUN END OF MONTH

The stock month end function should be done on first day of the next month after the debtors and
creditors month ends have been completed automatically. Please note this is merely a guide line and
should be adjusted according to your business needs. Some businesses prefer to run the stock month
end at the beginning of each month so that each months totals are from the 1st to the end of the
month, and not from the 25th to the 25th of the next month. This in turn reflects exactly what sales
figures where done for that calendar month and not according to a debtors or creditors ageing period.

BACKUPS

Prior to month end a backup disk should be made. Ensure that the data has been backed up before
running month end. Backups are made via the Backups option found in the Utilities section. Failure to

L]
IQFntcrpri se

Select Target Directory
VO NG N0 Uada b

=+ | . IQEnterprise A~
E 001-
- |, Crbatches
CustomReports
CustomReports - Copy I}
- | Drbatches
- EXPORTS
Importfiles
Imports
B~ |, StockTakeBackups
Tils
- J. 002
- J. 003
. 004
[#- |y 005
-y 123
- | AmsDebug
CL1
-y CL2
- |, Companys
CustomReports ]
- Status Viewer -
v &
Local Backup IQIrorTree Backup
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PROCESSING MONTH END

At the end of every month the system must be aged. This process clears the transaction file, updates
the historic data on each stock item.

NOTE: All reports (sales by department, daily analysis, rep analysis, reconciliation, any other report
you require) must be printed prior to the month end process.

L]
'Q Enterprise

Stock Month End

[ Have you done your backups?
N Are ]

| are

L 4

Proceed

Before the F10 Proceed button can be selected, the options “Have you done your backups?” “Are all
users logged out of the system?” and “Are you ready to proceed?” must be ticked.

Once the appropriate options have selected select the F10 Proceed button or press escape if you are
not ready to proceed. You will be given one more chance to cancel the month end process. Before
you proceed with month end procedure please make sure that all users are logged out of the system
AND do not access the system while the stock month end procedure is busy.
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NOTE: The system will not do an automated backup. This is a manual procedure that must be done
prior to doing stock month end. Important to do a backup using the Backup Data option located under
the Utilities menu option.

[ ]
IQ Ent_c_rpris_c_

Stock Month End

Have you done your backups?
Are all users logged out of the system?
A e

4

Proceed

Pleaze confirm that you wizh to continue with processing the Stock
Month End!

PElGSE |

|321aa5 |

Fleaze re-type the confirmation code above and click OF to continue.

Cancel ok

Once the month end is complete is will return to the stock menu screen. To check that the month end has
successfully been completed access the Audit Trails & History report located under the stock reports menu.
There should be no information. However, if there is, then the month end procedure failed or was not done.
The backup that was generated under the backup menu should be restored.
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GENERAL LEDGER

CHAPTER 7
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GENERAL LEDGER

IMPORTANT NOTES
WHAT IS THE GENERAL LEDGER

The general ledger stores all your final or ultimate financial information. Your income (e.g. sales) and
expenses (e.g. rent) are accumulated in the ledger and balanced with each other to tell you whether you are
trading at a profit (Total income greater than total expenses) or loss (vice versa).

In addition, the ledger keeps records of all your assets (the things you own), e.g. your motor car costing
15000.00, and all your liabilities (the people you owe money to) e.g. Trust bank HP on the car of 12000.00.
Subtract the liabilities from the assets, and you end up with the 'Owners Net Worth'. E.g. 15000 - 12000 =
3000. Close your business at that point and you take home 3000.00.

The owners Net Worth is vitally effected by successful / unsuccessful trading. If you trade at a profit, your
owners Net Worth increases, but if you trade at a loss, it decreases. The following example will explain it
better:-

EXAMPLE: You sell the car (above) for 17000.00 cash to Peter Piper. The car will go to the new owner. You
will put his 17000 cheque in the bank. Simultaneously you settle the HP of 12000. That leaves you with
5000 cash. Your worth previously was 3000. The additional 2000 came about due to the Profit you made on
the sale, i.e. 17000 sale price - 15000 original cost. So now you are worth the original 3000 plus trading
profit of 2000. Which equals your cash in the bank of 5000.

Should you have sold the car for 12000 you would have had to pay the bank the full 12000. That would
have left you with nothing. Reason? Your original Net Worth of 3000 was wiped out by a trading loss of
3000 i.e. sale price 12000 - cost 15000 = loss of 3000. You can now queue for unemployment!

All the other systems e.g. stock and debtors are actually part of the general ledger and are consequently
continually feeding financial data to it. It is the general ledger that ultimately decides your fate.

From the foregoing, you can see that keeping track of your financial affairs in your ledger is vitally important
to the success of all business.

BATCH PROCESSING

All ledger postings are in batch mode. Journal entries are entered under 'Journal Postings' and Cashbook
items under 'Cashbook Postings'. Batches may be edited after entry (prior to update).

POSTING CREDITORS PAYMENTS
CASHBOOK

Creditor payments may be posted direct from the general ledger cashbook. When posting a creditor
payment in cashbook, enter the Creditors Control account number. By entering the creditors control account
the system will register that a payment is being made against a creditor and therefore will then allow
payment allocations to the individual creditor accounts.

CREDITORS JOURNAL PROCESSING

Alternatively, when posting payments one can use the Single journal option, located under the creditors
menu. If the payment method is cash then the ledger contra account will be that of the Cash On Hand
account. If the payment method is cheque, credit card or EFT, the contra account will be that of the Bank.

NOTE: Posting payments via single journal is not the preferred method, unless paying a creditor with cash.
One must not get confused with the paying of ledger expenses (e.g. water & electricity, donations, fines,
accounting fees, etc.) which is normally done via ledger journal processing. The processing of cheques is
usually associated with numerous entries which are entered together with cheques that were used to pay
expenses as well as creditors. The cashbook posting option not only allows the mixing of creditor and
expense postings, but also allows the cashbook batch to be entered over length of time. Allowing one to
add, delete or change any entries before processing the batch and updating the relevant creditor and ledger
accounts.
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POSTING DEBTORS RECEIPTS
CASHBOOK

Debtors Receipts may be posted direct from the general ledger cashbook. When posting a debtors receipts
in cashbook, enter the debtors Control account number. By entering the Debtors control account the system
will register that a payment is being made against a debtor and therefore will then allow receipt allocations
to the individual debtor accounts.

DEBTORS RECEIPTS/ SINGLE JOURNAL

It is recommended that all debtor receipts are posted via the debtor single journal module where all the
transaction can be allocated to the cash on hand account and then transfer to the bank account, displaying
only one transaction per deposit. Making it easier to find when doing the bank reconciliation than having all
the different transaction per deposit.

