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Control Professional

Business management made easy

by Craig Dawson

Control Professional has been created to help simplify and
manage the day to day tasks that are associated with
running an organisation.

This manual will assist in guiding you through the normal
maintenance tasks to ensure that you get the maximum
benefit from the software.
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1 Introduction - Control Professional

1.1 Welcome

]
E Welcome to Control Professional.

We believe that you will find this software useful in running your business, big or small.
Itis a natural evolution of our popular Control2 software.

As we develop this software for you, the end user in mind, all ideas for enhancements are welcome.
Please forward any suggestions you may have to support@control.net.au

Updates for this software are available from our web site at http://www.control.net.au

1.2 Logging On

Whenever you start Control Professional, it will ask you to log on.

If it is the first time, you only need to select "Administrator" from the drop-down box (no password).
Then, when you see the safe open, click the logon button.

& Logon Window
‘Welzome to Cantral Prafeszsional.

Pleaze enter pyour name and pazsword to logon to the zustem.
YWhen the zafe i open, click 'Logon’ ta beqin.

ser Mame: | & drminiztrator v |

Paszword: | |

[ Logon M [ Cancel ]

After that, you can set up user accounts and options in the Users module.

This is generally recommended as the system will remember who changes information as well as
other details for audit purposes.

There are also some settings that individuals can choose to their liking (like colours, etc).

You should at least be one account (Usually Administrator), and it should have all priviledges
enabled.

Ideally, every user you want to grant access in the system to, should be set up in Users.

If you are the first to log on, and Control detects that today's date is different from the system's
internal date, the following screen will be displayed.
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1.3

System Date Check...

Your System Date is different to today's Ackual Dake,
\-/ System Date: 12/0902003 - Actual Date: 13/09)2003

Do ol wank to change your Syskem Date now?

e e ]

Generally, you will want to change the system's date and should answer Yes to this question.
You will then be automatically taken to the "Good Morning" window where you can set the system

date as desired.

First Time In

The first time that you logon to Control Professional, you will see a screen that will want to Check the

Database Structures of the system.

This process sets the empty databases up, ready for you to start using.

Just click the OK button to let it proceed.

Check Databases

Thiz optian will check the structures of vour databases and create/modify
them accordingly as required.

Depending on the amount of data involved, thiz process may take zome time.

Databases Done: 0477

Once thatis complete and the databases are created, Control Professional will also ask if you would

like some Default Entries made up for you.

If this is the first time you have entered the system, we recommend that you let it create these entries

for you.

These are things like a couple of sample customers, items, product groups and the like. They can
always be modified or deleted later once you are comforatable with using real data.
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Create Default Database Entries

|| Control can create zome default entries in the master databases to
3 help vou get undenway with the minimum of fuss.

Examples of theze entriez are things like entening 'Units of Measure'
[Diazen, Each, Cartan, etc)

The process iz very fast and will zave pou a lob of time. 'ou can
alwayz add edit or delete them later if you ke,

whonld yaou like Control to make these entries for pou now?

[ ez %_] [ Mo ]

To proceed, simply click Yes and let the entries be created.

1.4  Configuration

To Configure your system, from the system menu click on Tools, Configuration.

1.4.1 Configuration - General

You should enter your details inthe system Configuration. This "tunes" the system to work with you.
These are things like your business name, address and phone details - as well as what mode the
system should operate in.

To Configure your system, from the system menu click on Tools, Configuration.

General Tab

Your business name is typically your trading name.

The street address, phone numbers and postal address details are pretty much straight forward. Just
enter these details accordingly.
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1.4.2

Cr System Configuration

General |Eu:uunters Settingz | Optionz

Busziness Information
Y'ou can enter your own business details here.

Eusiness Mame: 'our Buziness Mame Here
123 Test Strest
[Block 12

% Campbelltaws NS 2560

Contact Details
Fhone, fax and internet information waill print on mary of pour forms.

Telephone: |02 4645 4646 Tel #2: |02 4645 4547
Faczimilie: |02 4645 4643
Email: |test@@123 com.au

YWieb zite: w123 com. au

Postal Address
é Enter your narmal return postal address belaw,

PO Boy 1234

Campbeltawn NS 2560

[ k. ] [ Apply ] [ Cancel ]

The other tabs and settings will be explained later, however if this is the first time you have used the
system, the defaults will be fine to start you off.
Click Apply, then OK to save.

Configuration - Counters

Counters Tab

These counters keep track of used document numbers (like invoice numbers) so that no two are ever
duplicated.

They save you from having to manually set each one and increment automatically.

There are seperate counters for each main process. For example, the invoice counter is seperate
from the sales order one which is different from the purchase order counter. The lower set of tabs
group all like counters together.

eg: Point Of Sale tab holds numbers for Invoices, Sales Orders and Quotations.

The counters shown on the display, are the last used numbers for the particular process.
For a new installation, these should be left with their default values (normally all are set at zero) so
the first document you create is allocated with the number 1.

If you are upgrading from another system and wish to continue your numbering sequence (say your
last invoice was humber 5000), then you could enter the number 5000 into the invoice/credit number
field. The nexttime you create an invoice, it will be allocated 5001.
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I System Configuration E|

General | Counters |SEttings Options

Automatic Counters
E These counters keep rack of uzed numbers - like invoice numbers

z0 that no bwo are ever duplicated.
They zave pau from having ta manually number each one.

The numbers shown are the last ones used for each process. They
will increment by 1 each time they are used by the spstem,

Puairt Of Sale |Ir1~w|E!r1l:|:nrj,I Feceivable | Payable | Freight | Jobs

These numbers are uzed to keep track of entries in your
Paint af Sale module.

Invoice/Credit number:
Sales Order number:
Cuotation number; Ijl

1.4.3 Configuration - Settings

Settings Tab
These settings give you the ability to tailor nearly every aspect of the system to suit your

organisation's requirements.
The default settings are normally fine for new users.

12
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144

Cx System Configuration

| General | Eu:uunters| Seftings |Elpticuns|

Syztem Settings

These zettings give you the abiliby to talor nearly every azpect of
{%} Contral ba suit your organization's requirements.

The default zefttings are normally fine for new users.

Puairt Of Sale | [Frvenbony || Receivable || Fapable || Jobg || Costing || System|

These optiohz allow vou to control the many different features
it the Paint Of Sale maodule.

General | Extra | Advanced|

Default zales order type: | Billing [rvaoice) W |

Fricing method: | Price Set Code w |

[ ] Round off invoice totals
[ ] Defer automatic invoice printing

Invoice copies: |1 &

b

Configuration - Options

Options Tab
These system options can be used to further tailor the system to your own requirements.

They switch internal processes on or off.
The system default values are normally fine for new users. Change them only if you are sure of their
effect on your system.
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G System Configuration

| General | Counters | Settings | Options |

System Ophions

These system ophtions can be uzed to further tailor your spstem to
ﬂ ZLIE yoLr cwn requirements.

They switch certain internal proceszes on or off.

The system default values are normally fing for new users. Change
them only if you are sure of the effect on pour syztem.

Recalculate my 'free stock' figures after invoice update™?
[ ] Update Eill Of b aterial components during invoice update?

Syrnbal uzed far paur lacal currency.

[ ] Enable Customer Dizzounts by Product Group.
[ ] Enable Custamer Discounts by [kem.

Web Site E-Commerce Options

our Unique E-Commerce Code; |:|

Femaote FTRAP Mumber:) 0 . 0 .0 . 0 ||:|Llse Paszive FTP
Idzer Login Code: |

Paszword: | |

14
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How Do |I...

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

2.10

2.11

How Do I...

Add a contact

See Contacts Overview

Add acustomer

See Customers Overview

Add anew item

See Inventory Overview

Add avendor /supplier

See Vendors Overview

Add auser

See Users Overview

Create an invoice

See Point Of Sale (POS) Overview

Create a credit note

See Point Of Sale (POS) Overview

Create a purchase order

See Purchase Order Overview

Create a sales order

See Point Of Sale (POS) Overview

Receive a purchase order

See Receive a Purchase Order

Print reports

See Print reports

16
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3 General Operating

3.1 Overview

Control Professional is a fully integrated suite of modules created with the end-user in mind. Easy to
set-up and use, it is designed to be one of the fastest and most accurate methods to monitor your
business.

Rapid entry and retrieval of information is paramount, and Control Professional provides many ways

to do just that by means of pop-up graphs, hot-keys, Supafinds, and an extremely quick reporting
engine.

The amount of detail can be tailored to your own requirements by turning on or off the many functions
of the system, thus making it the ideal choice of software for small business or large corporations. As

your business grows, Control grows with you from a single user PC to complex Windows XP, 2000,
NT or Novell networks supporting hundreds of users.

@ Control Professional ¥1.04r - [Unregistered] - Current User: Administrator - System Date: 12/09/2003
Fle Edk View Reports Took Window Help
O @ ¢ © L0l MU @ «» =8 B A=k

E_—_.Cnnla:t: Control Information Systems - Craig Dawson D.Cus iiCash Sates Account .

e §l General Infomation | G Account Detads | Ry Options | B Messages | 4 Ship-To Addresses|
L = Customer Hame: Cash Sales Account ABN:

Busness: | Contral ion Systems
. Sales Contact: | Cash Customer Customer Setlings
Cantack: | Mr » | Craig Dawson 0

Mail Address: "o Address Here Pricirg Code: | D001 - List Prics

Street Address: [PD Bow 293 Postel PO Bow 233 Deblor's Agsing

By Class Type: | Miseelaneousiinassigned G
Cit: Campbeltonn Cit: Campbeiomn @ i e oo T Giroup: Mot & Group Account 20D
State: NSW | Postcode: m Stale: NSW | Posted T —_ Salesperson: | Default Salesperson ED Days:
Coury fustsis County: | Austisie Customer Notes: Conmizsion %

Phone: Fax

Mobie:

‘Work Phone: | [02) 4621 1114 hiobie: “rour Quick Noted
Home Phone: Faoc | [02) 4621 4113

support@coniol net.au | ashcustomes @z com. au
- ‘wieh P 1 e
[ WebPags | |itp:/ /. conticlnet au oo b com o

1 ¥endor: Control Information Systems - C500
ﬁ, Geretal Information ﬁ, Miscelaneous
Vendor Name: | Control Information Systems {1 Gereral Infomation |29 Hetes | £ images

Street Address: |FO Box 293 Contact Inf  Desciiption: | Holden HSV VTII R Sedan 5.7 Lite & Speed Manual
Item Code: | 100000 Wendor's Name: | Control Infcemation Syslems
City: | Campbeltonn ; Details ltem Prices

State: | NSW Fosicode: zssn Produet Giowp: | (2 - Product Gioup 02 Uit Price.
Courtiy Vendor's [tem: | 123456 Carton Oy 12

!
Mail Address: PO Bow 293

Products 7§ Intemnet Infosmation

City: | Campbelkown . Cafegos: | Catogory 1 - WEO1 | [7] Show On Wiebsite
Stale: | MSW Pasicade: 2660
Courtty | Austiaia

Packaging

%%j Bar Code Mor | 9326532000136 | Carton Weight:
UM Oy/Pk: 10000 Catton Vohume:

_ Baode
Holden HSW WTII RE Sedan 5.7 Lilre £ Speed Manual 1, 36532000136
Super Gloss Poksh - 5006l g

Auctive Indes Item Code Number

(i) Control Information Systems, 1992-2003

Information is broken down into seperate databases that are all linked together though common
entities (like stock items that belong to a product group, customers that belong to a customer class,
etc). These seperate databases are maintained in different screens, which can be opened individually

or simultaneously. Indeed, the same screen can be opened several times, each on the same or
different records.
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The screen shot above shows several databases or screens opened at the same time. The details of
these individual screens are explained later in this document but is is important to know that they can
all be opened at once without any problems.

To get help at any time, press the F1 key or click the help icon on the toolbar.

The Menu and Common Commands

Throughout the system, the menu offers to you the available options as applicable.
Many of these are common and you are probably familiar with them. Some may be new to you.

The Toolbar provides a quick way to perform common tasks.
Certain options are highlighted or dimmed depending on what you are doing at any one time.

These options and equivalent keyboard shortcuts are detailed below:

New Entry: Click this icon to create a new entry for the screen you are currently in. (eg: New
Customer, New Item, etc)
Shortcut: Ctrl+N

MU W @ «» “@ B agB-=ED |

Save: Click the disk to save changes after adding a new entry or modifying an existing one.
Shortcut: Ctrl+S

Supafind: Opens the Supafind search feature.
Shortcut: F10

Clear Supafind: Clears the Supafind results and sets the data browser back to a default

Shortcut: Shift+F10

Seek: Opens the Seek feature.
Shortcut: F5

Undo: Undoes the last operation performed and restores the record to the last time it was
saved.
Shortcut: Ctrl+Z

Cut: Cuts the selection and puts in on the clipboard.
Shortcut: Ctrl+X

Copy: Copies the selection and puts it on the clipboard.
Shortcut: Ctrl+C

Paste: Pastes the clipboard contents into the highlighted area.
Shortcut: Ctrl+V

Go Top: Moves to the first record in the browser.
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Shortcut: Ctrl+Page Up

Go Previous: Moves back one record in the browser.
Shortcut: Up Arrow

Go Next: Moves forward one record in the browser.
Shortcut: Down Arrow

Go Bottom: Moves to the last record in the browser.
Shortcut: Ctrl+Page Down

Delete: Deletes the current record.
Shortcut: Ctrl+D

Previous Tab: Selects the previous tab in a multi-tab screen.
Shortcut: F11

Next Tab: Selects the next tab in a multi-tab screen.
Shortcut: F12

Print: Prints information for the current record highlighted.
Shortcut: Ctrl+P

View Saved Reports: Opens a screen where you can select saved reports to view.

Shortcut: Ctrl+W

Help: Opens this help file.
Shortcut: F1

Contacts: Opens the Contacts screen.
Shortcut: Ctrl+Shift+O

Inventory: Opens the Inventory/Stock Items screen.
Shortcut: Ctrl+Shift+l

Customers: Opens the Customers screen.
Shortcut: Ctrl+Shift+C

Vendors: Opens the Vendors/Suppliers screen
Shortcut: Ctrl+Shift+V

Sales Orders /Invoicing: Opens the Sales Orders and Invoicing screen.
Shortcut: Ctrl+Shift+P

20
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3.3

3.4

Moving

Moving

There are several different ways to locate information in Control Professional.

In almost any data window, you will see that the window is actually broken into 2 parts (an area
populated with editable fields, and another area below referred to as the browser)

The Browser allows you to move through the data and as you do, the contents of the fields above all
change accordingly.

Code Custormer Mame Sales Contact Mail Address 1 ~
INIEES Campbelliown Golf Club Golf Course Road
1C0300{ Carmpbelltanyn RS L. Club Carberm Lane
1C0910{ Carmpbelltarn Tennis Club Ltd PO Box 294
950932 [ Camperdown Towers Eileen 144 Mallett Street
951307 | Canetto Rest John 86 Great North Rid
1C0249( Canley Heightz RS L. 26 Humphries Road w
< ¥

-

Basic Movement and Navigation:

Use the UP or DOWN arrows on your keyboard. (Most common)
¢ Click arecord inthe browser with the mouse.

¢ Click on the scrollbar to the right of the browser.

¢ Click on one of the movement icons on the toolbar

44 «&P P |

Generally, you will see that the data is in some way sorted. This can be by name, code number or a
host of other "indexes" that are tied into the databases and are built and maintained on the fly by the

system.

At any time, you will see the current Active Index (or sort order) at the bottom left of the window.

1C0765| Campbelltown Galf Club
1C0500] Campbeltown B.S.L. Club
£

Active index: Custarmer M ame [-’\:

In this example, the Active Index or the way the data is sorted, is by the "Customer Name".
You can change the sort order to others by pressing the F2 key. This will cycle through different
indexes, each being displayed on the screen.

Seeking

Seeking - (Shortcut F5)

|

Indexes are a handy thing. Indeed, these are used to perform Seeks.
For example by pressing F5, or clicking on the Seek icon, brings up the following type of screen...
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Control's Active Seek!

Type what you want to seek for in the field below. Y'ou can change
the active index az required.
Active Index: | Customer Mame v | [ Ok J

[ w | Cancel

Seek: | Carpbeltown Gaolf

Simply select what Active Index you want to use, then type what you want the system to seek for.
The most common one is usually the default.

As you type in the Seek field, the browser will adjust to find matching records.
The Seek mechanismis clever as well, it will remember the last 50 seeks you did.

To change the Active Index, click the Combo-Box and choose from the available indexes.

The system will then re-sort based on the index you have chosen.
You can then seek on that index.

3.5 SupaFinding

SupaFind - (Shortcut F10)

The SupaFind mechanism is one of the most popular methods of locating data in the system.
It can locate matches based on a wide range of criteria.