NOTE: As the ledger has no month end procedure, you can post to any ledger period. When posting from
any other module, the date may be selected allowing selection to any of the monthly periods.

WHAT HAPPENS AT YEAR END

If your financial year starts on the 01/03/2012 and by the end of the year 28/02/2013 your final audit
adjustments have not been received, you should continue working with your system uninterrupted. The
system will continue with the current financial year. By 31/08/2013 you are halfway into the financial year
and your final audited adjustments are received. They are then entered into the correct period by means of
the date of the transaction (i.e. February 2012).

The system will then close off your accounts at 28/02/2013, automatically clearing your income &
expenditure accounts, carry forward necessary balances (i.e. retained income). At this point you will not lose
any previous financial year information and postings to prior financial year’s would still be possible.

SETTING UP THE GENERAL LEDGER

By commencing with any posting, journal, invoice, etc. Please make sure that the ledger default settings have
been set up correctly. Select from the Utilities menu the Company Details option. Once selected Default Settings
2, Integration Accounts and Closing Dates options will be visible. Proceed through each of these options before
doing any entry in the system.

LEDGER DEFAULTS
LEDGER SETUP DEFAULT SETTINGS

CLOSE BOOKS EACH MONTH ON DAY (31 FOR LAST DAY) -i.e. What day do you close off / month end.
Usually at month end, which is the 25" or 26" of each month.
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FINANCIAL YEAR ENDS IN

End of the financial year should be entered e.g. February. This is important as it indicates where the general
ledger ends. Because the ledger has no 'Month End’”  function you, direct all debtor postings to the required
month number in the ledger. The system needs to be aware which month is the Ending financial month.

Closing Dates

Select day to dose books each month (31 for last) Debtors | Creditors | Ledager

January 31] k3| 31
February 31 31 31
March 31 3 31
April 3 3 3
May & | & 3
June 31 31 31
July 31 31 31
August 3 3 3
September 31 31 31
October 31 31 31
Mawvember 31 31 31
December 31 31 31
Mumber of months to allow backdated postings ] ] 0
Extended Days for backdated posting if month is 0 ] ] 0
Financial year ends in February v
Ledger cosed up to 30/12/1899 L

CENTRALISED LEDGER

The Centralised ledger option allows for different companies to integrate to another company’s ledger. By
entering a specific company’s ID number in the centralised ledger field will activate this option. This means
that any transactions that are being posted, the ledger side of the transactions will be posted to the
specified company’s ledger accounts.

Branch Control Trading Branch W
Local Currency ZAR. W
Centralised Debtors ool W
Centralised Creditors ool W
Centralised Ledger 001 v
Stock Grouping A w
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INTEGRATION DEFAULTS

General Ledger

The integration defaults accounts form part of the automatic integration with the ledger. Whenever a
posting involves a debtor, creditor or stock item, the system will then use the integration accounts
associated with them, e.g. Debtors Control, Creditors Control, Vat Paid, Vat Received, etc. The accounts
asked for must all be filled in, no vacant fields are permitted.

Should any of the accounts not be correct, select the search option located next to that entry field and select
the appropriate ledger account from the ledger search option.

iQ Company Details

X

Integration Accounts

Debtors Control
Creditors Control
Cash on hand
Bank

Qutput Vat

Input Vat
Discount allowed
Discount Received
Interest Received
Interest Paid
Suspense Account
Sales Account
Stock on Hand
Export Sales Account

Purchases

3500.000.000.00

4000.000,000,00

3700.000.000.00

3990.000.000.00

4100.000,000,00

3800.000.000.00

2020.000.000.00

2520.000.000.00

2500.000.000.00

1405.000.000.00

3899.000.000.00

2000.000.000.00

3500.000.000.00

Company Delal\sl Company Logo | Control Numhels] Default Settings [T]] Default Settings [2]] Enterprise Salllngsl Closing Dates  Integration Accounts ]Tax F\ales] Ehdail I Extia Ehalges]

Select the drop down arrow

to access the search facility.

Stock Transfers

Cost of Sales

Bad Debt

Retained Earnings
General Expenses

Debtors Clearing
Creditors Clearing

Work in Progress

Work in Progress Control
Import Vat (Not Capital Goods)
Import Vat (Capital Goods)
Realised FC Gain/Loss

Laybyes Control

3510.000.000.00

3520.000.000.00

1000.000.000.00

1230.000.000.00

4300.000.000.00

1350.000.000.00

3601.000.000.00

4001.000.000.00

2030.000.000.00

3333.000.000.00

3900.000.000.00

3910.000.000.00

2540,000.000,00

3334.000.000.00

M

NOTE: If the account is not listed, select the Account Maintenance option from the Ledger Menu and add

the specific ledger account first.
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VAT SETUP

General Ledger

Accept default or alter as necessary. VAT descriptions and rates may be amended at will. Changing the
description or the VAT rate will not alter transaction VAT values that have already been posted.

iQ Company Details

e

Tax Rates

FRestare Default
Valrates

Campany Deta\lsl Company Logu} ContmlNumbersl Default Settings [1]] Default Settings [2]] Enterprize Settings] Clazing Dates] Integration Accounts  Tax Rates 1 EMail ] Eutra Charges}

Debtor Invoice Processing  Selling Price Maintenance  Creditor GRV Processing  Selling Prices for IQXML

User Defined Not Defined @) User Defined

@ Inclusive

@ Always Indusive @ Always Indusive Always Inclusive

Always Exclusive Always Exclusive Always Exdusive Exclusive

Position on Yat201 Form

- | |

Number |Description ‘Tax Rate | Yat Onlyl\'rm 201 Output |Vﬂt 201 Input |

0 Mo Vat Applicable 0.0000 r

1|Mormal Vat 14.0000 r Standard-rate {Exd Capital) Other Goods

2|Zero Rated 0.0000 r Zero Rate

3 Exempt 0.0000 r Exempt

4|Bad Debt 14,0000 r Bad debts

5 Not Defined 0.0000 r Other Other

& Capital Goods Vat 14.0000 r Standard-Rate (Capital Goods) |Capital Goods

10 Capital Goods (Imported) 0.0000 v Capital Goods (Imported)

11|Other Goods {Imported) 0.0000 2 Other Goods {Imported)

12 Zero Rated (Exported) 0.0000 r Zero Rate (Exported)

s

NOTE: Should transactions (e.g. journals, invoices, goods received vouchers, etc.) have been posted with
the incorrect VAT rate the only way to correct these entries is to reverse them using the incorrect VAT rate
and then reposting them with correct VAT rate. Do not try to reverse them with the correct VAT rate.
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ACCOUNT MAINTENANCE
Select the Account Maintenance option from the Ledger menu.

Locate the appropriate ledger account to edit, by typing in the account code or by typing the  description
of the account should you have changed the sequence to description, or use the mouse together with
vertical scroll bars. Or Select the Add button to begin adding a new ledger account.

SORT ORDER

The sort order allows one to change the order in which the default ledger account appear in the
account maintenance screen. They can be sorted by either account, description or type.

iQ 1Q Enterprise: Demo - Head Office - [Ledger Amendments Demo - Head Office Version 6.0.1.3] =) S|
Processing Debtors Creditors Stack Ledger Utilities Support Point of Sale Windows Help Shortcuts - 0 X
Sort Order
- @) Account
IQEH[CTpﬂ S€  © pesainton
Type =Reserved Accounts

ACCOUNT DESCRIFTION TYPE |DEPARTMENT DEFAULTVAT| =
| 1000.000.000.00 Cost of Sales -Head Office 2 0
_|1001.000.000.00 Cost of Sales -Branch 2 [1]
__[1200.000.000.00 Advertising 1HR 0
_[1205.000.000.00 Accounting fees 1 Acc 0f 8
__[1225.000.000.00 Bank Charges 1 af=
_ [1230.000.000.00 Bad Debts il 1]
_|1250.000.000.00 Cleaning Expenses i a
|_|1254.000.000.00 Collection Fees 1 0
_|1250.000.000.00 Consumable Stores i a
_ [1275.000.000.00 Directors Remuneration 1 4]
_|1285.000.000.00 Donations & Fines 1 [t}
_|1286.000.000.00 Depredation 1 ]

1290.000.000.00 Entertainment i a
| 1300.000.000.00 Electricty & Water Yellow = Reserved Accounts 1 [
_[1305.000.000.00 Purchases 1 a
_|1350.000.000.00 General Expenses 1 a
|| 1400.000.000.00 Interest Paid - Bank 1 1]
|_|1405.000.000.00 Interest Paid - Other 1 a
_[1410.000.000.00 Insurance 1 [t}
|_|1450.000.000.00 Licences i a
__|1455.000.000.00 Legal Fees 1 Q
_|1460.000.000.00 Levies Paid i a
_|1465.000.000.00 Loss on Sale of Fixed Assets 1 0
_ [1470.000.000.00 Lease Payments 1 o
__[1475.000.000.00 Maintenance & Repairs 1 o
|_|1480.000.000.00 Membership & Subscriptions i 1]
_|1485.000.000.00 Motor & Delivery Expenses i a
_[1550.000.000.00 Printing & Stationery 1 0
_|1575.000.000.00 Rent Paid i a
_[1580.000.000.00 Refreshments i Q
_|1600.000.000.00 Salaries i a
__[1601.000.000.00 Wages i Q
_|1603.000.000.00 UIF i a
__[1604.000.000.00 SDL i Q
|_|1625.000.000.00 Telephone & Postage 1 1]
_[1700.000.000.00 Foreign Exchange Gain/Loss 4 o
_|2000.000.000,00 Sales Account - Head Office 3 0
_|2001.000.000.00 Sales - Branch 3 a
_ |2010.000.000.00 Other Income 4 [t}
_|2020.000.000.00 Discount Allowed 1 a
| |2030.000.000.00 Work in Progress 4 o i

i 5] | & % & P
Select Visible Fields Search Balances Seguence Add Edit Delete

SELECT VISIBLE FIELDS

The select visible field’s option allows one to change the views of the screen. Select a field by putting
a tick mark in the box next to the field. To remove a field, untick the necessary field and it will be
removed from the screen.

SEARCH

The search option allows one to search for any information that is displayed on the Ledger Account
Maintenance screen.

BALANCES
Select the balances option in order to view the balances for the selected ledger accounts.
SEQUENCE

The sequence option allows one to change the order in which the default ledger accounts appear in
the account maintenance screen. The sequence may be changed between either account, description
or type.

ADD

The add option allows one to any additional ledger accounts to the system.
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EDIT
The edit option allows one to edit any of the existing ledger account or newly created one’s.

NOTE: When editing a ledger account, the account number cannot be changed. When editing a
reserved ledger account, the account type cannot be changed.

DELETE

The delete option allows one to delete ledger accounts without balances and newly created ledger
accounts.

NOTE: Ledger accounts with balances or transactions cannot be deleted. Reserved accounts cannot
be deleted. Therefore, to delete a reserved account, please ensure that it is not defined in the
Integration accounts setup and there are no balances on the account.

iQ Ledger Amendments Demo - Head Office Version 6.0.1.3 ||

L]
IQF‘.ntcrprisc

Account

Account Number 1200.000.000.00 Index 1 Account Type

Description Advertising| Index 2
Default Branch 001 - Index 3
Default Department HR -

Reporting Group 001 -

Default Vat Rate

@ 1Expense
2 Cost of Sales
3 Sales

@ 0 Mo Vat Applicable 0.00% 4Bad Debt 14.00% 11 Other Goods {Imported) 0.( 4 Other Income
1Normal Vat 14.00% 5 Not Defined 0.00% 12 Zero Rated (Exported) 0,00 5 Bank Account
2 Zero Rated 0.00% 6 Capital Goods Vat 14.00% & Current Asset
3 Exempt 0.00% 10 Capital Goods (Imported) 0 7 Fixed Asset

Allow Direct Journals on this
account

8 Other Asset

@) Yes No
9 Current Liability

10 Long term Liability

Allow Ledger Batch Journals 11 Equity

Accept

ACCOUNT DETAILS
ACCOUNT NO

The account no here displays the account number of the ledger account that is currently being
viewed.

DESCRIPTION

The description displays the description of the ledger account that is currently being viewed.
BRANCH

The branch displays the branch that was used when the transactions were posted.
DEPARTMENT

The department displays the ledger department that was used when the transaction took place.

REPORT TYPE

REPORT

The report option here allows one to print the existing on screen information onto a report.
PIE CHART

The pie chart option allows one to view the current on screen information in a pie graph format
showing the balances for that specific ledger account.

BAR CHART

The bar chart option allows one to view the current on screen information in a bar graph format
showing the balances for that specific ledger account.
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SELECT FINANCIAL YEAR
Change this option if balances are to be viewed for a previous financial year.

PREVIEW

General Ledger

Select the preview option to preview the on screen information either on a chart or report.

DESIGN

The design option allows one to design either the report or any of the two graphs.

IQRetail (PTY) LTD
Account Number
Description

Financial Year

ABSABANK

Absa Bank

2009

Monthly Values as at 28/10/ 2008
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ADDING A LEDGER ACCOUNT

Select the Add button option to add a new ledger account. A dialogue box will appear for the entry of the
ledger account information.