For example, you would only need to type in "Sydney" and it will find all matches almost irrespective
of where the word Sydney appears.

To activate, simply click the blue magnifying glass, or press F10
The following window will appear where you can type in what you want the system to look for.

N Control's SupaFind!

Type what you want to find inta the abowe figld.

[f wou wauld like ta refine vaur search criteria,

gimply click the ‘advanced' button.

Normally then you would click OK and the system will locate the matches for (in this case) "Sydney"

Advanced - Fine Tuning SupaFind.

You can additionally though, tailor the search and restrict it only to certain fields by clicking on the
Advanced button.

That will bring up a window where you can select - or deselect what fields you want the SupaFind to
look in.

Matches will then be restricted to the fields you select.
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3.6

3.6.1
3.6.1.1

™N Advanced SupakFind Settings

Check the fields you would like to search in?

Current zearch text iz "Spdnep"

Avallable zearch fields
Custamer Code Mumber
Customer Mame
Contact #1 Field
Contact #2 Field
Citw/Suburb

Telephone h
MHotes

AP - Accounts Payable

Vendors

Vendors Overview

Vendors (or Suppliers) can be added or edited at any time.
The Vendors window provides an area where you can enter and set up your suppliers.

From the system menu select File, Accounts Payable (A/P), Vendor Supplier Master.
Alternatively, you can click the Vendors icon on the toolbar or use the shortcut: Ctrl+Shift+V.

Use the Add, Edit or Delete functions to perform the desired actions on the highlighted Vendor.
Essentially, the Vendors database is where you save information on your suppliers.
This database is then used as a link with products that they supply, which in turn is used in many

areas of the system.

The Vendors window has 2 Tab pages - General Information & Miscellaneous.
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% Vendor: Control Information Systems - CH500 |:| =] |X|

ﬁi General Infarmation @ Miscellanenus|
Vendor Name: | Control Information Systems | ABN: 31 085 419718 Code Mo: [C500

Contact Information

Street Address: | 123 Saftware Drive Accounts: | Caroline Dawson Phone: |[02) 4621 1114
) Sales: | Craig Dawson Phone: |[02] 4621 1114
Rl C2mpoeltonn Far: |(02)4621 4113 |
State: | MG Pastoode || 2560
— “‘ oeee E” | | [ E-mail ]support@control.net.au | Tems:
oty
[ web ]|http:a’a’www.contml.net.au ||Casth Deliverny b

Mail Address: PO Box 293

Products / Services

Control business software, computer hardware and networking

City: | Carnphelltoen
State: |N5w | [ Posteode || 2560 |

Country | fustralia

Craig Dawzon Caraline D awszot 123 Saftw

Contral Information Systerns

N
&

< i 2]

Active Index: Wendar Code Mumber 14 -

% Yendor: Control Information Systems - CH00
| §1 General Information Y Miscellaneous

Discount Information Notes

Pricing Discounts: | Less 5% Wil drop ship for us if needed.

Pricing System: | +10%%

inimum Buy: |1 Carton
Line Discount: 5_DD|Z Settlement Discount:| 3.00
[ Price List File |

Last Price List: | 03/09/2003 ﬁ] Browse

Account Information

E4

Credit Lirnit; 10000.00 Balance:
Stap Credit [
Last Paid: | 02/09/2005 | Account Opened Or: | 0709/ 2007

o

[

Caroline D awson 123 Softw

Control Information Systems Craig Dawson

™
i

< | | ¥

Active Index: Yendor Code Mumber 14 -
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3.6.1.2 Editing Vendor Information

| Iﬂ, General Information ﬁ&, Mizcelaneous I

The Vendor window consists of 2 Tab pages: General Information and Miscellaneous.

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new Vendor, select the New icon and add the details.

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

General Information Tab
This tab displays the more commonly used fields for vendors and are described below.

Yendor Name: |Conlrnl Information Systems | ABN: Code Mo l:ll
Vendor Name: This is the name of the actual Vendor. Can be their business or company name.
ABN: Optional "Australian Business Number". This field has automatic ABN validation to

prevent the input of incorrect numbers.
Code Number: A unique code number that they system will use to identify this vendor.

Street Address: 123 Software Drive

City: | Campbelltown
State: |MSW F'Dstu:nde:lEEEEl |

Country
Street Address: Enter this vendor's actual street address. There are two fields available here
if required.
City: The City or Suburb of the address.
State: The State of the address.
Postcode: Enter the appropriate postal code.
Country: Optional country field.

Mail Address: PO Box 293

City: | Camphellawn
State: | MSW F'u:ustu:u:nde:|255l:l |

Country | Australia

Mail Address: Enter this vendor's mailing address. There are two fields available here if
required.

City: The City or Suburb of the mail address.

State: The State of the address.

Postcode: Enter the appropriate postal code.

Country: Optional country field.
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Contact Information
Accounts: | Caroline Dawson Phone: |[02] 4621 1114

Sales: | Craig Dawson FPhore: |[02) 4621 1114
Fas |[02) 4621 4113

supporb@control. et au Termsz:

wieh btk At comtrol net. au Cash On Delivery w

The Contact Information area is where you keep the names and details of the people that you speak
to for this particular vendor.

Accounts: Person's name and telephone number to contact for Accounts information

Sales: Person's name and telephone number to contact for Sales information.

Fax: This vendor's facsimilie number

Email: Their email address. (You can then also click the email button to send an email)
Web: The vendor's web site (clicking the Web button opens your web browser and takes
you to their site)

Terms: Your trading terms with this vendor.

Products / Services

Control buginess software, computer hardware and netwaorking

You can enter a broad description of the types of products and services that this vendor supplies.
This makes it easy when you want to find suppliers of certain products later by using the Supafind
(F10) feature.

For example, if you had 100 different vendors in the system and wanted to find the ones that supplied
"software", you would simply press F10, type the word software, then press enter. The system would
then locate all suppliers of software and show only them in the browser for you.

Miscellaneous Tab
This tab provides an area to store miscellaneous details and any other notes you may wish to make.

Dizcount Information
Fricing Dizcounts: |Less 5%
Pricing Spstem: | +10%
Minirmurn Buy: |1 Cartan
Lire Dizcount: B 00 E Settlement Dizcount: 2000 %

Price List File [ | M:%Pricelistz\pricel30626. «l=

Lazt Price List: [1110/2003

Pricing Discounts: Your standard discounts (if any) from this vendor

Pricing System: What method you normally use to mark up on cost to calculate your selling
price for items purchased from this vendor.

Minimum Buy: If minimum buys are applicable, you can enter them here.

Line Discount: Some vendors offer a line discount. If they do you can enter the normal rate
here.
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Settlement Discount: If you are entitled to a settlement discount, this rate can be stored here.

Price List File: You can save the filename of the vendors price list here. It can be any format
that your system supports (Excel, Word, etc) To view the price list - click the button "Price List File".
Last Price List: The last time you received an updated price list from this vendor.

Browse: Enables you to browse your system for the price list file instead of manually

typing the file name.

Account Information

Credit Limit: 10000.00 Balance: 0.00

Stop Credit[ ]

Lazt Paid: Account Opened On;
Credit Limit: What is the maximum amount of credit you can use when purchasing from
this vendor.
Balance: Your current account balance with this vendor. (Non editable as it is
maintained by the system)
Stop Credit: If you want to stop purchasing from this vendor, or if they put your account on
hold, you can click this option which will also prevent accidental purchase orders being created.
Last Paid: Records the last time a payment was made from you, to this vendor.

Account Opened On: Remembers when you first opened this account.

Motes
Will drop zhip far us if needed.

The Notes area provides a place for you to put any vendor specific notes you may wish to make.
After any changes have been made, ensure that you click the "Save" button.

Right Click Popup Menu

When you right click on a vendor in Control Professional, you can do the normal add, edit, delete type
of functions.

In addition, there is also a special Utilities area that allows you to Change Code Numbers, etc.

Changing Vendor Code Numbers

Vendor Code Numbers are one of many special keys linking Vendors with your Inventory Items.
Normally, you need not change them, but if you must, the system will permit you to do so by using the
special Utilities submenu option.

On the Vendor that you want the code number to change, press the right mouse button.

© 2009 Control Information Systems



General Operating 28

A popup menu will show, click on the "Utilities" option, you should then select "Change Code
Number"

The following screen will appear.

Iy Change Yendor Code Humben

Yendor Information
Wendor Hame: Ads Stencils & Engraving
Code Mumber; ADZ0

Code Information
Mew Code: |

Progress
File Mame: Al fles E

Statuz: Feady ta begin...
Changed: 0

Current File: [
Oerall: [

[ 1]8 | [ Cancel

Type a new unique vendor code number in the field highlighted, then click OK.
(The system will perform checks to make sure that you don't pick one that is already in use and warn
you if that is the case)

When you are happy with the new code number, click on the OK button.

The system will then change the Vendor's code number and then also scan through the many other
databases in the system changing any occurrences of the old number. All entries with the old number
will be updated with the new one to reflect the change. (Any open windows will also be updated
automatically).

A history of changed code numbers is stored in the Vendor Code Number Changes database which
you can review if needed.

3.6.1.4 Browsing Vendor Code Number Changes
Whenever a Vendor Code Number is changed in Control Professional, a record is kept of what it was,
who changed the entry and what time it was done.
This can be reviewed in the Vendor Code Number Changes browser.

From the menu select File, Accounts Payable (A/P), Browsers, Vendor Code Number Changes
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€ Yendor Code Number Changes Information g@
Yendor Mame From To Date Time | who -
3z Chemical Laboratories PAL T175 |CN7  |25A02/2000 (172759 | TAH
A %A Candle Lamp Suppliers C110  |a0ss | Z5/02/2000(1706:27 | TaH
At Stencilz & Engraving a0z0 05/03/2003 (05: 4817 [Adm
AdA Stencils & Engraving AD21  |AD20  |05/03/2003 (05:51:24 | Adm
At Stencilz & Engraving ADZ0 |ADZT (1940542003 (07:04:07 |Adm
At Stencils & Engraving AN |A0Z20 (1940572003 (07:04:30 |Adm
Allbar Equipment Py Lid D400 |A318  |25/02/2000(17:10:47 | TAH
Amncor - Flexibles Australazia E400  |adE1  |25/02/2000 (171130 [TaH
Aust, Warehousing & Logisics C482  |AB05 (0140372007 (09:21:00 |TAH
Auztralia Pacific Homewares D225 |ABZ2  |30/04/2007 (06:33:19 [TaAH
Australian Tax Practice TB4E |AB4T  |25/02/2000 (172923 |TaH
B & J Marketing Services P/Ltd G184 |BO20  |25/02/2000(17:24:24 | TaH
B.A. Kely & Company Ko24  |B270  |25A02/2000(1715:30 | TAH
Bewlink Pty Ltd 400 |B310 |30/04/2001 (0B:33:58 | TaH
Bladerunner Swibo Australia 5700 |B110 |Z5A02/2000 (172726 | TaH
Brindley Auztralia Pty Lid BESD |M330 |21A1041996 (071602 |MEL L
Active Index: Yendor Mame S0/75

The database itself is a handy tool to audit who and when changes were made.

Even if the original vendor is eventually deleted from the system, the changed records will still be able
to be seen in this window.

3.7 AR - Accounts Receivable

3.7.1 Accounts Receivable Overview
Generally, the Accounts Receivable (A/R) module is an area you use to maintain debtor specific
information.
These are things like Customers, Salespersons, Credit Reasons, etc.

Entries made in this section are used throughout the system.
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3.7.2 Customers

3.7.2.1 Customers Overview

Customers can be added or edited at any time.
The Customers window provides an area where you can enter and set up your clients.

From the system menu select File, Accounts Receivable (A/R), Customer Master.
Alternatively, you can click the Customers icon on the toolbar or use the shortcut: Ctrl+Shift+C.

Use the Add, Edit or Delete functions to perform the desired actions on the highlighted Customer.

To add a new Customer, select the New icon and add the details.

To edit existing information, simply click on the desired cell or press the edit key (F9)
Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Essentially, the Customers database is where you save information on your clients.

This database is then used as a link with products that you sell to them, invoices, sales order, credits,
etc - which in turn is used in many areas of the system. Additionally, you can at a click view customer
sales history payment patterns, what items they buy, etc.

Whilst it is not absolutely necessary to have every customer set up, (you could just use the Cash

Sales account for all cash invoices), there are many benefits to be had by having seperate client
information entered, so it is certainly recommended.

ﬂi General Information | B8 Account Details | % Options @ Messages _ﬁ Ship-To Addresses I

Screen Layout

The customer window is laid out with multiple tabs so that information on customers can be easilly
seen. By clicking on a particular tab, customer information relative to that tab's topic is shown
immediately below. (Details of what the tabs hold are explained in the next section)

In the lower section, a browser enables you to quickly move from one client to the next, or to scroll
across as needed.

Finally, there are buttons at the bottom which when clicked, show things like customer's sales history,
what items the highlighted customer has bought, etc.

© 2009 Control Information Systems



31

Control Professional

3.7.2.2

W Customer: Sample Customer Pty Ltd - 150750

il General Information |E #coount Detals | ¥ Options | 9% Messages | £42 Ship-To Addiesses |

Customer Name: | §ample Customer Pty Ltd | ABN:| | Account Ma: | 150750
Sales Contact: | Mary Smith | Customer Settings
Mail Address: | 123 Railway Drive Fricing Code: | 00071 - List Price A | Debtor's Ageing

Class Type: | Miscellaneous/nassigned A Current: _
City: | Sudrey

Group: | Mot a Group Account hd 30 Draps: 0.0a
CState. NSw | [Postoode J[2000 | | Salespersort | Default S alesperson v B0 Days: 55,00
auntry | Avstralia

Customer Maotes: E] Commission %: 0.00 30 Days: _
Phone: | (012 3333 3333 Fax: |[02] 9339 3338 | Just a sample custormer note... 0 Biges 0.0
tobile: Future: 0.0a
E -mail johni@izay, com. au A Balance‘

[ Web Page ] W, sample. com. au i

140000
150750

Your Addresz Here
b ary Smith 123 Railway Drive

Cash Sales Accaunt

Sample Customer Pty Ltd

£ il >

Active Index: Customer Code Number 2?2

L Sales HiStDIE I Itemsz B ought Save

Right Click Popup Menu

When you right click on a customer in Control Professional, you can do the normal add, edit, delete
type of functions.

In addition, there is also several other special features available.

Customers - General Information Tab

| Iﬁ General Information '

General Information Tab
This tab displays the more commonly used fields for customers and are described below.

Customer Name: | Sample Customer Pty Ltd | .-’-\BN:| | Account Mo: '

Customer Name: This is the name of the actual Customer. Can be their business or company
name.

ABN: Optional "Australian Business Number". This field has automatic ABN
validation to prevent the input of incorrect numbers.

Account Number: A unique code number that they system will use to identify this customer.

Sales Contact: |Mary Smith I

Sales Contact: This is the name of your contact with the client.
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Mail Address: | 123 Railway Drive

City: | Spdrey

State: | NS 2000

Country | Australia

Phone: |[02) 9393 3339 Faw: |[02] 9339 9353
M abile:

johni@zxy. com. au
Web Page v, sample.com, au

Mail Address: Enter this customer's mailing address. There are two fields available here if
required.

City: The City or Suburb of the mail address.

State: The State of the address.

Postcode: Enter the appropriate postal code. Clicking the postcode button will open a

search window.

Country: Optional country field.

Phone: Customer's telephone number.

Fax: This customer's facsimilie number

Mobile: A mobile phone number for this client.

Email: Their main email address. (You can then also click the email button to send
an email)

Web: The customer's web site (clicking the Web button opens your web browser

and takes you to their site)

Customer Settings

Pricing Code: | 0001 - List Price hd
Clazz Type: | Miscellansous/Unassigned W
Group: | Mot a Group Account b
Salespersor: | Default S alesperson v
Customer Motes: [:| Cormnmiszion %: 0.00

Just a zample custormer note. .

Pricing Code: This is the pricing code that is assigned to this customer. When items are invoiced,
the system will look for the matching price code that is attached to the item selected, and then use
that price.

Class Type:  You can assign like customers to customer "classes". For example if this customer
was a school, you might select "schools" as the customer class. Then, whenever you run sales or
analysis reports, these 'like' customers are summarised under their appropriate classes and provide
you with a great marketing analysis tool.

Group: Sometimes, you may find that several of you customers are actually owned by the
one parent company - or group. You can allocate such customers to a particular "group” which will
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then enable performance monitoring of the group accounts. For normal customers, just leave it as Not
a Group Account.

Salesperson: You can assign salespersons to your customers with this option. Simply select the
appropriate salesperson from the drop-down list. Whenever a sale is made to a customer, the system
automatically allocates the sale to the salesperson entered here. You can then see how your
salesperson is performing from the figures in sales reports - or from the salesperson window itself.
Commission: This is the normal commission rate that you will pay to your salesperson on sales
made to this customer.

Notes: The Customer Notes area provides a place for you to put any custtomer specific
notes you may wish to make. Clicking the button adjacent opens a full window for you to use if
required.

Debtor's Ageing

Current: Q.00
30 Days: .00
B0 Days: RE.00
0 D ays: _
120 Days: Q.00
Future: Q.00
A/C Balance: 55.00

Debtor's Ageing:
This is a snapshot of what the customer currently owes you and is simply a calculation of the invoices
and other open items on their account. As a quick reference - it is ideal.

Customers - Account Details Tab

E Aocount Detailz I

Account Details Tab
This tab displays account information relating to the highlighted customer.

Accounts Contact: This is the contact name for the person you would speak to regarding your
client's account.

Aocounts Contact: | Jokn Smith I

The Account Status area provides you with the ability to enter account specific details:

Trading Terms: This is the normal conditions of trade with your customer

Account Type: Normally "Open Item" so that invoices remain on the account until fully paid.
Credit Limit: The maximum amount of credit you are prepared to let this customer have.
Stop Credit: If checked, prevents any sales going through for the client concerned.
Normally leave this clear.

Last Payment: The last date and amount of the most recent payment received.

Method: Shows how payment has been previously received (by cheque, credit, cash,
etc).
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Account Status
Trading Terms: | 30Daps From Statement w |
Account Type: | Open (tem hd |

Credt Limit: 100000 Stop Credit[ ]

Last Payment: | | | |
Method: | |

If payment has previously been made by cheque, the Banking Information area will show the

customer's bank details (Bank, Branch, Drawer name)
Banking Information

Bark: WES | | Sydney NSw/
Drawer: | Sample Custarmer Py Ltd

The Open Items area is where any outstanding invoices are shown.

Open ltems
Orig At Balance Type
5500 B5.00(1 G54
< >
[ Cazh Receiptz ] [ Item Activity ]
T —

The buttons shown enable you to see any cash receipts and/or any item activity for the highlighted
invoice.

Additionally, a right-click pop-up menu provides other options (like reprinting of invoice, re-ageing the
item, etc)

Cash Receipks

Open Ikem Activity
N

Llkilities r

Cancel
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3.7.2.4

Debtor's Ageing
Current:
30 Days: .00
B0 D ays: 55.00
90 Days:
120 Days: 0.00
Future: Q.00

ASC Balance:

Debtor's Ageing:
This is a snapshot of what the customer currently owes you and is simply a calculation of the invoices
and other open items on their account. As a quick reference - it is ideal.

Customers - Options Tab

I % Options l

Options Tab
This tab displays optional settings for to the highlighted customer.

Internal Sales

Intermal Serviceperson; | Default Service Perzan W |

Customer Pririty: | Maormal [3)

You can set an Internal Serviceperson to handle incoming enquiries for this customer.
The Customer Priority setting gives you the ability to rank the selected customer.

Freight Options

Delivery Route: | Drefault Delivery Foute b |

Freight Carrier: | Our Arangements

In some organisations, delivery routes are needed for shipments. This area allows you to both set a
desired route as well as a preferred carrier.

General

Account Dpened Or: I:I [ ] Dead Account

The system will automatically keep track of when accounts are opened.

You can also flag an account as a ‘dead' account. This prevents it from being used for invoicing but
enables it for historical reporting purposes. Itis good for where you no longer want to supply the client
with goods or services, but need to keep their history on file and is preferred over simply deleting
them.
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Pricing Options
Customer enfitled to get 'S pecials'
Customer |z Taxable

[ ] Government Contract

Line Dizcount: Q.00 %
Cost Plus: Q.00 %
Mate that wou maw 22t a line dizcaunt

that will apply acrosz all items that are
purchased by thiz client,

From time to time you may set certain items up with 'special' pricing. You can set whether or nota
client is entitled to these by turning this option on or off.

Most customers are taxable and the default setting here is normally left on. However for exports to
overseas clients, you can tell the system that the client receives pricing ex-tax by deselecting the
option.

If you sell to government authorities and supply them under a government contract, you can set this
option on. It identifies them as a government customer and is used in analysis reporting.

You may wish to set a line discount that is applicable for anything that this customer purchases from
you. It can be set here and is reflected whenever you invoice them an item.

A "cost plus" method of pricing is also available if needed. It over-rides the normal pricing algorithms
and simply calculates a selling price for the selected customer based on the markup rate entered. If
left at 0.00, the normal mechanism of pricing is invoked.

Wweb Site Access

Yau can flag this custamer as having
access bo pour accounts only section of
wour web gite by checking the box below,

H Cuztomer permitted to access the
accounts only area of your web site

Custormer's Passward:

You can set some customers up to have special access to privileged areas of your web site by
checking the appropriate box. Additionally, a password is required and you can set it here for them.
(Don't forget to tell your customer what it is!)

3.7.2.5 Customers - Messages Tab

@ Meszages I

Messages Tab
This tab displays optional messages for to the highlighted customer.
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Crder Entry:

%

Anything entered in the 'Order Entry' field will appear on the user's screen whenever this customer is
selected for an order or invoice.

Confirm prices to kary when order complete

The other fields below, will print out on their respected forms.
Picking Slips | Pick full cartans anly

IFvoices and

I Fleaze fonmard all invoices to Jane for processing.
Credit Motes:

Statements. | Check out our monthly specials!

b anifests:

Job Bags
and Sheets

3.7.2.6 Customers - Ship-To Addresses Tab

[ m Ship-To Addresses I

Ship-To Addresses Tab
This tab displays multiple ship-to addresses for a customer.

Sample Cugtomer - Main Addiess

Sample Cuzstomer - Second Ship-To Address

123 Bourke Street
Level 4 256 Pitt Street Sydney

< il
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You can add, edit or delete these as required and the browser will be updated accordingly.

|j Add Mew Ship-To Address
2§ Edirship-To

Deletl ship-Ta

¥ Set as Default Ship-To Address

Cancel

The fields below are pretty much self explanitory however the only one to be careful of is the
salesperson field. Only change it if sales made to this customer and to this particular ship to address,
are to be credited to a salesperson other than the one normally associated with the client.

A Customer Ship-To Information

Ship To Information

KE= S ample Customer - Second Ship-To Address |
Addrezz 1: |Level 4
Address 2 | 256 Pitt Street

City: | Spdrey |
State: | NSW « | [Postcode | 2000 | m

Country: |ﬁustralia |

Salespersan; | L7 |

Contact; |
Phone: | Fam: | |

M otes:

Ship-To #:

L Ok [ Cancel

3.7.2.7 Changing Customer Code Numbers

Customer Code Numbers are one of many special keys linking Customers with accounts, sales
history and so on.

Normally, you need not change them, but if you must, the system will permit you to do so by using the
special Utilities submenu option.

On the Customer that you want the code number to change, press the right mouse button.
A popup menu will show, click on the "Utilities" option, you should then select "Change Code
Number"

The following screen will appear.
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g Change Customer Code Number,
Customer Information
Cuztorner Marme: Cash Sales
Code Mumber: 140000
Code Information
Mew Code: | [FANIIE %
Progress
File Mame: Al files E
Status: Feady to begin...
Changed: 0
Current File: [
Overall [
[ OF. ] [ Cancel
Type a new unique customer code number in the field highlighted, then click OK.
(The system will perform checks to make sure that you don't pick one that is already in use and warn
you if that is the case)
When you are happy with the new code number, click on the OK button.
The system will then change the Customer's code number and then also scan through the many other
databases in the system changing any occurrences of the old number. All entries with the old number
will be updated with the new one to reflect the change. (Any open windows will also be updated
automatically).
A history of changed code numbers is stored in the Customer Code Number Changes database which
you can review if needed.
3.7.2.8 Browsing Customer Code Number Changes

Whenever a Customer Code Number is changed in Control Professional, a record is kept of what it
was, who changed the entry and what time it was done.
This can be reviewed in the Customer Code Number Changes browser.

From the menu select File, Accounts Receivable (A/R), Browsers, Customer Code Number
Changes
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€ Customer, Code Number Changes Information E]@
Cuztorner Marme From To Date Time | Who L
gl City Live ! ! 950224 102431 [31/05/2001 119:2314 |A00
[Dog Gone Bar 950312 100523 (31/06/2001 193929 |A00
Diomayne Design 530019 |1D0RZE 31/05/2001 |19:46:41 |A0D
El Gusto's Restaurant 1BO025 |TEOMO4 (31/05/20070 181506 |TAH
Grappa Restaurant 980058 161376 |21/06/2001 (121846 | TAH
Horeytree E state Wines TH1300 |3H1860 |21/03/2000( 082352 |TaH
J 2K Pak 140300 40800 (18/03/19338(|17:.35.36 |EKK
Joadja Wines 0330 |00 (224117996 15:4915  |MAW
F.urrajong R estaurant FURRA] | 31073 |22/01/1933(17:21:36 |KTD
Oriental Hotel AMeN2 201602 (23/11/2000018:18:22 |MHH
Overzeaz Tax Exempt Client 100002 102700 | 26/02/2004 | 07:09:39 | Adm
Park. Hire 0222 |GP0Z22 (22/1A1333|17 1645 |KTD
Penrith Golf & Rec. Club 191242 |1P1242 [29/04A11938117:26:25 |RJH
Fiudges Catering SR07EE |1R2748 [31/06/2001 194522 |A0D
Samples - Greg Edmundz 479593 |£9989 | 31/06/2001 (181322 | TaH
Stiw Catering 950242 1152301 [31/06/2001 [19:36:63 |A00 b
Active Index: Custorner Mame 19/50

The database itself is a handy tool to audit who and when changes were made.
Even if the original customer is eventually deleted from the system, the changed records will still be
able to be seen in this window.

3.7.3 Cash Receipts
3.7.3.1 Cash Receipts
To be completed...
3.7.4 Credit Cards
3.7.4.1 Editing Credit Card Information

The Credit Cards window enable you to set up the different types of credit cards you accept from
customers when they pay their invoices.
These entries are then selectable when a method of payment is required.

From the menu select File, Accounts Receivable, Master Files, Credit Cards.
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3.7.5
3.751

€ Credit Card: American Express

Details
Credit Card Code;

Description: | American Express |

Code Credit Card Description
LA F\S I A rerican Express
B Bankcard k
]} Diners Club
bl b astercard
W Wiza
Active Index: Credit Card Code 1/5

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new Credit Card, click the New icon and add the details:

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Credit Card Code: Can be anything you like - usually, a meaningful abbreviation is good.
Description: Is the type of credit card.

Credit Reasons

Editing Credit Reason Information

The Credit Reasons window provides an area for you to set up the main types of credit reasons you
encounter when you need to raise a credit note for an invoice.
These entries are then selectable when a credit note is to be created.

From the menu select File, Accounts Receivable, Master Files, Credit Note Reasons.
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. Credit Reason: Charged To Incorrect Customer E@

Details

Credit Reason Code:

Description: | Charged Tao lncomect Custarmer |

Code Credit Reazon Description A
010 Broken Product / Do Mot Affect Stock,
011 Yrong Price / Do Mot Affect Stock,
k2 Charged To Incomect Customer
ma nder / Ower Supplied k
04 Faulty Product Returned
m& [nizorecty Packed
016 Incarecty Entered
my Incorectly Ordered By Rep
s Incomectly Ordered By Customer
m4 Samples Returned
020 Product Too E xpenzive
0 Order Cancelled bl

Active Index: Credit Beazon Code 315

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new Credit Reason, click the New icon and add the details:

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Credit Reason Code: Can be anything you like as long as it is unique from any others.
Description: Is where you can describe the type of credit.

3.7.6 Customer Classes

3.7.6.1 Editing Customer Class Information

Customer Classes enable you to group clients together that fall into certain like categories.
For example, you could allocate the Customer Class of "Clubs" to all Football Clubs, Golf Clubs, etc.
Another might be for Sub-Distributors and so on.

When you later run analysis reports on your sales, you can see what areas of the market you are
effective in, and also therefore which areas need more attention.
You can add or edit these classes at any time.

From the menu select File, Accounts Receivable, Master Files, Customer Classes.

© 2009 Control Information Systems



43

Control Professional

€. Customer Class: Clubs E”ﬁ

Details
Customer Class Code:

Clazs Descrption: | Clubs |

Clazz Code Clazz Description
kI CE
CH Churches/Religion
CL Contract Cleaners =
Dl Distributors
FC Function Centres
GO Governmment w
Active indew: Cugtomer Clasz Code B/22

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new Class, click the New icon and add the details:

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Customer Class Code: Can be anything you like. Essentially, it just has to be unique,
however usually a meaningful abbreviation is good.
Class Description: What you would like the Class to be called.

Once the new Class has been created, you can allocate it to customers by going to the customer
window (General Tab) and selecting your new class from the Class Type drop-down box in the
customer settings area.

Customer Settings

Pricing Code: | 0050 - 50 Carton Rate v

Clasz Type: | Clubz il

Group: Bak_er_l,l
Business - General

Calesperzan: | Butchers

Caterers

Custorner Mote| Churches/F eligion
Contract Cleaners %

Dhigtributars

Function Centres

Govermnment

Health
Hutels

A way of analysising your sales information or customer base is by these "Customer Classes". For

instance if you operating in the hospitality industry you may differentiate your customers by the type
of establishment ie hotels, restaurants, clubs, churches/religion, government etc. Reports in this area
may give you an outline of which areas you are performing in and which areas may need more of your

attention.
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3.7.7 Customer Groups
3.7.7.1 Editing Customer Group Information

Customer Groups enable you to optionally group clients together that have the same owner.

For example, if Fred Bloggs owns 2 businesses and both of these have seperate accounts in your
system, they can still be reported on collectively by assigning each of the 2 clients the same customer
group.

First, you would add the "Bloggs Group" to the system.
To do this: From the menu select File, Accounts Receivable, Master Files, Customer Groups.

€ Customer Group: Bloggs Group g@@

Details

Cuztarer Group Code: I:I Group Mame: | Bloggs Group | ﬁ

Contact: |Fred Bloggs |
Phane: | 9875 5432 |

Graup Code raup Mame Contact FPhone .
k|FB Fred Bloggs 9376 b432
Fid Ferrwwood Management kAR, MANION 02 3930& 5933

E15 Greerwood Group TOMY GREEM HEED MUMEER
HE Hereford Hall LEMMNY 021234

k.E K.ely Group HOME HOME

LH Lanadel Hotel Group PETER wW*MME 02 9502 4436

< >

Active Index: Customer Group Code 28425

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new group, click the New icon and add the details:

Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.

Customer Group Code: Can be anything you like. Essentially, it just has to be unique.
Group Name: What you would like the group to be called.

Contact: Tthe name of the person you would normally speak with regarding
group account enquiries.

Phone: Simply their phone number.

Once the new Group has been created, you can allocate it to the customers by going to the customer
window (General Tab) and selecting your new group from the Group drop-down box in the customer

settings area.
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Customer Settings

Pricing Code: | 0001 - List Price v |
Class Type: | Mizcellaneous i |
Group: | Blogas Group hd
S alesperson: Arthur Laundy

Bittiri oy
Custorner Maote
Chiliz Teras Grill:

Conform Health Group
Doyle's Restaurants
Fal Inzurance Group
Ferrwood Management
Greerwood Group
Hereford Hall

3.7.8 Internal Service Persons

3.7.8.1 Editing Internal Service Persons

Internal Service Persons enable you to set up and allocate your internal staff to handle specific
customers - normally for telephone assistance or general enquiries.

These are not to be confused with Salespersons, who are covered elsewhere in this document.
Allocating Internal Service Persons is optional. A default entry will be provided whenever you add a
customer anyway. It can always be changed later if you want to.

From the system menu select File, Accounts Receivable, Master Files, Internal Service Persons.

. Internal Service Person: Everyone g@]

Details
Service Perzon Code:

Full Mame: | Everyone |

|nternal Code Service Perzon Mame
k| 000
am Test Internal Service Perzan

Cloze

Active Index: Internal Service Person Code 1/2

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new Service Person, click the New icon and add the details:

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Details

Service Perzon Code:

Full Marne: | Default Service Perzon
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Service Person Code: Can be anything you like. Essentially, it just has to be unique.
Full Name: Their name.

Once the new Service Person has been created, you can allocate them to customers by going to the
customer window (Options Tab) and selecting your new service person from the Service Person drop-
down box in the Internal Sales area.

Internal 5ales

Internal Serviceperson: | Evemone

Custarner Priarity:
Test Internal Service Persan

In many places you may have Internal Sales People who work directly with an External Sales Person.
If this is the case you may like to issue the customer accounts with the required Internal Sales Person
information. Even if this is not a requirement for your Company you should at least have a code which
is generic for all Internal Sales People.