ACCOUNT NUMBER

Enter a new account number with a maximum of 15 alphanumeric characters,
e.g. 1000.000.00, 1200.000, 1000.ABC, Petrol, Advertising, etc..

DESCRIPTION

Enter a suitable description for the account consisting of 30 characters.
DEFAULT BRANCH

Select the default branch to be used when doing journals. Use the default branch field to group your
chart of accounts into various categories. The available ledger reports will allow trial balances, income
statements, budgets, etc. to be printed for a range of branches, or a particular branch.

NOTE: Branch and Company are synonymous in IQ. Should the chart of accounts constitute the
financial activity of various branches within the business, it is advisable to differentiate between the
different income and expense accounts for the branches. It is important that this branch number be
replicated in the account number. E.g. If the ledger account was “1000.001” , where 001" is the
branch, the branch number “001” will have to be entered in the branch option.

EXAMPLE: DBN can easily be interpreted as Durban branch. Always use easily recognizable branch
codes as to avoid confusion and facilitate simplicity when extracting spread sheet reports.

DEFAULT DEPARTMENT

Select the default Ledger Department. If the financial statements and ledger reports need to reflect
financial information for the different departments within a business, it is essential that the
department codes are entered. To add Ledger Departments select the Utilities Menu Option -- >
Default Tables Setup -- > Ledger Departments.

Use the department to further the breakdown of your chart of accounts into various categories, e.g.
marketing dept. administration dept. etc. Use the available ledger reports; trial balances, income
statements, budgets, etc. to be printed for a range of departments.

NOTE: It is important that this department number be replicated in the account number. E.g. If the
ledger account was “1000.001.XYZ", where “XYZ" is the department, the department number “XYZ"
will have to be entered in the department option as well.

REPORTING GROUP

Add the reporting group for this account. These groups are useful when certain types of accounts are
grouped together for reporting purposes. It makes it a lot easier when filtering. If the spread sheet is
used to extract financial reports, it is essential to create the different reporting groups. These are
similar to minor departments/groups. To add Ledger Departments select the Utilities Menu Option -- >
Default Tables Setup -- > Ledger Reporting Groups.

EXAMPLE: If all vehicle expenses are grouped as 123, it is easy to use the available reports to total
all items belonging to a particular reporting group 123.

INDEX 1, INDEX 2, INDEX 3
These index fields can be used for reporting purposes as extra fields whereby certain accounts may be

selected or grouped and categorized. These fields can also be used to replicate the effect of “sub-
accounts” on customized reports.

NOTE: Branch/Company, Department, Reporting Group and Index 1, 2, 3 are all for reporting
purposes.
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iQ Ledger Amendments Deme - Head Office Version 6.0.1.3 [ >

Ll
IQF,nrcrprisc

Account

Account Mumber 3990.000.000.00 Index 1 Account Type

Description Bank Account - Cheque Index 2

Default Branch v Index3 1 Expense
Default Department -
- 2 Cost of Sales

Reporting Group -
Defauit Vat Rate =

0 Mo Vat Applicable 0.00% 4Bad Debt 14.00% 11 Other Goods (Imperted) 0.( 4 0ther Income

1 Normal Vat 14.00% 5 Not Defined 0.00% 12 Zero Rated (Exported) 0.00 @) 5 Bank Account

2 Zero Rated 0.00% @ & Capital Goods Vat 14.00% Current Asset

3 Exempt 0.00% 10 Capital Goods {Imported) 0 Fixed Asset
Allow Direct Journals on this Other Asset
account

Q@ Yes No
Current Liability
Additional Bank Detail
itional Bank Detalls Currency ZAR - 10 Long term Liability

Import File Format KN
Account Mumber 1201221144
Branch Number 02015
Bank EFT Number 02018
Bank Export Type Standard Bank - |
Bank Seed 4555554
Company Code 4545

- | 11 Equity

Account Type: Bank will display
Additioan Bank Details

Accept

ACCOUNT TYPE

Select the type (expense, income, asset, liability) of account by adding a black dot in the appropriate
radio button.

NOTE: Once this account type has been selected AND transactions (journals, invoices, GRV’s, etc.)
have been posted to the account, the account type cannot be altered.

ACCOUNT TYPES EXPLAINED
The account type will influence reporting and how the transaction information is displayed, so it is
important that the correct account type selection is made. It is important to know the differences

between the account types, and what each one is used for. The following account types are used in
Generally Accepted Accounting Practice (GAAP):

Income

Expense

Asset

Liabilities

Owner’s Equity

These account types are used according to GAAP for the calculation of the basic accounting equation:
In IQ, each of these account types have been sub-categorized, to allow for more detailed financial

reports and audits.
NOTE: The numbers seen below correspond to the numbers of the account types in IQ.

EXPENSE ACCOUNTS

Expense accounts are affected when moneys are paid from the business, other than for the purchase of
assets. For example, if the company pays the telephone account or a water and electricity, this will have an
effect on one or more relevant expense accounts. The sale of stock items also generates expenses in most
cases, but these are more trade related expenses. The expense incurred when selling a stock item, will
generally be the cost price of the stock item. The two types of expense accounts are discussed below:

EXPENSE
This account type is used to record expenses incurred, other than the Cost of Sales generated.

Accounts of this type will generally be expenses regarded as business overhead expenses such as
telephone accounts and rent expense.
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COST OF SALES

This account type is used to record the Cost of Sales i.e. the cost incurred in making the
sale/transaction. For example, when a box of matches is purchased for 30 cents, and then resold for
57 cents inclusive of VAT, the 30 cents will be posted to the cost of sales accounts, as this was the
cost of the item sold. Accounts of these types are considered “trade” expenses.

INCOME ACCOUNTS
Income accounts are affected when moneys are received by the business, for example, when stock

items are sold, or interest is received from a financial institution. The two types of income accounts
are discussed below:

SALES
This account type is used to record sales of stock items or services. Accounts of these types will
generally be trade income accounts.

OTHER INCOME
This account type will be used to record the income generated other than from the sales of stock

items or services. Examples of other income accounts are discount received, interest received and
rent income.

ASSET ACCOUNTS
Asset accounts are used to record assets owned by a company. Examples of assets are inventory,
vehicles, equipment and buildings. IQ differentiates between four different types of asset accounts:
BANK ACCOUNT
Bank accounts are used to record the cash flow in and out of the business bank accounts. Bank
accounts can be either in a debit or credit balance, which means that the account can be either an

asset or a liability. IQ makes provision for an unlimited amount of accounts of this type, each of
which is separately kept and separately reconciled.

NOTE: Petty cash accounts can also be defined as bank accounts, which make petty cash transactions
simple - using the Cashbook Postings interface.