3.7.9 Salespersons

3.7.9.1 Salespersons Overview

Salespersons can be added or edited at any time.
The salespersons window provides an area where you can enter and set up your sales people.

From the system menu select File, Accounts Receivable, Master Files, Salespersons.

In this area you can also allocate individual monthly sales budgets as the system will credit each
salesperson with each invoice or credit note processed.

It enables you to easilly monitor the performance of your sales staff.
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3.7.9.2

o Control Professional ¥1.04r, - [Unregistered] - Current User: Administrator - System Date: 03... |Z||E|E|
File Edit Wiew Reports Tools ‘Window Help

L 4 # B3 M @ & a0 agB-=k

=

N Salesperson: Default Salesperson

ﬁi General Infarmation and Summary | Budgets and Actual Salesl

Salesperson Mame: | Default Salesperson | Code No:l:l

Salesperzon Details Salesperson Summary

Address: | 123 Salesperson Drive .
tonth to [ ate Yearto Date  Previous Vear

City Sy [ Sales | I 50.00 | 50.00 | 0.00|

Shate: | NS | PD&tcode:|2DDD | En:k 3D'DD” 3D'DD” EI'DD|

Phone: 02 9874 6547 | Moble:|oarzon1 123 | R [ ammn) [ amon) 600

E-mail || salespersoni@mybusinessname. comm. au | GP% 4000 (% | 40,00 % |

Commisgion: 10,00 %= Group: I:l

Salesperzon Mame Street Address 1 Street Address 2
Default 5 alezperson 123 Salesperson Drive
Joe Blow 456 Sales Foad

< k.
Active indes: Salesperson Code 1/2

(c) Contral Information Systems, 1992-2003

Many companies have several representatives or customer service people dealing with their
customers on aregular basis.

A lot of the time a customer is designated to a certain representative because of their locality or type
of business etc.

By issuing each of your representatives or customer service people with a specific/individual code
you will be able to see how they are progressing. For instance you might like sales figures for each of
the representatives; you might like to know the amount of customers an individual representative has
active or how many new accounts they have opened in the previous month or year etc.

Editing Salesperson Information

| Iﬁ General Information and Summary Budgets and Actual Sales I
—

This window consists of 2 Tab pages: General Information and Summary and Budgets and Actual
Sales.

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new Salesperson, select the New icon and add the details.

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.
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General Information and Summary Tab
This tab displays the more commonly used fields for Salespersons and are described below.

Salesperson Name: |Default Salesperson | Code Nu:l:l I

Salesperson Name: The salesperson's name.
Code No: The code number that the system will use to refer to this salesperson. It can
be anything you like.

Salesperzon Detailz
Address: [123 Salesperzon Drive

City: | Spdrey
State: NSw | Postoode: 2000 |
Phone: |02 9874 547 | Mobile: 0412011123 |
E -rnail zalezperzoni@myblzinessname, com. au |

Commizzion; 10.00 % Group:

The Salesperson Details area can be used to record their address and contact details. You can
enter these as appropriate.

Address: Enter this salesperson's address. There are two fields available here if required.
City: The City or Suburb of the address.

State: The State of the address.

Postcode: Enter the appropriate postal code.

Phone: This salesperson's normal telephone number.

Mobile: Your salesperson's mobile phone number.

Email: The email address for your salesperson

Commission: You can allocate a set commission percentage on sales for each salesperson, and
they can be different for each. When an invoice is raised, the system will calculate the commission
payable using this rate (it is not fixed though and can be changed at time of invoicing). If set to zero,
no commission is calculated.

Salezperzon Summary

konth to Date Yearto Date  Previous Year

[ Sales | 50.00 | 50,00/ 0.00
| 3000 30,00 0.00
Ll 2w 20 e

40.00

4

% | 4000

% 000

The Salesperson Summary area is perpetually maintained by the system and is based on sales as
they are processed. It is a quick and handy way to see a salesperson's performance at any time. You
can optionally set monthly sales targets or budgets by clicking on the tab Budgets and Actual Sales

Budgets and Actual Sales Tab
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Sales Figures

Budget Actual Budget Actual
E July: a0.00 Jarnuany: 20.00
ALigust: 3000 February: 000
September: 40.00 March: 30.00
Octaber: 40.00 April 30.00
Movember: 45.00 EENS 40.00
December: 45.00 June: 40.00

Enter monthly budgets as desired. This is an optional feature but a handy one. Reports generated by
the system will compare actual sales to budgeted sales and provide you with powerful performance
information.

When you are happy with your entries, click Save.
Once the new Salesperson has been created, you can allocate them to customers by going to the
customer window (General Tab) and selecting your new salesperson from the Salesperson drop-

down box in the Customer Settings area.

Customer Settings

Pricing Code:| 0001 - List Price v|

Clazz Type: | Mizcelaneousz/nazzigned b |

Group: | Mot a Group Account b |
Salesperson: || Default Salespersan k w

Custorner Maote

The salesperson is then allocated to that customer and will be shown whenever an invoice is created.

3.7.10 Terms

3.7.10.1 Editing Terms Information
The Payment Terms window provides an area for you to set up the main types of credit terms you
offer to your clients.
These entries are then selectable when a Customer or Vendor is edited in their master windows.

From the menu select File, Accounts Receivable, Master Files, Terms Master.
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C Payment Term: 14 Days From Statement E@EJ
Details
FPapment Terms Code:;
Terms Description: | 14 Daps From Statement k
Murmber of daps: |14 &

Termn Code Dezcription Drays
r 14 Days From Statement 14

a0 30 Days From Statement an

30 30 Days From [nvoice a0

7 7 Davz From lrnvaice 7

Cao Cazh On Delvery n

FED Fayment Before Dizpatch n

Active index: Termn Code 1/6

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new Payment Term, click the New icon and add the details:

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Payment Terms Code: Can be anything you like as long as it is unique from any others.
Terms Description: Is where you can describe the type of term.
Number of Days: How many days before the account is deemed to be overdue.

When opening customer accounts you may have different trading terms for the different customers.
For instance you may issue 30 day trading terms with large customers or those you have proven their
security to you. For new customers you may require them to pay cash on delivery. You can set up as
many "Payment Terms" as you require and it will ensure you are aware of a customer's trading terms
at a glance.

3.7.11 Browsers
3.7.11.1 AR -Invoice Headers

When invoices are updated from Point of Sale (POS), they go into a central database in the Accounts
Receivable module.

Should you ever need to reprint a really old invoice, or perhaps to see when it was paid, or even what
the value of it was, then you can do so in the AR Invoice Headers browser.

From the menu select File, Accounts Receivable (A/R), Browsers, AR Invoice Headers
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. Browsing AR (Invoice) Headers g@[ﬁ|

Invoice # | Cust # Cuztomer Mame 508 Cust PO Type |5/Per| Commisi ~
192287140016 [Ace Party Hire & Supplies 192661 |dzgdsfgzdg | 03 0l
» 192258140016 |2 y Hi 192662 azdfzadsal | 03 0l
192253(1A0050 |Adams Tavemn k 192653 | 03 0l
192260(1A0013  |Abb Service 192643 | 30 0l
192261 (1A0000 |Cash Sales 192633 | 03 0l
192262(1A0008 |Cash Sale - Trade Show 192707| 321654 | 30 0l
192263(1A0008 |Cash Sale - Trade Show 192709(9879387 C 30 0l
192264 (1A0000 |Cash Sales 192710{B54321 | 03 0l
192265140000 |Cash Sales 192711|654 | 03 0l
192266(1A0008 |Cash Sale - Trade Show 192684(32131 | 30 0l
192267 (100462 | $$$ Digital One 192645 | o7 0l
192268(1A0013  |Abb Service 192714 C 30 0l
192269(1A0013  |Abb Service 192715|65464 | 30 0l
192270143457 |Andrea Dawson 192717 | 12 0l
192271 (143457 |Andrea Dawson 192718 | 12 0l
192272143457 |Andrea Dawson 192719 | 12 0l
192273140000 |Cash Sales 192727 | 09 0l
192274140050 |Adams Tavemn 192703 | 05 0l

192275140102 |AMP Asset Management 192649| 321654 | 0z 0 %
< b

dctive Index: Invoice Mumber B2/104 [ RePrint || Activiy | [ Chose |

You can also perform lookups using the Seek (F5) feature.
The Re-Print and Activity buttons can be selected at any time and will function accordingly.

An option also exists on the right-click popup menuto change the invoice's date. Bear in mind that the

"Change Invoice Date" option should be used with care as it can also affect the ageing of the debt on
the customer's account.

3.7.11.2 AR -Invoice Details

Details of invoices (individual line items, prices and quantities) that are updated from Point of Sale
(POS) go into a central database in the Accounts Receivable module.

To view these details, you can do so in the AR Invoice Details browser.

From the menu select File, Accounts Receivable (A/R), Browsers, AR Invoice Details
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. Browsing AR {Invoice) Details E|@ £|
Invoice # | Line # S0 # Itern # Deszcription Prod Grp Cc ~
4 192258 1 192662(100525 HSW Headlight Protectars 07s
192258 2 192662100570 Alfail Wall DispenszerCapral & Castaway F il o 07s I
192259 1 192653(100540 Alfoil Pop-Up Sheets 22 5x17.5 Cm 500 Sheets/B gy 075
192289 2 1926R8| 100570 Alfail Wall DispenszerCapral & Castaway F il o 07s
192260 1 192643[100550a Alfoil Pop-Up Sheets 22 52 3cm 500 Sheets/B gy 07F
192260 2 192643100600 Apple Corer Avanti Sterling “Discontinued By Mocarthys™ o
192261 2 192633(100525 HS5W Headlight Protectars 075
192262 1 192707 (100001 Campbell Chemical Code 633000 OB4,
192263 1 192703(100001 Campbell Chenical Code 633000 OB4,
192264 1 192710(100000 H5W Wwheels 18" 93
192264 2 192710(100001 Campbell Chenical Code 633000 OB4,
192265 1 192711 (100001 Campbell Chenical Code 633000 OB4,
192266 1 1926841005504 Alfoill Pop-Up Sheets 22 52 3cm B00 5heeats/ B gy 07F
192267 1 192645|108216 Cake Cover Monzslip Handle 305x 150rmm Aciylic mF
192267 2 192645(113005 Cake Cooler 'w/Legs 450x320mm YWire Pg:207 01F
192267 3 192645(125820 Egg Poacher Mon Stick m
192268 1 192714|100510 Alfail All Purpose 150m=30cm W/ Dispenzer 07F
192269 1 192715(100001 Campbell Chenical Code 633000 B4,
192269 2 192715(100510 Alfail All Purpose 150m=30cm W/ Dispenzer 07F w
< b
Active Index lrvvoice Mumber 331152

You can also perform lookups using the Seek (F5) feature.

3.7.11.3 Cash Receipts

Whenever you receive payment for your invoices, a record is kept of what it was, how much it was for,
etc.

The current month's cash received can be reviewed in the Cash Receipts browser.

From the menu select File, Accounts Receivable (A/R), Browsers, Cash Receipts (Current
Month)
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3.7.11.4

€ Browsing Current Cash Receipts g@] £|
Cuszt # Cuztamer Name Amovnt Cheque/Ref# Date Bank Branc
140000 |Cash Sales 10.00 12/03/2004
[ARF Ao Party Hi ies 10.00|123456 23/03/2004 |'"WES |Campbelltawn
140016 |Ace Party Hire & Supplies 22.00 30/03/2004
140016 |Ace Party Hire & Supplies 22.00 30/03/2004
140000 |Cash Sales 15.00 30/03/2004
140000 |Cash Sales a.00 30/03/2004
140050 |Adams Tavern 15.00 30/03/2004
140050 |Adams Tavern a.00 30/03/2004
140000 |Cash Sales 23.00 30/03/2004
140000 |Cash Sales 23.00 30/03/2004
140400 |$%% Ainslee Lodge BE.00 30/03/2004
140000 |Cash Sales -23.00 30/03/2004
140000 |Cash Sales 46.00 31/03/2004
140000 |Cash Sales 14.50 123456 31/03/2004 |MAT | Bundall
140000 |Cash Sales 90.001 123548 31/03/2004 |MAT | Bundall
140000 |Cash Sales -100.00(321321 31/03/2004 |MAT | Bundall
140000 |Cash Sales 100.00 31/03/2004

£

Active Index: Receipt Date

You can also perform lookups using the Seek (F5) feature.

*

For historical (more than current month's information), use the Cash Receipts History browser.

Cash Receipts History

Whenever you receive payment for your invoices, a record is kept of what it was, how much it was for,

etc.

Historical cash received can be reviewed in the Cash Receipts History browser.

From the menu select File, Accounts Receivable (A/R), Browsers, Cash Receipts History
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C: Browsing Cash Receipts History E|@ £|
Cuszt # Custamer Name AmnoLint Cheque/Refit Date Bank Br ~
1P1183 |$$% Penguins & La Carte Rest. 90.02| PEMG 28/06/2001
1P1183 |$$% Penguins & La Carte Rest. 332.75|PEMNG 28/06/2001
(AR Funchbowl B.S L. Club 2591.73| 3084 28/06/2001 |ANZ  |ROSELAMDS
1R0550 |Revesby Heights Ex. Services 246.29|111289 28/06,/2000 |COM  |BANKSTOWHN
1R0O750  |Riverstone Schofields Rzl Club 03512119 28/06/20070 |MAB  |WICTORIA PAF
1R0850 |Robin Hood Hotel 1443 876482 28/06/2000 |\WES |KING & GEORI
1R1601  |Roval Exchange Hatel 196.71| 2232 28/06/20010 |&ANZ  |PEMRITH
1R2150 |Roval Sovereign Hatel 731.14| 6650 28/06/20070 |CBA  |PADDINGTON
150300 |StJohns Bowling Club 137.97| 404506 28/06/2001 |'"WES |LAKEMEA
151161 | Sir Stamford At Circular Quay 965.25| 2451 28/06/20070 |ANZ | SYDMEY
151332 |Ship Inn 1881.14|978 28/06/2001 |MAB | PARRAMATTE
151695 |Societe Generale Australia Ltd 155.76| 43561 28/06/2001 |CHA | SYDMEY - BAk
152470 |Strathfield Galf Club 218.45|15522 28/06/2001 |'"WES |STRATHFIELL
152470 |Strathfield Galf Club 28.82 28/06/2001
152655  |Supreme Yiew Cafe 511.04|151026 28/06/2000 |STG  |KOGARAH
153024 | Star City Py, Lid, 1196.58|5TAR CITY 28/06,20M
152167 |Sudnep Tower Bestaurant 179,995V DIMEY TS 28/06/200M
153180 |Spdney Turf Club Function Ctr, 12180.77(85-001 20 28/06,/200M
Tw2025 [Windsor Leagues Club 17E8.57'WIMDSOR LEA 28/06,/200M v

€

Active Indew: Receipt Date

You can also perform lookups using the Seek (F5) feature.

>

1091/2130

For current month's information, use the Cash Receipts (Current Month) browser.

3.7.11.5 Cash Transactions

A Cash Transaction occurs each time a cash receipt is applied to an invoice.
Usually, this will be for the total amount of the outstanding invoice, but sometimes it may not be.
In any case, you can always review what payments were applied to what invoices by using the Cash

Transactions Browser.

From the menu select File, Accounts Receivable (A/R), Browsers, Cash Transactions
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0 Browsing Cash Transactions E@@
Cust # Ref # Date Type | Balance Start Trans Amaunt Balance End | ~
F 140016 192279 |29/03/2004 | & 1386.00 10.00 1376.00
140016 19 |30/03/2004 |& 22.00 22.00 0.0
140016 |Ace Party Hire & Supplies 192285 | 30/03/2004 | & 22.00 22.00 0.00
180016 |&ce Party Hire & Supplies 192285 | 30/02/2004 | & 2200 22.00 0.0
140016 |Ace Party Hire & Supplies 192285 | 30/03/2004 | & 22.00 22.00 0.00
1A001E  |Ace Party Hire & Supplies 192285 | 304032004 | & 22.00 22.00 0.an
140000 |Cazh Sales 152284 | 304032004 | & 23.00 15.00 8.00
140000 |Cazh Sales 192284 | 30/03/2004 | A 2.00 8.00 -2.00
1400580 |&dams Tavern 192286 | 30/03/2004 | & 23.00 16.00 2.00
140050 |Adams Tavemn 192286 | 30/03/2004 | & 2.00 8.00 0.00
140000 |Cazh Sales 192287 | 30/03/2004 | & 23.00 2300 0.0
140000 |Cash Sales 1922900 30/03/2004 | & 23.00 23.00 0.00
140400 |$$3 Aingles Lodge 192292 | 30/03/2004 | & k.00 EE.00 0.0
140000 |Cazh Sales 152294 | 30403/2004 | & -23.00 -23.00 0.00
140000 |Cazh Sales 192295 | 31.03/2004 | A 4E.00 4E.00 0.00
140000 |Cazh Sales 192273 | 31403/2004 | A 14.50 14.50 0.00
140000 |Cazh Sales 192280 31.03/2004 | A 806.00 90.00 716.00
140000 |Cazh Sales 192295 | 31,/03/2004 | & 0.00 -100.00 100.00
140000 |Cash Sales 192295 | 31.03/2004 | & 100.00 100.00 0.00[
£ 4
Active Index: Tranzaction D ate 9427
You can also perform lookups using the Seek (F5) feature.
3.7.11.6 Customer History

Control Professional keeps track of individual customer sales figures for you and breaks it up into

monthly

amounts.