FIXED ASSETS
Accounts of this type are generally items of value which will not completely depreciate or be depleted
within the current financial year. Examples of fixed assets are furniture, vehicles and buildings.
CURRENT ASSETS
Accounts of this type are usually assets which will be sold or otherwise traded within the current
financial year. Moneys owed to a business within the current financial year are also examples of

current assets. Stock items which are traded throughout the financial year, are regarded as current
assets, even though their “shelf life” may as long as that of a fixed asset.

OTHER ASSETS
Any asset which does not belong to the 2 categories specified above.
LIABILITY ACCOUNTS

Liability accounts are used to record the liabilities or debts payable by a business. There are two types
of liability accounts:

CURRENT LIABILITY
Current liability accounts are used to record debts payable by the business within the current financial

year. Examples of this account type are short term loans, trade accounts payable, outstanding taxes
and other short term debts.

LONG TERM LIABILITIES

These accounts are used to record long term debts payable by a company, for example mortgage
loans, vehicle finance accounts etc.
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EQUITY ACCOUNT

Accounts of this type are the owner’s interest in the company, or the amount of money that the owner
is due from the business.

Ll
IQEnrcrpri se

Account Details | sub Accounts

Account
Account Number 4210.000.000.00 Index 1 Account Type

Description :Shara Capiﬁi Index 2

Default Branch w| Index 3 () 1Expense

Default Department [ v ()2 Cost of Sales

Reporting Group v =
() 3 5ales

Default Vat Rate Oy aCihes
(®)0 No Vat Applicable 0.00% () 4Bad Debt 14.00% () 11 Other Goods (Imported) 0.1 =~ 7 01 e! 1COME

()1 Normal Vat 14.00% (_) 5 Not Defined 0.00% () 12 Zero Rated (Exported) 0.0
(7} 2 Zero Rated 0.00% (_)6 Capital Goods Vat 14.00% ()6 Current Asset
() 3 Exempt 0.00% () 10 Capital Goods (Imported) 0 () 7 Fixed Asset

() 5Bank Account

Allow Direct Journals on this ()& Other Asset

account I s Main Account v -
@) Yes ()No ()9 Current Liability

() 10 Long term Liability

(®) 11 Equity

Accept

DEFAULT VAT RATE

In order to simplify the processing of journal and cash book entries each account can be setup to
default to a specific vat rate when processing journals or cashbook entries. It reduces the need to
allocate the vat rate for each account when processing ledger journals and cashbook entries.

If unsure as to what the default VAT rate should be, leave default selection as is, “Not Applicable”
ALLOW DIRECT JOURNALS ON THIS ACCOUNT

Select whether you wish to allow direct journals on this account. This means that amounts can be
directly posted to the account under Ledger > Journals or under Ledger > Cashbook postings. For
example, Debtors Control and Creditors Control accounts are accounts that one would NOT allow
direct postings to be done on as there will be no reflection on the individual debtors/creditors
account. This will also apply to Stock on Hand and other control accounts.

NOTE: Direct Journals can NOT be done on Bank Accounts under Ledger > Journals regardless. Any
journal that affects bank must be done under Ledger > Cashbook Postings as this module was
specifically written for Bank Accounts.

ADDITIONAL BANK DETAILS
CURRENCY
The currency field is to specify in which currency this particular bank account operates in.
IMPORT FILE FORMAT

The import file format allows one to import a specific bank account into the system. This will only
work if the file format is setup correctly.

ACCOUNT NUMBER

The account number field is used for the entering of the account number of that specific bank
account.

BRANCH NUMBER

The branch number field is used to enter the branch number of the physical bank. In most cases
today all banks have similar or the same branch number.

BANK EFT NUMBER
The bank EFT number field is used to enter that bank branches EFT number.
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BANK EXPORT TYPE

The bank export type allows one to export the bank to any of the following software applications
namely (Cash Focus, BankIT ACB Format or Ned Inform).

SHOW HINTS

The show hints option allows one to view a brief description of the different fields situated within the
ledger account maintenance screen. This helps when one does not know what all the fields are for.

ACCEPT

Select the accept option to save the newly made changes.
EDITING AN EXISTING ACCOUNT

Use the edit option to edit the account that has been highlighted.

The dialogue box that appears is the same as that for adding a ledger account and can be used in the
same way, except the account number, and account type cannot be changed.

NOTE: If the account has no transactions posted to it, the account type may then be altered. Should

you wish to change the account number the best thing would be to journal the balances to zero and
create a new account with the correct account number and type.

DELETING A LEDGER ACCOUNT
Once the appropriate account has been highlighted select the delete option to delete the highlighted
account.

NOTE: If the account has a balance or transactions the system will not allow the account to be
deleted. Reserved accounts may not be deleted. These accounts will have a 'R' shown next to the
year-to-date balance (see enquiries).

LEDGER — SUB ACCOUTNS

IQ Enterprise now supports a method of implementing Sub Accounts / Account Labelling. This is accomplished
by introducing and allowing the following:
LEDGER MAINTENANCE
Ledger Maintenance now allows the user to link accounts to each other in a hierarchy. The user will be able
to either a) specify, for each account, a Main Account or b) specify for each Main Account a number of Sub
Accounts.
T ||

iQ Ledger Amendments Demo Head Office Version 6.0.23

-
IQF',nrcrprisc

Account Detpils | sub Accounts

Account

Account Number
Description

Default Branch
Default Department
Reporting Group

Default Vat Rate

Allow Direct Journals on this
account

MAIN

Index 1

Main Ac:uunﬂ

@) 0 No Vat Applicable 0.00%
1 Normal Vat 14.00%
2 Zero Rated 0.00%
3 Exempt 0.00%

Index 2
v  Index3
-

-

4 Bad Debt 14.00%
5 Not Defined 0.00%

11 Other Goods {Imported) 0.0
12 Zero Rated (Exported) 0.00
6 Capital Goods Vat 14.00%

10 Capital Goods (Imported) 0

Account Type

@ 1Expense
2 Cost of Sales
3 Sales
4 Other Income
5 Bank Account
6 Current Asset

7 Fixed Asset

@) Yes No

Main Account -

8 Other Asset

9 Current Liability

10 Long term Liability
11 Equity

Accept

IQ Retail (Pty) Ltd © 2013



IQ ENTERPRISE \ BUSINESS REFERENCE & TRAINING GUIDE - Fifth Edition 5.1 General Ledger

MAIN ACCOUNT

By selecting a Main Account, the current account will be linked to that Main Account as a Sub Account.
An easier alternative is to perform the linking of accounts via the Sub Accounts Tab (if available). The
Sub Accounts Tab allows for the following