You can see sales amounts, costs on a month by month basis, or even year to date / previous year

basis on the one screen.

From the menu select File, Accounts Receivable (A/R), Browsers, Customer Sales History

L5 Browsing Customer Sales History

You can also perform lookups using the Seek (F5) feature.

Cust # Customner Mame Sales MTD Sales 1D Sales PR Cost MTD Costv'TD Cost PYR Sales-1Mth

140000 77455 1517.73 0.00 E40.71 1186.80 0.00 74318
140001 [Cash Sales ... Showoom. 54.55 54.55 0.00 45.00 45.00 0.00 0.00
140008 |Cash Sale - Trade Show 0.00 25.45 0.00 0.00 17.54 0.00 25.45
140013 [Abb Service 0.00 15.00 0.00 0.00 1.00 0.00 15.00
140016 |Ace Party Hire & Supplies 1954.56 1954.56 0.00 1272.00 1272.00 0.00 0.00
140050  [Adams Tavem 42.29 4345.00 0.00 98.20 2920.65 0.00 4906.71
140102 |AMP Asset Management 20.00 3035.00 0.00 49.00 1724.98 0.00 30149.00
140400 |$$% Ainsles Lodge 60.00 60.00 0.00 50.00 50.00 0.00 0.00
140850  [Allawah Hotel 0.00 £15.00 0.00 0.00 327.00 0.00 £15.00
143457  |Andrea Dawson 0.00 57.21 0.00 0.00 47.80 0.00 57.21
180741 |Paddy Maguire's [Star City) 20.00 20.00 0.00 43.00 43.00 0.00 0.00
100462 |$$% Digital One 0.00 20.28 0.00 0.00 13.66 0.00 20.28
108100 |Overseas Tax Exempt Client 0.00 700.00 0.00 0.00 326.00 0.00 700.00

< ¥

Active Indew: Customer Code 113
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3.7.12 Sales History Snapshot

A Sales History Snapshot is a handy way of seeing exactly what your sales are at almost any given
time.
It shows on the screen your sales, costs, profit and GP% broken down month by month.

From the menu select File, Accounts Receivable (AR), Sales History Snapshot

X Sales History Snapshot

H;?} Summary

Sales History Snapzhot
Month Sales $ Cost § Profit GP $

Current 2115431
June 10101.83
b ay .00
April 0.00
March Q.00
February Q.00
Januany .00
December Q.00
Mowermber Q.00
October Q.00
September .00
August 0.00

Total Sales: 31256.14/  19919.01 | 11337.13 36.27
AvodManth; 2604 65 _— .27

Last refreshed on: 26/07/2004 at 04:45:52 P [ Refrezh

This screen can even be left running all day if required so you can keep abreast of the very latest

sales figures as they occur and are updated.
The Refresh button can be used to "force" an immediate update of the figures if required.
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3.8
3.8.1

Contacts

Contacts Overview

=

Contacts can be added or edited at any time.
The Contacts window provides an area where you can enter and set up your general contacts.

From the system menu select File, Contacts, Contacts Master.
Alternatively, you can click the Contacts icon on the toolbar or use the shortcut: Ctrl+Shift+O.

Contacts may be organisations - or just people that you know. Often it is also used to store
information on contractors like the ones you may need to call for electrical work or general
maintenance. Images can also be added if you want as well as an unlimited amount of notes.

Use the Add, Edit or Delete functions to perform the desired actions on the highlighted Contact.

#% Contact: Control Information Systems - Craig Dawson

ﬂi General Infarmation |® Notes|

[d Cortrol |nfarmatio

Business: | Control Information Systems Updated: [13/09/2003 [
Contact: | Mr v||[2laig Dawson Oecupation: | Director
Street Address: | 456 Software Street Postal: | PO Box 233
City: | Carmphelitawn City: | Carnphelibav
State: | MSwW | Postcode:|2580 | Shaber | NEw | Postcode:lNSW |
Country: | Sustralia | Country: | &ustralia

Wwork Phone: |[02) 4621 1114 Mobile: our Quick Naotes: Category

Haome Phone: Faw: | [02] 4621 4113 Contact for computer suppaort Supplier
[ E-mail ] support@cantol net au [] Distributar / Resellsr
[ webPage | [http:/ v control net au Preferred Cantact

Business Name Title Contact Street Address 1

Craig D awzon

456 Software Street

<

Active index: Company Mame

141

|

Claze
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3.8.2 Editing Contacts

| Iﬁ General Information @ Motes I

This window consists of 2 Tab pages - General Information & Notes.

To edit existing information, simply click on the desired cell or press the edit key (F9)

To add a new Contact, select the New icon and add the details.
Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.

Right Click Popup Menu
When you right click on a contact in Control Professional, you can do the normal add, edit, delete

type of functions.

General Information Tab

This tab displays the more commonly used fields for Contacts and are described below.

Buzineszs:

Contact:

Business:
Updated:
Contact:
Occupation:

Control Information Systems

kdr L | | Craig Dawson

The business name

The last date that this record was modified
A salutation and the contact person's name.
The occupation of the contact person.

Street Address: | 456 Software Street

City: | Campbelltowmn

State: | WSS Postoode: |255EI |

Country: | &ustralia

Street Address:

if required.
City:
State:
Postcode:
Country:

The City or Suburb of the address.
The State of the address.

Enter the appropriate postal code.
This contact's country.

Postal: |PO Box 292

City: | Campbelltawn

Skate: | M5 | F'u:ustu:u:ude:|N5W |

Country: u

Postal:
required.

Updated: |13409/2003
Occupation: | Directar

Enter this contact's actual street address. There are two fields available here

Enter this contact's mailing address. There are two fields available here if
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City: The City or Suburb of the mail address.
State: The State of the address.
Postcode: Enter the appropriate postal code.
Country: Optional country field.

Work Phone: [[02) 4621 1114 M obile:

Home Phone: Fax:|[02] 4621 4113

Work Phone: Contact's work telephone number.

Mobile: Contact's mobile telephone number.
Home Phone: This contact's home number
Fax: This contact's facsimilie number
E -mail supportiEicontrol. net. au
[ web Fage ] hittp: A A, contral. net. au
Email: Their email address. (You can then also click the email button to send an email)
Web: The contact's web site (clicking the Web button opens your web browser and takes

you to their site)

Yaur Quick Mates:

Contact for computer support

You can also make any number of personal notes in the Quick Notes area.

Categorny

Supplier

[ ] Distributor # Reseller
Preferred Contact

The category area provides a place to simply click what type of contact they are.
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You can also add images if you like.
To add a photo, simply double click on the "Image" area and navigate to the image you wantto use.
You can also right-click and select the image option from the popup menu.

Notes Tab
This tab provides an area to store additional miscellaneous information for this contact.
The fields displayed here are searchable with the F10 SupaFind function.

Products:

Contral zoftware, computer hardware & netwarking

Products: This is where you can enter a general description of the products that this contact
can supply etc.

Other staff and contact details...

Caroling, Christine, Eradley

Other staff and contact details: Keep a record of the names of other staff for your contact.

Additional Infarmation
é Irfa 1 | |
Irfa 2 | |

Irfo 3 | |

Additional Information: Three extra info areas allow you to enter in point form any entries you think
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are necessary.

3.9 End Of Month
3.9.1 End Of Month Updates

In order for Control Professional to produce for you accurate sales analysis reports, proper ageing of
accounts, etc - it is necessary to run the End of Month Updates once, at the end of the month.

Typically, it should be run after all entries have been finalised for the month about to be completed.
This would include invoices, credits, banking, and so on.

Additionally, be sure to have run any reports you want before starting the update (like Aged Trial
Balances or Sales Analysis reports) as, when the update concludes, it will prompt you to change the
system date.

As there are many files modified during the EOM process, it is necessary for the system to have
exclusive use of them, so ensure that if you have other users in the system, that they are logged out
before you start. (If a user still has files open, the system will let you know though).

To run; From the menu select File, End Of Month (EOM), End Of Month Updates.
The following screen will appear:

End Of Month Roll-Over

End OF Month

T hiz option will update and rall-over your [nventony, Debtors and Sales
History databazes ready for the new manth. ﬂ

The system will need exclusive use of the master files during the

process, =0 pleaze ensure that other ugzerz are logged off.

Options
Azl me to change the System D ate when End of kMonth completes.
[ ]Itiz also End Of Financial Year o run the End OF Year update too,

Sysztem Statuz: Heady

Records:

Progresz: | ]

Overall | ]

Note: Only check the End Of Financial Year option if this rollover falls at the same time as your
financial end of year (eg: normally June 30 for Australian businesses)

When you are ready, click OK.
The progress bars will keep you informed of the processes as they are being done.

When complete, the system will remind you to change the system date and you can then process
normally again.
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3.10 End Of Year
3.10.1 End Of Year Updates

At the end of your financial year (typically June 30 for Australian businesses), you need to run the
End Of Year Update.

This ensures that all year-to-date figures are zeroed out in preparation for the new financial year.
(Note that this is not normally the end of the calendar year)

Typically, it should be run after the normal End of Month has been completed (and is called
automatically if the EOY option is checked on the End Of Month Roll-Over window).

As there are many files modified during the EOM process, it is necessary for the system to have
exclusive use of them, so ensure that if you have other users in the system, that they are logged out
before you start. (If a user still has files open, the system will let you know though).

To run; From the menu select File, End Of Month (EOM), End Of Year, End Of Financial Year Roll-
Over.
The following screen will appear:

End Of Year REoll-Over

End OF Financial Year Roll-Over
Thiz option will update and roll-owver vour [nventony, Debtors and Sales %

Higtary databases ready for the new financial year.

The spstem will need exclusive uze of the master files during the
process, 20 please ensure that other Lzers are logged off.

System Status: Feady

Recards:

Progress: [ ]

Overal )

When you are ready, click OK.
The progress bars will keep you informed of the processes as they are being done.

When complete, make sure that you check the system date before processing normally again.

3.11 Freight

3.11.1 Editing Delivery Routing Code Information

A Delivery Routing Code is required when setting up new customers and this is where you can set the
masters up.

The code is used to identify the geographical area in which the customer's orders will need to be
delivered.

For instance "MET" might stand for Sydney Metro, "STH" could be for South Coast and "NTH" for
North Coast.

You can always just leave the default one in place - no problem.

These entries if required though, can be set in the Freight Carrier Transport Master.
From the menu select File, Freight, Carrier / Transport Master
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€. Carrier: O - Our Arrangements EHE £|
Details
Freight Code:
Marne: | Our Anangements
Address;
City:
State: Foztcode: | |
Phone: |
Carrier Hame
L Clur Arrangements

Cloze

Active Index: Carrier Code Murmber 11

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new Carrier, select the New icon and add the details.

Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.

Right Click Popup Menu
When you right click on an entry in Control Professional, you can do the normal add, edit, delete type
of functions.

3.12 Inventory

3.12.1 Inventory Overview

|

Inventory Items can be added or edited at any time.
The Inventory window provides an area where you can enter and set up the products and services

you sell.

From the system menu select File, Inventory (INV), Iltem Master.
Alternatively, you can click the Inventory icon on the toolbar or use the shortcut: Ctrl+Shift+l.

Use the Add, Edit or Delete functions to perform the desired actions on the highlighted Item.
Essentially, the Inventory database is where you save information on your items.

This database is then used as a link with products that you sell to your customers, purchase from
your suppliers, etc - which in turn is used in many areas of the system.
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The Inventory window has several Tab pages.
| Iﬁ General Information |@ Mates i—_f) Images

Screen Layout

The inventory window is laid out with multiple tabs so that information on items can be easilly seen.
By clicking on a particular tab, item information relative to that tab's topic is shown immediately below.
(Details of what the tabs hold are explained in the next section)

In the lower part of the screen, a browser enables you to quickly move from one item to the next, or to
scroll across as needed.

d Control Professional ¥1.04q - [Unregistered] - Current User: Administrator - System Date: 03/09/2003
File Edit View Reports Tools ‘Window Help

U ® 4 SRR MU @ «» B 2 maul=

%¥ Item: 100000a - Holden HSY ¥TIIRB Sedan 5.7 Litre 6 Speed Manual

I:i General Infarmation |® Motes i‘_f) Images

Description: Holden H5Y ¥TII R8 Sedan 5.7 Litre & Speed Manual

Item Code: Yendor's Narne:| Contral Information Systems

Details Item Prices

Froduct Group: | 02 - Product Group 02 vl 1M Code | UnitPrice | U/
000 Ea
0025 4.8000|Ea
0050 4.5500|Ea
3339 3.9500|Ea

Vendor'sltem:|12345s | Cartan Qty|‘|2 | Tax: |1D.DD v|

Internet Information

Category: | Category 1 -wWCO1 w | Show On'wWebsite

Current Stockholdings

Packaging WieH OnHand Allocated On Order Latest Cost
144.0000 0.0000 0.0000 3.5000
F2.0000 0.0000 0.0000 3.5000

@ Bar Code Mo: | 93265320001 36 Carton ‘weight: £.0000
U /b Oty /P 1.0000| Carton Yolurne: 0.00000 |

Itern Code ipti ‘Wendar's ltem Code Barcode Mew On
1000002 Holden n 5.7 Litre B 123456 9326532000136 |Ea |03/09/2003

£ *

&ctive Indes: ke Code Number 141

{c) Control Information Systems, 1992-2003
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dl Control Professional ¥1.04q - [Unregistered] - Current User: Administrator - System Date: 03/09/2003

Fle Edit View Reports

Ok & T g & >

%% Item: 100000a - Holden HSY ¥TII B8 Sedan 5.7 Litre 6 Speed Manual

ﬁ General [nformation @ Motes i‘f) Images|

Tools

Window  Help

LR +

& Bz

Detailzd Product Information: This information is

Your Notes [internal uge only): These are notes
published with the item to wour web site.

relating to thiz item solely for internal reference.

High performance vehicle with comfort ta match. Oy zell with full fuel tank.
Enhanced ground hugging design maximizes Enrol client in complimentary HSY Club
comerning capabilities.

Magnificent braking from large HSY embozzed
calipers.

Irvoice Motes : These will print out on invoices.

Item Flags

[] Stack Consumable

[ Gavermment ltem
[ 'Qunte Only' Item
1 Bill of Material

[] Consignment Item

[ wiitten Down
] Run-Out [kem
[ Discontinued
[ Serialised

[] Critical ltem

W azh with warm soapy water for best finish. Technical 5pecifications

5.7 Litre:
1680mm

Capacity:
Height:

Diamater:

Itern Code
100000z

Dezcription Wendor's [bem Code

123456

Barcode
93265320001 36

Mew On
03/09/2003

Holde

g k.

Active [ndex: Item Code Number

{c) Control Information Systems, 1992-2003

Save
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dl Control Professional ¥1.04q - [Unregistered] - Current User: Administrator - System Date: 03/09/2003
Fle Edit View Reports Tools Window Help

Ll ® 0 & Bz MU @ + e @

%% Item: 100000a - Holden HSY ¥TII B8 Sedan 5.7 Litre 6 Speed Manual

ﬁ General [nformation @ Nates i:_lJ) Images |

Image Information

$

You can show 2 more images here.

If you choose to do 2o, they will also
be automahically published to your
web site along with the item's general
infarmation.

Ta add/edit or change an image.
simply double-click on the area.

Praduct Image #2: Praduct Image #3:

Itemn Code Dezcription Wendor's [bem Code Barcode Mew On
100000z Halden ! an 5.7 Lit ed Manual 123456 93265320001 36 03/09/2003

F3 >
Active [ndex: Item Code Number Save

{c) Control Information Systems, 1992-2003

Your inventory system is the centre of your operations. Without goods or services to sell you have no

business. It is imperative that you set your system up in a logical manner so that as your inventory
base grows it remains manageable.

Your Inventory System is vital for recording, reporting and dealing with your customers. The system
allows you to keep track of what products you have, together with who buys them, their sales history,
when you received them and what margin you make on them just to name a few areas.

Right Click Popup Menu

When you right click on an item in Control Professional, you can do the normal add, edit, delete type
of functions.