Incremental Searching on the Account Number
Drag and Drop facility
Double Click To Add and Remove

iQ Ledger Amendments Demo Head Office Version 6.0.2.3 V||

L ]
I_QF,nrcrpris_c

Account Details  Sub Accounts

Available Accounts - Double Click or Drag to Right to Link as Sub Account Sub Accounts - Drag Available Accounts Here
Account Description - Account Description -
1200.000,000,00 |Advertising | |suUB1 Sub Account 1
1205.000.000.00  Accounting fees _|suB2 Sub Account 2
1225.000.000.00 Bank Charges L SUB3 Sub Account 3

1230.000.000.00 Bad Debts
1250,000.000.00  Cleaning Expenses
1254,000.000.00  Collection Fees
1260.000.000.00  Consumable Stores
1275.000.000.00 Directors Remuneration
1285.000.000.00 Donations & Fines
1286.000.000.00 Deprediation
1250.000.000.00 Entertainment
1300,000.000.00  Electridty & Water
1305.000.000.00 Purchases
1350.000.000.00 General Expenses
1400.000.000.00  Interest Paid - Bank
1405.000.000.00 Interest Paid - Other
1410.000.000.00 | Insurance
1450.000.000.00 Licences
1455.000.000.00 Legal Fees

m

C

LIMITATIONS IMPOSED:

You are not allowed to trade / post transactions to a main account. You may only trade / post
transactions to the lowest level accounts within the hierarchy.

The Sub Accounts Tab will not be available in the Ledger Maintenance module if the Account you are
editing already contains transactions (limitation in a — No account that is a Master Account may have
transactions)

Accounts may not be linked to themselves.
POSTING TO LEDGER ACCOUNTS

Modules that allow posting to Ledger Accounts (either directly or via some department / group /
charge setup) will prevent the user from posting to Master Accounts.
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FINANCIAL REPORTS MODULE
Ledger Sub Accounts are also supported under Ledger Financial Reports Module shown below:

You will notice a Detailed vs Main Account selection at the top. The Main Account selection will show
only Main Accounts on the financial reports and will total the values based on the values of the
subaccounts linked to each Main Account. The Detailed report will show All accounts underneath each
of the Main Accounts and will indicate the hierarchy by means on indentation. Main Accounts will not
show any balance information only transacting accounts will.

IQ 1Q Enterprise: Deme Head Office - [Cashbook Batch Entries Version 6.0.2.3] =
Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts - 2 X
Select Batch
Bank Account | 3390.000.000.00 Bank Account - Cheque = . - .
ank Account 2 | E] @ 1Empty © TEmpty
Batch Name  Not Defined 2 .
.Q (@) 2LISA () BEmpty
H (€ 3L15A SLEY
| Enterprise : ey
i Timit ©) 4Empty (€ 10 Empty
[ Enable Account Allocations © 5Empty © 11Empty
) 6Empty (€ 12Empty
Date Type [Account [Branch  [Reference Desciption Deposit Payment|_Tax|Notes B
| [19/03/2013 al SUB1 001 susoo: Sub Account 1 0.00 8000 0
| 19/03/2013 al SUB2 001 SUB001 Sub Account 2 0.00 1596.32 o
| 19/03/2013 al SUB3 001 SUB001 Sub Account 3 0.00 1563.00 1]
Blisjoz/20 IR ] 001 SUB001 0.00 0.00 0
0.00 373,32 ~
— ~ > g
2 (Bl 5 LB (B LB & | /(@
L - Rt
Search| |GlLAmendments| |LoadBatch| |SsyeBatch| |DeleteBatch| |ExportBatch| |BankImport| |Changedates| |Rules Setup PrintBatch |  |Flesh Reports Splt Entry Process

Excel Type Financial Reports are not currently supported, ONLY Ledger Report, Trial Balance and
Financial Statements.

|Q Trial Balance Demo Head Office Version 6.0.2.3 [l x|
Selections Mumber of Months RErT T Available Filters
Finandial Year StartPeriod  End Period ) e Clear Filter
. 014 - ! = 2 M
() Main Account
IQ Entcrpﬂsc Print Zero Balances @ 4 Column Trial Balance
naTA » [T () 2 Column Trial Balance
@Yes ©MNo () Income Statement
(") Balance Sheet

Accounts
Account Description Expenses Income Assets Liabilities -
2000.000.000.00 Sales Account - Head Office 0.00] 10 138.21 0.00 0.00]
2001.000,000.00 Sales -Branch 0.00 0.00 0.00 0.00
2010.000.000.00 Other Income 0.00 0.00 0.00 0.00|E
2030.000.000.00 Work in Progress 0.00 0.00 0.00 0.00
2500.000.000.00 Interest Received 0.00 0.00 0.00 0,001 |
2510.000.000.00 Bad Debts Recovered 0.00 0.00 0.00 0.00
2520.000.000.00 Discount Received 0.00 0.00 0.00 0.00
2530.000.000.00 Profit on Sale of Fixed Assets 0.00 0.00 0.00 0.00
2540.000.000.00 Realised FC Gain/Loss 0.00 0.00 0.00 0.00
1000.000.000.00 Cost of Sales - Head Office 1721.43 0.00 0.00 0.00
1001.000.000.00 Cost of Sales - Branch 0.00 0.00 0.00 0.00
1200.000.000.00 Advertising 0.00 0.00 0.00 0.00
1205.000.000.00 Accounting fees 0.00 0.00 0.00 0.00
1225.000.000.00 Bank Charges 0.00 0.00 0.00 0.00
1230.000.000.00 Bad Debts 0.00 0.00 0.00 0.00
1250.000.000.00 Cleaning Expenses 0.00 0.00 0.00 0.00
1254.000.000.00 Collection Fees 0.00 0.00 0.00 0.00
1260.000.000.00 Consumable Stores 0.00 0.00 0.00 0.00
1275.000.000.00 Directors Remuneration 0.00 0.00 0.00 0.00
1285.000.000.00 Donations & Fines 2648.13 0.00 0.00 0.00
1286.000.000.00 Depreciation 0.00 0.00 0.00 0.00
1290.000.000.00 Entertainment 0.00 0.00 0.00 0.00
1300.000.000.00 Electricity & Water 0.00 0.00 0.00 0.00
1305.000.000.00 Purchases 0.00 0.00 0.00 0.00
1350.000.000.00 General Expenses 0.00 0.00 0.00 0.00
1400.000.000.00 Interest Paid - Bank 0.00 0.00 0.00 0.00 .