In addition, there is also several other special features available.
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Add Mew Ikem

B &[0

™
87

Edit Details

Delete Tkem

SupaFind

= 8

Seek

&= Edit vendor Master File

E Image

6+B  Clone
|kilikies L4
Prink L4

Zancel

3.12.2 Inventory - General Information Tab

Wil General Information ||

General Information Tab
This tab displays the more commonly used fields for inventory items and are described below.

Deszcription: | H5Y Wheels 18" |

Item Code: Wendor's Name: | CCE International Pty Ltd - 03 9315 2333 v |
Description: This is the descriptive term of the actual Product or Service that you supply.
Can be whatever you like it to be.

Item Code: An item code number that you can select. Itis common to group like items
together in their coding sequences.
Vendor's Name: The supplier of the item shown. If it is a service you supply, or an item that

you manufacture simply choose yourself as the vendor.

Details

Product Growup: | 99 - Special " | I1/:

Wendaor's Item: Carton Clty Tax

Product Group: The product group that this item belongs to. Assigning a product group to an
item will give you excellent analysis of your sales.

U/M: This is the Unit of Measure that you sell the itemin. Can be Each, Dozen,
Pack, etc...

Vendor's Item: What your vendor/supplier codes this item as. Optional field.

Carton Qty: Some products are sold with several to a carton (eg: Glasses might be 24 Ea
per carton)

Tax: Select the applicable tax code for your item.
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Internet Information

Categaory: | ‘web Category 1 - Ww/C01 w Show On webszite

Category: The web category this item belongs to. If you send information about this item
to your web site, this category selection can be used to group like items together on your site. If you
don't have a site, or don't want to send information up to an existing one, just leave it to the default
setting.

Show On Website: This flag tells the system to send - or not to send, information on this product
to your web site.

Packaging
% Bar Code Mo: | 9326532020547 Carton ' eight: 19000000
1A Gl Pl 1.0000| Carton Yolume: 328467

Bar Code No: Some items are bar coded. If so, you can enter the bar code number here.
Optional field.
Carton Weight: This is the Carton Weight in kilograms. Optional field.
U/M Qty/Pk: Unit of measure quantity per pack - eg: 4 doz / pack. Optional field.
Carton Volume: The volume of the carton in cubic metres. Can assist in sales & purchasing

where you need to pack containers. Optional.

Item Selling Prices [Inc-Tax]

Code IInit Price LAk | |
F70.0000(Ea

0as0 BE0.0000)E 4

Item Selling Prices:
If you set your selling prices up, they are displayed here.

Current Stockholdings

wifH On Hand Allocated On Order Latest Cost Awerage Cozt Standard Cost | Replacement Cost|  Bin tdimiminm Lazt Date -
g7.0000 11.0000 2.0000 326.0000 3205099 320.0000 326.0000 0.0000]25/03/2004
0z -3.0000 0.0000 0.0000 320.0000 320.0000 320.0000 320.0000 0.0000]17/09/2001
v

Current Stockholdings:

This shows your item's stockholdings in the different warehouses/locations you may have.
Additionally, as you add purchase orders and do invoicing, the allocated and on order quantites will
move up and down accordingly. The system will also keep track of your costing for the item as it
changes over time.
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kdain Product [mage:

Main Product Image:

This shows a picture of your actual product. To add or edit the image, simply double-click the area.

3.12.3 Inventory - Notes Tab

I @ Maotes !'

Notes Tab

This tab displays notes and additional information relating to the highlighted inventory item.

Detailed Product Infarmation: T his information iz
publizhed with the item to your web site.

High performance wehicle with camfart to match.
Enhanced ground hugging design maximizes
cornering capabilities.

td agnificent braking from large HSY embozsed
calipers.

Detailed Product Information:

For items that you publish onto your web site, you can add as much information as you want here.
Whatever is typed into this field is included as descriptive text when the item is shown.

Your Notes [internal uge only): Thesze are notes
relating ta this item alely far internal reference.

Enral client in complimentare HSY Club

Internal Notes:
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These are you own internal notes about the product

[nvaice Mates : These will print aut ok invaices.

Wash with warm zoapy water for best finizh,

Invoice Notes:
These are notes that will appear on any invoice that includes this item.

Item Flags

[] 5tock Consumable [ ]'ritten Down

[ Govemment ltem [ ] RBun-Out ltem

[]'Quote Only' Item [ ] Discontinuad

[ Bill of b aterial [ ] Serialized

[ Consignment Item [ ] Critical ltem
Item Flags:

These are check boxes that you can use to flag items as appropriate.

Technical 5pecifications

Capacity:
Height:

Diameter:

Technical Specifications:
If required, you can add capacity, height and diameter information for the item.

3.12.4 Inventory - Images Tab

E{f} Images '

Images Tab

This tab displays additional images relating to the highlighted inventory item.

These images can be added by double-clicking on the space provided or edited/deleted by double-
clicking on the image itself.

If you upload item information to your web site, these additional images are also sent.
They are also especially handy for letting other staff know exactly what the product looks like.

© 2009 Control Information Systems



71

Control Professional

3.12.5

3.12.6

Image Information

&

You can show 2 more images here,

If you choose to do so, they will also
be automatically publizhed to your
web zite along with the item's general
information.

To add/edit or change an image.
simply double-click on the area.

Product Image #2: Product Image #3:

Changing Bin Locations

Bin Locations are optional, but if used they can identify the location of items in your stock.
They can be for example a shelf number in your showroom, or a bay in your warehouse.

If you need to change them, the system will permit you to easily do so by using the submenu option.
In the Inventory browser, find the Item that you want the bin to change for and press the right mouse

button in the "Current Stockholdings" area.
A popup menu will show, click on the "Change Bin Location" option.

The following screen will appear.

I Bin Location Change

Change Bin Location

@ Enter the bin lacation for the ikem below:

Itern Cade: | 100000
Description: | H5W \wWheels: 18" |

[ Cancel ]

Type your bin location in the field highlighted, then click OK.

Changing Minimum/Maximum Quantities

Minimum and Maximum Quantities are optional, but useful if you want to restrict the amount of

stock you carry at any one time.
Minimums can be set to alert you when their on hand quantities reach a sertain low point.
Maximums can be set to alert you when their on hand quantities reach a sertain high point.

If you need to change them, the system will permit you to easily do so by using the submenu option.
In the Inventory browser, find the ltem that you want to change the quantities for and press the right

mouse button in the "Current Stockholdings" area.
A popup menu will show, click on the "Change Minimum/Maximum" option.
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The following screen will appear.

th Minimum/Maximum Change

Change Minirurn & b adirurn Quantities

@ Enter the new Minirmurm and tagimum quantities below:

Item Code: | 100000 |
Dezcription; | HSW wiheels 18"

M inirnLrn; Ea
b asirnuirn: A00.0000

[ Save | [ Cancel

Type your quantities as necessary, then click OK button to save.

Note: If you leave the entries at 0, then they remain dormant and are not activated.

3.12.7 Changing Item Code Numbers

Item Code Numbers are one of many special keys linking your Inventory Items with many other
aspects of the system..

Normally, you need not change them, but if you must, the system will permit you to do so by using the
special Utilities submenu option.

In the Inventory browser, find the Item that you want the code number to change and press the right
mouse button.

A popup menu will show, click on the "Utilities" option, you should then select "Change Code
Number"

The following screen will appear.
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3.12.8
3.12.8.1

%* Item Code Number, Change Window

Information

Thiz utility will change the master item code number vou have selected, to another
one af pour choosing, hen vou have entered your new code number, click the
OF button to proceed with the change.

Item Information
Code Mumber: 100000
Dezcnption: HSY Wheels 18"

Code Information
Mew Code: 1000004 [Type a unique code for this ikem]

s

Progress

File Marne: All filez
Statuz: Feady to begin...
Changed: O

Current File: [

Overall: [

( 1] | [ Cancel

Type a new unique item code number in the field highlighted, then click OK.
(The system will perform checks to make sure that you don't pick one that is already in use and warn
you if that is the case)

When you are happy with the new code number, click on the OK button.

The system will then change the Item's code number and then also scan through the many other
databases in the system changing any occurrences of the old number. All entries with the old number
will be updated with the new one to reflect the change. (Any open windows will also be updated
automatically).

Inventory item code changes can only be done "Globally”". This means that not only should the
number change but all the information that goes along with an item such as current sales orders,
quotes, history of the item and stock holding must be transferred as well. This ensures data integrity.

The main thing is that you know the item number that you want to change, and the new item number
you want to give it.

A history of changed code numbers is stored in the Item Code Number Changes database which you
can review if needed.

Price Codes
Editing Price Codes

Each inventory item should have selling prices, and for different customers you might need different
pricing - this is where Price Codes are invaluable.

Your customers are each allocated a price code, which is then used during order entry to determine
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your prices to them. These prices can of course be over-ridden at time of order entry if needed - but
are a great way to standardise your pricing structure and also enables you to print price lists based
upon these price codes.

The system does come with a range of pricing codes but if required you can add extras.
You can have up to 9999 different prices for each item (not that you really would - but you can)

For instance you might have a list price "0001" which is your top (or highest price) for general
customers, but a discounted "50 Carton” rate "0050" for larger customers. If you sell to distributors
you might use the "Sub Distributor Rate" or "9999" price code which offers them even better
discounts.

The general breakdown (and the most common) of price codes are as follows...
0001 - This is your top selling price (most expensive).

0025 - Discounted rate (could be 0001 price less 3 percent)

0050 - Discounted rate (could be 0001 price less 5 percent)

9999 - Your very best or cheapest price (generally used for say sub distributors)

The general logic of how price codes effect the determined item price at time of sale is that when an
order is processed for a customer, the system will look at what price code the selected customer has,
then use that price code to find a matching price in the inventory system. This price is then used for
the order.

There is a little more to it though, and this is the really neat part.

Let's say you have a good customer and so have allocated to them a 0050 price code in their
customer master file.

When you sell them a product, it looks for a matching 0050 price, but what happens if you don't have
a 0050 price for that item? Well, no problem.

The system will decrement the price code by one (so 0050 becomes 0049) and look for a match
again. If that fails, it looks for 0048 and so on.

This logic continues down to the 0025 code, where, if a match is not found, the system drops straight
to the default price of 0001.

The reason that in goes from 0025 to 0001 is so that you can set prices in the range of 0002->0024
for certain clients knowing that the system will skip these for other customers (like in our example
above). It also means that you can set a price code of say 0014 to a client so that they get a
discounted rate for certain items, knowing that for more general items, your 0001 price will be used.

The "Price Code Master" will allow you to set up different pricing codes as required.

From the menu select File, Inventory (INV), Master Files, Price Codes
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T Price Code: 0001 - List Price =

Details
Price Code

Description: | List Price |

Price Code Dezcription
k| 0001
0025 20 Carton Rate

as0 50 Carton Rate

e Group Rate

a0z20 a0/20 Rule

9359 Sub Distributor R ate
Active Index: Price Code 1/6

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new entry, select the New icon and add the details.

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Right Click Popup Menu

When you right click on an entry in Control Professional, you can do the normal add, edit, delete type
of functions.

3.12.9 Product Classes
3.12.9.1 Editing Product Classes

Product Classes are used in Control to give a classification of products that are similar in nature.
These Product Classes will be broken down in further detail under Product Groups (as discussed
later).

Essentially though, think of Product Classes as a broard description of a range of products.

As an example, let's suppose you are a supplier to the hospitality trade.
You could have defined as your Product Classes:

CLO1 - Kitchen & Dining

CLO2 - Crockery

CLO3 - Cutlery

CLO4 - Glassware

The "Product Class Master" will allow you to set up different class codes as required.
From the menu select File, Inventory (INV), Master Files, Product Classes
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C; Product Class: CLO1 - Kitchen & Dining

cor|

Detailz
Product Clags:

EE

&

D escription: | Kitchen & Dining
Product Clazs D ezcription

F|CLM Kitchen & Dining

CLO2 Crockerny

CLO3 Cutlery

CLO4 Glazzware

CLOS Barware

CLOR Clzaning

Cloze

[£

Active Indew: Product Clazs Code

1416

To edit existing information, simply click on the desired cell or press the edit key (F9)

To add a new entry, select the New icon and add the details.
Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Right Click Popup Menu
When you right click on an entry in Control Professional, you can do the normal add, edit, delete type

of functions.

3.12.10 Product Groups
3.12.10.1Editing Product Groups

Product Groups are used in Control Professional to help you analyse sales of item groups.
Additionally, they allow you to categorise your price lists.

76

Often, you will find in reporting that you can not only select by item code nhumber ranges, but also by
product group ranges.

The "Product Group Master" will allow you to set up different groups as required.
From the menu select File, Inventory (INV), Master Files, Product Groups
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€ Product Group: O1E - Baskets E@@

Details
Product Group:
Dezcrption: | Bazkets
Clazz: | Kitchen & Dining [CLO7T] “w [:]
ﬁ [ ] Do not pay Sales Commissions on this group
Ower-Riding Commizsion B ate: oo &
Froduct Group Dezcription -
01 Kitcherware
4 t atfer Range
e Cambro A ange
mc Rubbermaid R ange
mo Yallrath R anoge
mF B akeware
mG S ervingware
01H T ableware
0l Tomkin Miscellaneous
01l Trolleys
e T ables
0z Crackemn-General
028, Crockens-trcoroc 3

Active Index: Product Group Code

Product Group: The product group code you want to allocate. (Can be
combination of Alpha-Numeric is you like)

Description: The description of the product group. eg: Baskets

Class: The Product Class that this Product Group belongs to.

Do not pay Sales Commissions: An option to exclude sales of itemsin this product group
attracting commission for salespersons.

Over-Riding Commission Rate: If you leave this rate set at zero, then the system will respect

your salesperson's normal commission rate. However, if you for example wishto set a different
commission rate for certain product groups, then simply type in the rate in this field and whenever a
sale is made of a product that belongs to this group, the commission rate you enter here will be used.
Remember that normally, you should leave this at zero (the default setting)

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new entry, select the New icon and add the details.

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Right Click Popup Menu
When you right click on an entry in Control Professional, you can do the normal add, edit, delete type
of functions.
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3.12.11 Purchase Orders
3.12.11.1 Purchase Order Overview

Purchase Orders is where you can create new orders and receive items you have ordered, from your
suppliers.

From the system menu select File, Inventory, Purchase Orders.
Alternatively, you can use the shortcut: Ctrl+Shift+R.

The very first time you open the Purchase Order screen, it will be empty as there will not be any
orders in the system yet.
Itis easy to add them though and will be explained later.

The Purchase Order window consists of a main window holding 2 tabs - General Information &
Items On This Order.

Iﬂ, General Information i—_f) Itemz On This Order

The General Information tab is used to display the seperate "headers" of current orders in the
system.

Essentially, these headers contain things like who the order is from, address information, current
order status, etc.

Each order header has it's own unique Purchase Order number which is allocated to it when it is first
created.

These is also a browse area in the lower portion, that makes it easy to move between the different
orders in your system by either clicking on them or by using the arrow keys on your keyboard.

The Items On This Order tab is where the details of the order can be found. These details can be the
products and/or services that you have ordered from your suppliers. Each item can be seperately
costed and the total of all items calculated.

Again, there is another browser on this tab - but this one is for the items on the order. As you click on
an item, the appropriate quantities, pricing, etc is displayed in the fields on the main form. To add,
edit or delete products or services, simply click the required button.

Note that you cannot directly enter things into the blank fields. It would actually be quite tedious if you
could - (and would potentially lead to typographical errors and inconsistency). A better way is
implemented - and one that validates the entries for you.

The system makes it easy to create and maintain purchase orders, as well as ensuring that the
information contained is correct.
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% Purchase Onder: 24575 - ACl Glass Packaging - A106

B[=1

ﬁﬂ General Information i-_f) Items Or This Drder|
Vendor Mame: ACI Glass Packaging
Contact: Order Stabus: Open
Account Information Postal Address Order Summary
Address: | 123 Somewhere Street Address: |PO Box 340
Sub Total: 498.00
City: | Penith City: | Penrith Freight 10.00
Stabe: | MSWw | Postcode: | 2751 Skaber | MSw Postcode:lE?E‘l | Tatal Ex-Gst: 505.00
Courtry: | Australia Country: [Austalia Gst: 50.80
Contact Information Dates
Phone: (4730 0700 | Fax| Entered: |16/11/2003
e ot om0
Email: | fredi@aci.com.au Due: 1741142003 ota 558.80
Order Ho Yendor Mame Code | Entiy Date | Due Date | 'wAH Total Freight [
4 24575 AN g TEM1/2003 (171752003 (01 438.00 10.00
2457E| Atlaz Chains k 4120 16/11./2003 (164112003 M 297 5.00
24577 |Alba Plastics Pty Lid 4150 16/11,/20003 [ 16/11/2003 | 01 2242 0.00
24578 Ace Battle Printers Pry Ltd A103 16/11./2003 [16/11.,/2003 |01 2071 1000
24579| Betterpress Printing B303 16/11./20002(18/11/2003 |0 15.35 0.00
245801J. MeCarthy Hatehware k4098 16/11./2003 (184114200301 326.00 0.0o
24581 | Accidental First &id Supplies A100 17/11./2003 (19412003 M 44500 1000 L
245854 L Hayles Pty Ltd ADZS 0140242004 | 03/02/2004 {01 375 0.00 b’
< I >
Active lndes: Purchase Order Wumber 192/203 [ Receive Order ] [ Close |

Right Click Popup Menu

When you right click on a purchase order in Control Professional, you can do the normal add, edit,
delete type of functions.

In addition, there are also losts of extra features available.

| |j Add Mew Purchase COrder [ |

_ﬁ’ Edit Purchase Order Header Information
Add Ikems Ta Purchase Order
Receive Goods On Order Inko Skock,

Delete Entire Order

Seek

EE =

Edit Wendor Master File
|kilikies L4
Prink k

o Top

[44 ¥

(30 Batkom

Zancel

3.12.11.2Creating a New Purchase Order
Creating a New Purchase Order

The creation of a new purchase order involves just a few steps.
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1. Select the Vendor/Supplier.
2. Complete Order Header information.
3. Add Items To The Order.

4. Confirm Quantities and Pricing.
5. Finish and Print it!

3.12.11.2.1 New Purchase Order - Step 1

From the system menu select File, Inventory, Purchase Orders.
Alternatively, you can use the shortcut: Ctrl+Shift+R.

1. Selecting a Vendor

2

To start a new order and select a vendor, click the "New" icon on the toolbar.

This will open up a "Select Vendor" window containing the current vendors you have defined in your

system.
Here, you can also confirm the entry date and the warehouse that the stock will go to.
If all are correct, you need only locate the customer.

N Select Vendor From List

Mew Order Information
Entry Drate: Warehouze:

| 2/02/2004 v | | MainWarehouse (01) v|

Yendor SupaFind

Find: |-'“-"-|:| w | |  Search | [ Feset
Type any part of a vendor's name inta the above field then click "Search’ to find them.
Account Yendor Mame Aftn Accounts
A106 ALl Glazs Packaging
AF10 Agia Pacific Glazs Phy Ltd h
ARz Australia Pacific Homewares
CER0 Croven Commercial A/ Mo 04108
LO45 Lancer Pacific
F150 Paper Converting Company
R201 Scaottizh Pacific Buz Finance [Reema Enterprizes PYL
5125 Smartpak Australia Pty Lid
5240 Scotiizh Pacific Business Cpc Digtributors
5420 Spacebud Pry.Ltd,
L
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Highlight the vendor for this new order and double-click on them, alternatively you can click the Ok
button.
A new order will then be commenced.

3.12.11.2.2 New Purchase Order - Step 2

2. Complete Order Header Information.

Once avendor has been selected for the new order, you are presented with an Order Header
Information screen.

Itis here that you can enter things like the date you require delivery by, any additional freight charges
and you can also make any general comments relating to the order in the space provided.

«f Editing Purchase Order Header Information

Yendor: ACI Glass Packaging @

Date Required: | 40277004 v|
Freight Amount; | EI.EII:Il

Commentz for Purchaze Order

| oK %j[ Close |
Date Required:

If delivery is required on a certain date, you can enter that date here.

Freight Amount:
This is where you can enter additional freight charges (ex-gst) if applicable.

Comments:
An area where you can add any comments relating to this order.

Once you are happy with the entries, click the OK button.
A window will then appear confirming the order's creation and will ask if you would like to add items.

Mew Entry Created

Do wou want to add items now?

[ Yes Q [ Mo

\‘f) Purchase COrder 24587 has been created,
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By selecting "Yes", you will be taken to the Add Items To Order screen.

3.12.11.2.3 New Purchase Order - Step 3

3. Add Iltems To The Order.

Once the order header has been completed for the new order, you are presented with an Add Items

To Order screen.
Itis here that you can select the items that you are going to order from your supplier/vendor.

N Add Items To Order

Fird: |HS\-" v| [ Search ][ Rezet

Type what you want ta find into the above field,

Item Code Item D escription Wendor ltem | Wendor | Product Group |

100000 HSY wheels 18" 130033 M5 29
100525 H5Y Headlight Protectors CA-GPFO M430 075

-

2
4 3
[ Select [kem ] [ Cloze ]

Locate the item that you want to add, then either double-click on it, or click the "Select Iltem" button to
add it to the order.

Options:
The "Find" box will assist you to quickly locate items. You can type in any part of a description and

then when you click on "Search", a list of matches will appear.
The "Select Item" button, will do just that - select the highlighted item and add it to the order.

"Close" will close this window without adding any more items.

3.12.11.2.4 New Purchase Order - Step 4

4. Confirm Quantities & Costing.

After you select an item, you are presented with an add item Quantities & Costing screen.
Itis here that you can confirm the item quantities and costs for the item that you are going to

purchase from your supplier.
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£2 Add Item For: ACI Glass Packaging |X|

Iterm Code: | 100525 |
Description: | HSY Headlight Protectars |

Quantities and Costings Item Motes
[ty Ordered:
Received: 00000
Backordered: 10,0000

it Coazt: 49.0000 E= GST

Sub-Total: 490.000 Gzt:| 49.0000 Total Inc Gst: 539.0000

L (] [ Cancel ]

Edit the quantities and costing details as needed then click the OK button to add it to the order.

Your order will then look like the following:
% Purchase Onder: 24587 - ACI Glass Packaging - A106

ﬁﬂ General Information ifl) Iternz Ot This Order \—

»
HSY Headlight Protectors 10.0000 0.0000|Ea 43.0000

<

Iterm Code: | 100525 Line Mumber. 1

Description: |45y Headioht Pratectors
Quantitiez and Costing
Qty Ordered: 10,0000

Received: 0.0000
Backordered: 1000000

Unit Cost Price: 49,0000

[ Additems |[ Editltem |[ Deleteltem |

Line Total: | : 49.I]I]| Line Total Inc Gst: [ T —— ] [ Noxt Oreder ]

Active Index: Purchase Order Number 204/204 [ Firish Drder [ Receive Order ] [ Close ]

If there are no more items to add, click the "Finish Order" button.
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3.12.11.2.5 New Purchase Order - Step5

5. Finishing an Order and Printing.

After you have clicked "Finish Order", the following screen will appear.

X

Control Information Systems

? | Purchase Order has been created.

) Would wou like to print it now ?

[ Yes !g [ Mo

If you click "Yes" then the printing process will begin.

Control Professional

@ Purchiaze Order Default

Printer

Mame: Epson Stylus COLOR 900 ESC/P 2

[ Print Ta File

Copies

Ready ta print Purchasze Order # 24587
v or Muriber of Copies: -

[ Ok [ Fresviess ][ Close ]

You can then print it out - all done!

3.12.11.3Receive a Purchase Order

Receiving purchase orders is an easy way to keep your inventory levels updated.

It also provides you with the ability to check costings on items you have ordered against that which
you expected to pay and adjust inventory costs accordingly. Control Professional makes the process
simple and quick.

From the system menu select File, Inventory, Purchase Orders.
Alternatively, you can use the shortcut: Ctrl+Shift+R.
This then opens up your purchase orders screen.

3.12.11.3.1 Find a Purchase Order

Find a Purchase Order - (Shortcut F5)

)
Before receiving an order, first you have to find it.
Control makes this easy by providing a quick way to locate the exact order you are after.
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For example by pressing F5, or clicking on the Seek icon, brings up the following type of screen...

Control's Supa-Seek !

Eﬁ Type what you want to zeek far in the field below, You can change

the active index az required.

Active Index: |F'ur|:hase Order Mumber V| [

Simply select what Active Index you want to use, then type what you want the system to seek for.
The most common one is usually the default (Purchase Order Number).

After you type in the Seek field, click OK and the browser will adjust to find matching records.
The Seek mechanismis clever as well, it will remember the last 50 seeks you did.

To change the Active Index, click the Combo-Box and choose from the available indexes.
The system will then re-sort based on the index you have chosen.
You can then seek on that index.

Once you have found the purchase order, you are ready to receive the goods on it.
Click the Receive Order button at the lower right of the window to begin the process.

| Becemwe Order E I

3.12.11.3.2 Receive Goods On Purchase Order

Receive Goods

From the Purchase Order window, click the "Receive Goods" button.
The following screen will then appear and will display the items that you have on order.

If you are happy that all the goods you are receiving are the same as that which you ordered, simply
click the OK/Receive button.
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'a Receive Goods On Purchase Order: 24587

Dutstanding Items On Purchase Order

(=1

Yendor Name: |ACI Glass Packaging

[ Flagan ][ Clearal |

Update replacenent costs fram
received purchasze orders

Update my backarder costs in
POS from Goods Received

Line Itern Mo Dezcription Gty Ordered Already In | Receive?| Receive Mow | Unit Cost | U/ | Ext Cost
1(100525 HS5Y Headlight Pratectars 10.0000 0.000a0 43.0000|Ea 490.00
2(100000 HS5Y wiheslz 18" 4.0000 0.000a0 4.0000 326.0000|Ea 1304.00

£ >

Ophons Docurmentation [nfomstion Summary '

Delivery Docket 12345
Invoice Murber: |5487554

Order Value: 1734.00| Sub Total: 1734.00
+Freight: GET: 179,40
Purchase Order Grand Total: 1973.40

You can also selectively receive individual lines.
For example, if you do not want to receive any of the line 2 item, simply clear the checkbox.

[t Cazt

Recerve?| Recerve Naow

45,0000

326.0000

You can also change the quantity and/or the unit cost of individual lines by clicking on the appropriate

column.

Below, you can see that whilst a quantity of 4 was originally ordered, we will only receive 2.

ity Ordered Already In | Receive?| Receive How | Unit Cost | L#M l
10,0000 0.0000 10,0000 49.0000]E a I
40000 0.0000 Q00 326.0000)E a I

]

As you make changes, the summary section at the bottom of the screen will automatically adjust the

totals to suit.

When you are happy, click the OK/Receive button to receive the goods into your stock.

Other options include the ability to store Delivery Docket and Invoice numbers - simply enter them

into the appropriate fields.

If there are any freight charges, enter these in the +Freight field. (This is exclusive of any tax/gst)
You can also tell the system to update replacement costs for the items you receive, as well as to get
the system to scan all Backordered items in your Point Of Sale module and update their costs to suit.

You can also choose to Flag All (Receive all items on the order) or to Clear All (Receive None).
The Clear All option is handy when you have an order with many items on it, but only want to receive
one ortwo of them. You can choose the Clear All button then simply check the one or two items you

want to receive.
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3.12.12 Item Pricing
3.12.12.1 Contract Prices

Contract Prices can be used in Control for you to give a conditional price for an item, for a set period
of time, to one or more of your customers.

The "Item Prices - Contract" window will allow you to set up these prices as required.
From the menu select File, Inventory (INV), Item Prices - Contract
Any existing prices will then appear. Should a price be past its expiry date, it will be highlighted in red.

€ Contract Prices r._| [’E £|
Details
Cuztormer: | &darns T awvern @
Ierm: | 171000 |St0re M Pour Container 1ltr Bar Keep
Price: 10,0000/ ‘alid from: |01/08/2004 | to |31/08/2004 |
Custh | Customer Mame Item Drezcription ~
140050 171000 Stare W Pour Container 1ltr Bar Feep =
140050(Adams T avemn 418043 wazhington Certified 425ml 48/Fk 1400152
140050 Adams T avern 415043 \Wazhington Certified 425ml 48/Fk 140152
TADBS0|Albert Tavem 407515 D Savoie Flute 170ml 43/Pk
TADBRD|slbert Tavem 412029 Pilzener Certified 285ml 24/Pk 140008
140650 Albert T avern 460515 Libbey Fiesta Grande 356ml 12/Pk
140650 | Albert Tavern 4E0530 Libbey Poco Grande |i 392ml 12/Pk
TADBR0|Albert Tavern BEFO20BEK. Straws Cocktail Black 5000/Ctn
140650 Albert Taverm BR7R05BE. Straws Flerible Black 500/Pkt Bpkt/Chn
140675 | Albion Hatel  -Parramatta 171000 Stare W Pour Container 1ltr Bar Feep
140675 |slbion Hotel  -Paramatta 171020 Store M Pour Container 2t
1A0E75|Albion Hatel  -Paramatta 178010 Teatowel: Catton Check 4547 0cm
TADETS|Albion Hotel  -Parmamatta 178020 Teatowels Linen/Cotton Glass
1A0675|Albion Hatel  -Parramatta 302032 Budget Fork Table 13%Chrarme ha
< ' >
Active Index: Custamer + Item Code 377243779

To edit existing information, simply double-click on the desired cell or press the edit key (F9)
To add a new entry, select the New icon and add the details.

€ Contract Pricing

Pricing Details

| | |.~'-‘-.dam$ T avern |

| ||Sture M Pour Container 1l B ar Feep |

Contract Price [Ex-Tax):

Valid me:| 140842004 v‘ Ta |31 J0B/2004 v

Comizzion R ate:

Reazon [Dptional]: |.~'1'-.greement with customer

Set Frice Cancel

Change the data as desired and when finished, click Set Price.
Any changes you have made will then be stored in the database.

Right Click Popup Menu
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When you right click on an entry in Control Professional, you can do the normal add, edit, delete type
of functions.

3.12.12.2 Special Prices

Special Prices can be used in Control for you to give a conditional price for an item, for a set period
of time.

The "ltem Prices - Specials" window will allow you to set up these prices as required.
From the menu select File, Inventory (INV), Item Prices - Specials
Any existing prices will then appear. Should a price be past its expiry date, it will be highlighted in red.

¥ Special Prices |-_| |E| |ﬁ|
Details
Itern: | 119005 |Di$h Chafing Complete With Plastic Handles S5/5teel
Price: 197.0000 Maote: Special prices highlighted red in the browser below

\alid from: |2E.r"| 072004 | o |3D!11!2DD4 have expired and should be reviewed and/or deleted.

113005

Vallrath Super Pan 1

Active Index: ltem Code 50/51 Save

To edit existing information, simply double-click on the desired cell or press the edit key (F9)
To add a new entry, select the New icon and add the details.

Change the data as desired and when finished, click Set Price.
Any changes you have made will then be stored in the database.

Right Click Popup Menu
When you right click on an entry in Control Professional, you can do the normal add, edit, delete type
of functions.

3.12.13 Stocktake
3.12.13.1 Stocktake Overview

Stocktake is a procedure many businesses do on a fairly regular basis.
It gives you the opportunity to both value your current stocks at a particular point in time and to verify
your current on-hand quantities.
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Ideally, the procedure should be done once a year but of course you may choose to run Stocktake
more or less often as required.

Essentially, Stocktake consists of the following steps...

1. Initialise Stocktake
2. Freeze On Hand Quantities

3. Enter Counts
4. Update Stocktake figures to Inventory
5. Flag Stocktake as complete.

You can optionally also view/browse counts that have been entered in the Browse Counts screen.
The following guidelines explain each stepin more detail.

3.12.13.2 Stocktake - Initialise

Initialising Stocktake tells Control that you are going to perform a physical count of your stock.

From the menu select File, Inventory (INV), Stocktake, Initialise Stocktake

Initialise Stocktake

“ Do wou really wank to Initialise Stockkake 7

This opkion clears any old stockkake infarmation
and prepares the system for new counts,

| ves V\’JS[ Mo

Until the process of Stocktake is complete, the system then knows not to adjust stock levels until they
have been verified and the Stocktake flagged as complete. This means that procedures like "Invoice
Update" will be prevented from accidentally running and changing stock levels on you.

Of course you may still enter orders, do invoicing, etc while in Stocktake mode - the system
automatically allows for this so normal business activity can occur.

The procedure of Initialisation also clears the system of any old frozen quantities as well as previous
stocktake counts and prepares it to receive new ones.

Initialisation only needs to be done once per stocktake - at the very start.

3.12.13.3Stocktake - Freeze On Hand Quantities

Freezing On Hand Quantities takes a snapshot of current stock levels and stores them in a file for
later use in comparisons.

From the menu select File, Inventory (INV), Stocktake, Freeze On-Hand Quantities.
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Freeze On Hand Figures

Information

Thiz option takes a snapzhot of your current quantities
on hand and stores thern for later uze.

Start 'Enter Counts' when Freeze completed.

Progress
Warehouze: All
[tern Mo:
On Hand:
Status: Ready to begin...
Frozen: 0

)
[ 1] N[ Cancel ]

It only needs to be done once per stocktake.
This allows for reconciliation of stock levels during and after counts are made.

For example: You count 15 Widgets on your shelf however the system (from the frozen figures) says
there should be 20. You investigate to find that the extra 5 have been put under the bench. Problem
solved.