T 7] = 2 5 o o

iE = . b/ -

Select Visible Fields Export Search Filter Preview Design Print
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TRIAL BALANCE
REPORT SELECTION
DETAILED

iQ Preview

SEEHGr;ER(R ww- QB | EEU|[4 4

Close

Date Printed :19/03/2013 10:22:22
Trial Balance
Finandial Year 2014 from Period 1 to 12

Account Description

1000,000.000.00
1285,000.000.00
1550,000.000.00
2000.000.000.00
3030,000.000.00
3031.000.000.00
3050,000.000.00
3051,000.000.00
3333,000.000.00
3500,000.000.00
3510,000.000.00
3520,000.000.00
3600,000.000.00
3601.000.000.00
3700,000.000.00
3710.000.000.00
3800,000.000.00
3990,000.000.00
3991.000.000.00
4000,000.000.00
4001,000.000.00
4100.000.000.00
4105,000.000.00
4602.000.000.00
4603,000.000.00
4604,000.000.00  SDL Coniribution
4900.000.000.00  Retaned Eamings
Sl Sl

Cost of Sales -Head Office
Donations & Fines

Printing & Stafionery

Sales Account - Head Office
Furriture at Cost

Furniture Accumiiated Depr.
Vehicles at Cost

Vehices Accumulated Depr,
Work i Progress Cantrol
Stockon Hand

Stock Adjustment Account
Stock Transfers

Debtors Control

Debtors Clearing Account
Cash on Hand

Petty Cash

Vat Input - Trade

Bank Account - Cheque
Bank Account

Credors Contral

Creditors Clearing Acount
Vat Output

VatContral Account

PAYE SITE

UIF Cantribution

-13959.73
13959.73
-52363.01
-14 269,87
10920.82
208 613,68
130 %3.44
3213.95
211%83.56
-5 200.00
189 657.06
4500.00
88657.32
23500.42
7662.00

409 522,59

-1800.00

100 830,73

201,85

55.40

6120

30,60

295€684.42

HIS7

Main Account
Sub Account 1
Sub Account 2
Sub Aacount 3

Pagel of 1

REPORT SELECTION
MAIN ACCOUNT

iQ Preview

SEEHDAER R ow- QI | EEA[ 144

Date Printed :19/03/2013 10:26:20
Trial Balance
Financial Year 2014 fram Period 1 to 12

Account Description

1000.000.000.00
1285.000.000.00
159.000.000.00
2000.000.000.00
3030.000.000.00
3031.000.000.00
305).000.000.00
3051.000.000.00
3333.000.000.00
'3500.000.000.00
3510.000.000.00
3520,000.000.00
3600.000.000.00
3601.000.000.00
3700.000.000.00
3710.000.000.00
3500,000.000.00
'3990.000.000.00
3991,000.000.00
4000.000.000.00
400100000000 Creditors Clearng Acoount.
4100.000.00000  Vat Quiput

Cost of Sales -Head Office
Donatiors & Fines

Prining & Stationery

Sales Account - Head Office
Furniture at Cost

Furniture Accumuated Depr.
vehides at Cost

Vehicles Accumulated Depr.
Work in Progress Control
Stockon Hand

Stock Adjustmertt Account
Stock Transfers

Debtors Contral

Debtors Clearing Account
Cash on Hand

Petty Cash

Vat Input - Trade

Bark Account - Cheque
Bark Account

Credtors Control

-13952.73
13959.73
-523%3.01
-14259.87
10520.82
208813.68
130 33,44
3213.95
21183.56
-5.200.00
139 657.06
4 500,00
83 657.32
233042
7662.00

409 522,59

-1800.00

100 830.73

[ 105.000.00000  VatConool Accant
460200000000  PAYESITE
4603.00000000  UIF Contribution
4604.00000000  SDL Contibution
480000000000 Retained Eamings

FUEL 855,00
Main Account 37332

9103.63 10138.21

—
2019.85
5540
6120
30,60

295 634,42

807 439.37

Pagel of 1
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POSTING CASHBOOK TRANSACTIONS (CHEQUES & DEPOSITS)
To process bank deposits and payments (cheques), select Cashbook Postings option from the Ledger menu.

The cashbook screen will appear. The top left hand corner of the screen will show the 10 different cashbook
batches. Select the batch to be used. If a previous batch has already been used and saved, this batch can
be recalled to alter details or to process.

iQ 1Q Enterprise: Demo - Head Office - [Cashbook Batch Entries Version 6.0.1.3] = X

Processing  Debtors  Creditors  Stock  Ledger  Utilities  Support  PointofSale  Windows  Help  Shortcuts -
Select Batch

Bank Account | 3550,000.000,00 Bank Account - Cheque -
@ 1Empty 7Empty

Not Defined
.Q BatchName Not Define 2 empty s Empty
o 1ce 3Em 9 Emy
[ Enterprise i i
[ 4Empty 10 Empty
Enable Account Allecations SLIsA 11Empty
& Empty 12 Empty

[pate [rype Account [ranch  [Reference Descrption Deposit Payment| Tax[Hates [«
05/11/2012 dl 1200.000.000.00 001 <auto Advertiang 0.00 569.23
08/11/2012 Drs TBS001 001 <Auto> The Bargain Store - Head Office 15623.01 0.00

=

05/11/2012 s ABCDOL 01 <huto> ABC Whole Sales 0.00 5600.00
~lors 001 <Auto> 0.00 0.00

EICICHS

15623.01 6169.23

74

Design

= F==] L= ——]| L

-
Print Batch

3]

Load Batch

7]

Delete Batch

i

Save Batch

GL Amendments Export Batch BanklImport |  [Changedates|  |Rules Setup FlashReports|  |Discoun it

=
Search

POSTING CREDITOR / DEBTOR PAYMENTS

If the contra account is either the Debtors or Creditors Control account (as defined under Integration
Defaults), the system will prompt you for the individual Debtor's or Creditor's account number once
you have entered passed the VAT rate field.

Once you have entered either the Creditors or Debtors Control account number and have proceeded
to the end of the line, the Debtor's / Creditor's dialogue box will appear. Enter the creditors or Debtors
account no.

POSTING CREDITOR / DEBTOR REVERSALS
A cheque will generate a refund type transaction for a debtor, or a payment type transaction for a

creditor. Similarly, a deposit will generate a payment type transaction for a debtor, or a refund
transaction for a creditor.

If a Creditor is paid, or a Debtor pays their account, the discount portion of the entry may be entered.
This portion will automatically post the appropriate journal entry to the accounts. Only one debtor /
creditor may be allocated per payment / deposit.
ENTERING CASHBOOK DETAILS
BANK ACCOUNT
The bank account field allows one to either use the existing bank account or if there are more than

one bank account, these may be selected by selecting the drop down arrow next to the bank account
number and select any additional bank account.

BATCH NAME

The batch name field allows one to enter a batch name for the postings that are going to take place.
In other words, if debtor and creditors postings (receipts and payments) are going to be posted then
name the batch to be posted accordingly.

SELECT BATCH

This option allows one to work in different batches at any given time.
406 IQ Retail (Pty) Ltd © 2013
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Save Batch Delete Batch Export Batch Bank Import (Change dates. Rules Setup Design Print Batch Flash Reports

Q@ 1Q Enterprise: Demo - Head Office - [Cashbook Batch Entries Version 6.0.1.3] = S
Processing  Debtors  Creditors  Stock  ledger  Utilites  Support  PointofSale  Windows  Help  Shortcuts =
Select Batch
Bank Account | 3390.000.000.00 Bank Account - Cheque -
@ 1Empty 7 Empty
Mot Defined
.Q Batch Name 2Empty 8 Empty
1 3Em, 9Emy
| Enterprise 2 s
" 0 v | 4 Empty 10 Empty
Enable Account Allocations 5 LISA 11 Empty
6 Empty 12 Empty
Date Type Account Branch Reference Description Deposit Payment‘ TaxlNuDEs | -
|_|o6/11/2012 ] 1200.000,000.00 001 <Auto: Advertising 0.00 569,23 1
|_|06/11/2012 Drs TBS001 001 <Auto> The Bargain Store - Head Office 15623.01 0.00 0
|_|06/11/2012 Crs ABCO01 001 <Auto> ABC Whole Sales 0.00 5600.00 0
1| ~lors 001 <Auto> 0.00 000 0
15623.01 6 169.23 -
- - & NF — e} /f — P 4 @
= . ) €| 7] AN
Search Discount Split Entr Process

Load Batch

GL Amendments

DATE

The default date will already appear in this field. Just press Enter to accept the date, or enter a new
date in the format DDMMYYYY. This date will tell the system where in the financial year this
transaction is being posted to. The cashbook entries will always be posted to the month as defined by
the computer date and the company’s financial period starting or ending. It is therefore important to
set the computer date to the correct month and see that the Ledger Closing Dates (See Company
Details, Closing Dates under the Utilities menu), specifying the day of the month end, and the
financial year, be correctly entered.

NOTE: The system is a date driven system, automatically the transactions will be posted to the date
specified. E.g. If the ending financial period is February, and the computer date is 01/05/2007, the
system will post the transaction to that specific date. This will mean that entries affecting the ledger
will be posted / integrated to that specified date.

TYPE

The type specified here will specify what type of cashbook posting is going to take place. There are
three different types that one may choose (GL, DRS or CRS). These types will specify what type of
cashbook posting is going to be posted.

The GL option allows one to post either a deposit or payment to any of the general ledger accounts.
The DRS option allows one to post a debtor receipt, once the DRS option has been selected, one can
choose a specific debtors account. The CRS option allows one to post a creditor payment, once the
CRS option has been selected, one can choose a specific creditors account.
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iQ Search Version 6.0.1.3

EA=x=)

Search Selection - [F7] To Switch

Search By - double dick to change

DEFALILT
MAME

. (@) Filter Records BIDEETORTYPE
IQ . CURRENCY
EI]I’CI‘pI‘ISC CURRENCYMAME
MAOTATINE ACCOURTING S6FTMARE TRADINGAS
(7 Go To Record
Account Mame |Teleph0ne Balance |Initials|TitIe |E0ntact -
_[BLAOD1 Black - Terms 30 Days 0213300000 71359.26 P Mr Peter
_ [BLuool Blue - Credit Limit R.1 20 448.15
_|BRODO1 Brown - Vat Exempt (Export) 11458.19
_|CODoo1 COD ACCOUNT 0.00 p
_|FC001 Foreign Currency - Dollar 2963.34
_|GREDO1 Green - On Hold 021854 000 000 693.00 T MRs  Theresa
GREDD2 Grey - Settlement Disc (Farmer) 137.25 K Mr Ken Grey
B5001 _|The Bargain Store -Head Office_[0218880000 | 3463077 | Pt [§
_|TBS002 The Bargain Store - Durban 0.00
_|TBs003 The Bargain Store - Johannesburg 0.00
_[WHIOO1 White 127 132.24 i
| |Xdk001 ¥XX Retailers (Multiple Details) 021222 2222 0.00

Accept

NOTE: In the above example, the type has been chosen as CRS and in turn, this brought up the
creditors screen in order to select the relevant creditor who's payment is being made. Once the
creditor has been selected and additional discount is to be given, select the discount option this will

allow one to add any additional discount.

iQ Allocations Version 6.0.1.3 L |
Account Particulars Olrent 0.00
Account Number TBS001 Comments 30 Days 1500.00
Name The Bargain Store - Head Office 60 Days 3346.55
‘Q 30 Days 4424.50
. Currency ZAR
120 Days 274437
] Enterprise o
TIIL CLONNTING SoF K 150 Days 370.89
180 Days 2225346
Unallocated -15623.01
Total 19 016.76
Invoices and Other Debits Payments and Other Credits
DATElHEFEHENEE AMOUNT [AMOUNT_DUE [ACCOUNT - Reference |Date |AmDunl Available Sub Acc -
L 21/12) INVE3 57 500,00 11032.06 TBS001 L Receipt 36 | 27/06/2012 £525.00 0.00
| [02/01) INV78 813.40 813.40 |TBS001 _|Receipt37 | 27/06/2012 625.00 0.00 TBS002
_|05/01) INv72 1710.00 1710.00|TBS001 E _|Receipt 38 |27/06/2012 625,00 0.00 TBS003
|_|05/01) INV76 96.00 96.00 TBS001 _|Receipt47 | 18/07/2012 325.00 0.00 =
_|21/02/INV112 2052.00 52.00 TBSO001 _|Receipt 48 18/07/2012 325.00 0.00 TBSO02
| 16/04/ INV119 8 550.00 8 550.00 TBSO001 B _|Receipt 43 18f07/2012 325.00 0.00 TBSO03
_27,/\Jﬁi INYV142 625.00 0.00 TBS001 _|Receipt 56 05/09/2012 £525.00 0.00
| |27/05) INV143 625.00 0.00 TBS0O01 _|Receipt 57 |05/09/2012 625.00 0.00 TBS002 L
_|27/08) INV144 625,00 0.00 | TBS001 _|Receipt 58 |05/09/2012 625,00 0.00 TBS0O03
_|28/06/ Interest Charged: Jun 2012 370.89 370.89 | TBS001 | [INL:412-2  |08/11/2012 15 623.01 15623.01
_|18/07)INV209 325.00 0.00 TBS0O01
| 18/07/INV210 325.00 0.00 TBSOO1
| |18/07/INv211 325.00 0.00 TBS001
| |18/07/Interest Charged: Jul 2012 377.07 377,07 TBS001
<l v =
Debit Ac