There are other reasons why this feature is useful - espeically in a retail environment where pilferage
is a problem. Reconciling your stock from frozen figures will also indicate (and value) the quantity of
pilferage that you may/may not be experiencing.

3.12.13.4 Stocktake - Enter Counts

Entering Counts is the procedure where you actually confirm to the system how many of a stocked
line you have.

From the menu select File, Inventory (INV), Stocktake, Enter Counts
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#% [Enter Count] - ltem: 100000 - HSY Wheels 18"

Si General Infarmation ||"§ Motes % Images
Description: HSY Wheel: 18" |
Item Code: Wendar's Name:| CCE Intemational Py Ltd - 03 9315 2332 - |
Details Item Selling Prices [Inc-Tax)
Product Group: | 99 - Special - | UM: Code | UnitPrice | U/M| |~
: : ; 770.0000|Ea B
Wendaor's [ben: |:-;_l,.|z | Cartan Gl_l,l|‘| | Tax |'ID.DD v| 0050 EE0.0000 Ea
Internet Information _
4 b air Product Image:
Categony: |W’eb Category 1 - 'wCO1 w | Show On'wWebsite Current Stockholdings
Packaging wifH Or Hand Allocated Or Order Latest Cost | A~
) 300.0000 70,0000 24,0000 330.0000)  —
@ Bar Code Mo | 9326532020547 Carton W eight: 1900.0000 02 0.0000 0.0000 0.0000 320.0000 3
LA QAP 1.0000| Carton Wolure: 3.25467 < | > -
Itern Code Description Wendor's [tem Code Barcode U/ | Product Grow ~
+ 7100000 HEY b : wz 9326832020547 |Ea (99 B
100001 Campbell Chemical Code E33000 937337 Ea |0BA
100510 Alfoil &) Purpose 150mx30cm ‘W Dispenser CFAIG-150MED (9310048131705 |Ea |OVF
100511 Alfail &)l Purpose 150mx30cm W/ Dispenser 2 CFAIG-150MED (9310048131705 |(Ea |OVF
100820 Alfail &1l Purpose 150m:ddcm ' Dispenser CRA44180MED (9310048131750 (Ea |OVF -
< I >
Active [ndex: ltem Code Number 1413860
[ Sales Higtory ] [ YWw'ho Bought ] [ Alt Suppliers ] [ Ps0z ] [ Allocations ] [ Goods Rec'd ] [ Enter EounlI\L
1
A

Several users can enter counts from different pcs, easing the load for larger sites.

Additionally, this process uses the Inventory Browse window (with all lookups available), so should be
comfortable for most users as they will be familiar with the interface.

The first time you select an item to be counted, the system will ask you to confirm a warehouse. This
is so that you can later value your stock and get individual values for each warehouse if required.

Control will remember your choice and will not ask you again during the session. Choose the
appropriate warehouse from the list and then click "OK" to continue.

Select Warehouse

W arehouze Selection
Chooze a ‘Warehouze from the lizt below. ..

Warehouze; r.,.1.5,ir-.

To enter a count, first find the item in the browser and then simply click the "Enter Count" button. A
window will appear for you to type the quantity counted - or simpler still just press "Enter" on the
selected item. (Double-clicking an item also does the same thing).
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#* Enter Count

Count Details

[tern Code: 100000 %

Dreszcription: H5Y “Wheelz 18"

T hiz Quantity: 30.0000| Ea
Bin Mo: AZ0
Yendor ltem: HUZ Counted So Far: 2700000

[ E. r\“J [ Cancel ]

Counts from multiple locations are also catered for - you may have different quantities in different
locations (eg: 10 in Showroom and 30 in Warehouse bin A20). You can simply enter both counts and
they will be automatically added together by the system. Indeed, you can even see how many have
already been counted as it will be highlighted in yellow. This is handy as it helps avoid double
entering the same stock count if interrupted (like if the phone rings while an operator is entering
counts).

3.12.13.5Stocktake - Browse Counts

Browsing Counts is a window where you can see the progress of your stocktake.
It shows what has already been counted.

From the menu select File, Inventory (INV), Stocktake, Browse Counts

## Stocktake - Browse Counts g@@

Browsing Stocktake Counts Database

: Y'ou can edit Counts, Bin Locations or Yendor [tem

Item Details:| 100000 - HSY Wheels 18" Codes in this window, Eroneous counts may alsa
be deleted.
Wwh Item Code Description Count Um | Bin |‘%endor's ltem Code| User
+ |01 | 100000 320.0000|Ea Adm
01 |10000m Campbel Chemical Code 593000 54.0000(Ea Adm
o1 |100510 Alfail Al Purpoze 150mx30cm WD izpenser 78.0000(Ea Adm
o1 |1005820 Alfail Al Purpose 150mxddcm WD izpenser 42 0000(Ea Adm
o1 |1005825 HSY Headlight Protector: a7 .0000(Ea Adm
01 | 108560 Candle wWarmers/Tealight Shour 18/Pkt 51.0000 Pkt Adm
01 |152500BLE. Flatter Owal Plastic 54cm Blk 8.0000(Ea Adm
01 208523 Macq Imaga Plate Round 290y s 8.0000(Ea Adrin
01 205033 Simpaoh Coffee Pat Lid 770y s 12.0000(Ea Adrin
01 228020 A/Roc Carare Cup Tea 250ml 12.0000(Ea Adm
m 22831 A/Roc Carare Shaker Pepper 3 Hole 15.0000(Ea Adm
1 | 240355 Econ Longfine Teapat 2 Cup 12.0000(Ea Adm
01 | 247313 D /Son White Lace Plate 270mm Amorlite 12.0000(Ea Adm
01 |HO290 Carluceio Complete [talian Food Cookbook 10.0000(Ea Adm
01 |HO302 Tools For Cooks Cookbook, 12.0000(Ea Adm
01 |HO963 Provence Stockpot Bltr Morgarware 3.0000|Ea Adm
01 |H1402 Biowl Salad Black 270rmm Mbb Mbb 8.0000(Ea Adm
o1 |H1404 Phato Holder Star 360mm 5a6814s 12.0000(Ea Adm
o |29378 Brute Container CA Lid 76l White 20000|Ea Adm
Active [ndex: [tem Code and Warehouse 1413

The window that appears will show you what has already been entered as counted in the system.
You can seek for items (even by warehouse) by using the F5 key.
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Counts can be changed or deleted as required in this screen (but not added - use the Enter Counts
screen for that).
Additionally, you can also change any item's Bin location as well as their Vendor's Item codes.

3.12.13.6 Stocktake - Update Counts To Inventory

From the menu select File, Inventory (INV), Stocktake, Update Counts To Inventory

Update Counts To Inventory

Information

Thiz option updates your current on-hand stockholdings
with the counts entered during vour stocktake.

Feset Uncounted Stock, Tao Mil Cky

Progress
Warehouze: All
[termn Mo
On Hand:
pdated: 0
Status: Ready to begin...

]
[ OF. M [ Cancel ]

Updating counts tells the system to replace your current on-hand figures, with those you have actually
counted.
When complete, the inventory screens will show stock levels accordingly.

3.12.13.7 Stocktake - Flag Stocktake as Complete

Flagging Stocktake as Complete tells the system that you have completed the process and are
returing it to normal mode of operation.

From the menu select File, Inventory (INV), Stocktake, Flag Stocktake As Complete

End Stocktake [%|

Do wou really wank bo Flag Stocktake as Complete?

9
\.‘}/
This optian Flags skockkake as being complete
and seks the swskem back to normal operation.,

| ves N[ No |

All features previously held back from running (like Invoice Update) will be able to be performed
again.
This ends the Stocktake process.
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3.12.14 Tax / GST Codes

3.12.14.1 Editing Tax / GST Codes
When goods are purchased you may have to pay a certain amount of tax.
For instance ashtrays might attract a gst or tax rate of 10%.
The system has most tax codes already inserted but you are able to insert further codes if required.

From the menu select File, Inventory (INV), Master Files, Tax (GST) Codes

€. Tax Code: 10 [EIE E|

Detailz
Gzt/T ax Code:

Tax Rate % | 10.00

Taw Code| Rate
1] Q.00

k10 l%
Cloze

Active Index: Tax/Gzt Code 212

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new entry, select the New icon and add the details.

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Right Click Popup Menu

When you right click on an entry in Control Professional, you can do the normal add, edit, delete type
of functions.

3.12.15 Units Of Measure
3.12.15.1 Editing Units Of Measure

When selling lots of different items you may find it necessary to have different unit of measures. You
may wish to sell glassware by the dozen yet sell your straws by the 1000 or carton quantity. Your

system comes with a range of codes which may be useful to you but if required further codes can be
added.

From the menu select File, Inventory (INV), Master Files, Units Of Measure
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€. Unit of Measure: Ea E”E X|

Details
IInit of Meazure Code; @
U Deszcription: |Each

Cluantity: | 1 | :

LIk Dezcription Lluantity ~
kEa 1
Grs [Gross 144
Hd [One Hundred 100
K. One Thougzand 1000 _
Ko |Kilogram 1
Ltr  |Litre 1 w
Active Index: Unit of Meazure 7139

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new entry, select the New icon and add the details.

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Right Click Popup Menu
When you right click on an entry in Control Professional, you can do the normal add, edit, delete type
of functions.

3.12.16 Warehouses
3.12.16.1 Editing Warehouse Information

If your business operates from more then one location then it is necessary to set up a "Warehouse

Master Location".
By doing this you will be able to keep track of the stock at each location and run reports by

warehouse location.
Each location can also be set up so that sales are made from the particular site — ensuring accurate
stock holdings.

From the menu select File, Inventory (INV), Master Files, Warehouses
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€. Warehouse: 01 - Warehouse 01 E“E

Details
YW arehouze Code: |

Wharehouze Mame: | W arehouze 01
Address: | 123 Test St

&

City: | Campbelltowmn
State: [MSWS F'u:-stu:u:ude:|255l] |

Location: | W arehousze 01 |

Optional Prefi for Purchase Orders.

"W W arehousze Mame Lacatiaon
L4 Warehouze 01 W arehouze 071
02 W arehousze 02 h W' arehouze 02
Active |ndex: Warehousze Code 1/2

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new entry, select the New icon and add the details.

Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.

Right Click Popup Menu
When you right click on an entry in Control Professional, you can do the normal add, edit, delete type

of functions.

3.12.17 Web Categories
3.12.17.1Editing Web Categories

Web Categories are similar to Product Groups except that they only refer to your optional "Control
Driven" web site.

By defining web categories, product information that you upload to your site for sale can be organised
into these categories so that your clients can easilly see like products. This is in addition to product
grouplings.

The "Web Category Master" will allow you to set up different categories as required.
From the menu select File, Inventory (INV), Master Files, Web Categories
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€. Web Category: WCO1 - Web Category 1

Details
Categany:
D escription: |w'eh Category 1
Categaory D ezcription

LALTRI
WCo2 Web Categom 2
wWCO3 YWwheb Categom 3
WiC04 “Wieb Cateqgaory 4
W05 “Wieb Categaory 5
WICOE “Wieb Cateqory B

Active index: “Web Categony Code

Cloze

1/6

To edit existing information, simply click on the desired cell or press the edit key (F9)

To add a new entry, select the New icon and add the details.
Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.

Right Click Popup Menu
When you right click on an entry in Control Professional, you can do the normal add, edit, delete type

of functions.

3.12.18 Browsers

3.12.18.1 New Item Information

Whenever you add an iteminto Control Professional, a record is kept of what it was, who created the
entry and what time it was done.

This can be reviewed in the New ltem Information browser.

From the menu select File, Inventory (INV), Browsers, New Item Information
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(1‘* Mew Item Information - Code: 2140532

98

B[l=]

The database itself is used internally by Control to calculate sales figures for new items.
Even if the item is eventually deleted from the system, the original record will still be able to be seen

in this window.

3.12.18.2Goods Received

|tem Code Dezcnphion [rate Time | ‘who||
k214052 Afc Bistro Caszerale 190mm B320 06/12/1339|12:45:58 |EKE
214053 Al Bistro Cazserole 230mm B314 06/12/1933(12:47:31 |EFK
214054 Afc Bistro Cazzerole 254mm B315 06/A12/1999(12:49.39 |EKK
214055 Al Bistro Cazserole 270mm BI16 0621999125285 |EKK
214056 Ak Bistra Double Handle Soup 400l BE40 29/09/2000(15:04:38  |MIE.
214057 Afc Bistro Cup Eqg BBE2 0177999130233 |AdA
214058 Al Bistro Gravy Boat 100ml B23 21/05/1999(11:00:63 |KTD
214053 Afc Bistra Grawy Boat 300ml BE27 21/05/1933(11:01:22 |KTD
214060 Ak Bistro Jug 150ml BE18 21/05/1999(09:4316 |KTD
214081 Al Bistro Milk Jug 300ml BE19 21101998 (12:25:14  |AdA
214062 Al Bistro Shaker Salt BEET 15/04/1999(10:5327 |KHE
214063 Afc Bistro Shaker Pepper BOEE 15/04/1999(11:02.29 |KHE
214064 Al Bistro Bowl Sugar W /Lid 250ml BESE 21/05/1999(09:50:17 |KTD
214065 Afc Bistro Sugar Sachet Holder BAEE 15/04/1993|10:50:10 (KHE
214066 Afc Bistro Pat Tea 300ml [Single Serve] BE21 21/05/1999(09:53:20 |KTD

214067 Afc Bistro Pat Tea 600ml BE22 21/05/1999|09:5269 |KTD ||

Active Index: Item Code Mumber 1786/11334

Whenever you receive stock into Control Professional, a record is kept of what it was, how many

came in, whatit cost, etc.

The current month's received goods can be reviewed in the Goods Received browser.

From the menu select File, Inventory (INV), Browsers, Goods Received
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€ Browsing Current Goods Received g@[ﬁ|
Item Code Item Description wH Oty Rec'd | U/M Mew Cost L
100000 HEW Wheels 18" )| 4.0000|Ea 326.0000
10052 H5 Headlight Protectors o 10.0000]Ea 49,0000
< b
Active Index: Received Date 242

You can also perform lookups using the Seek (F5) feature.

For historical (more than current month's information), use the Goods Received History browser.

3.12.18.3Goods Received History

A record of all updated goods received can be reviewed in the Goods Received History browser.

From the menu select File, Inventory (INV), Browsers, Goods Received History

© 2009 Control Information Systems



General Operating 100

€ Browsing Goods Received History EIE £|

Item Code Item Description wH Oty Rec'd | U/M Mew Cost ~
10110 Fry Basket Round 250mm H/Duty Pg:123 o 1.0000|Ea 21.5000
k101110 et Round 150mm HADuty P 8.0000|Ea 12.8200
106212 Wine Bucket Table Stand For 7892 175mm Pg:96 k o 3.0000|Ea R.0000
114650 Cutting Board Paly Red 530325 X20mm Pg:213 )| 5.0000|Ea 17.0000
114670 Cutting Board Poly Grn 530=325 »20mm Pg:219 o 2.0000|Ea 17.0000
119521 Garlic Pravn Pot CAron 11060 Mm W Avood Base Pg:93 o 12.0000|Ea 6.5000
124120 Docket Book T/AAway $006 100pge Mumbered “with Claim Slips o 200.0000|E a 0.7400
124128 Docket Book Fest #007c 50 Page C/Less Duplicate o 100.0000|E a 1.1500
124152 Docket Book Fest #003c 25 Page Carbonlezs Triplicate o 200.0000|Ea 1.3200
127020 Filters Oil Frame 240121 0dia Pg:216 )| 20000|Ea 4.7500
133520 Griddle Brick Holder Pg:216 )| 0.0000)|Ea 14.5000
133520 Griddle Brick Holder Pg:216 0z 0.0000)|Ea 14.5000
154520 Reserve Sign Double Sided Raized Letters White On Black. m 12.0000|Ea 4.9500
163200 Sign Mo Smoking-Small 100445mm m 50,0000 Ea 25000
165218 Skirnmner Spiral 180mm *wfire Pg:156 m 1.0000|Ea 2.9000
165220 Skirnmer Spiral 200mn *wfire Pg:156 m 4.0000|Ea 3.0000
302194 Bogart Parfait Spoon 18,/ 5 s s m 1.0000| Doz 20.0000
411043 Conical Certified 425ml 48/Pk 140007 m -624.0000)|E a 0.E100

411043 Conical Certified 425ml 48/Pk 140007 04 G24.0000(Ea OE100] s

< b
Active Index: Rieceived Date 56/5334

You can also perform lookups using the Seek (F5) feature.

For current month's information, use the Goods Received browser.

3.12.18.41tem Code Number Changes
Whenever an Item Code Number is changed in Control Professional, a record is kept of what it was,
who changed the entry and what time it was done.
This can be reviewed in the Item Code Number Changes browser.

From the menu select File, Inventory (INV), Browsers, Iltem Code Number Changes
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€ Item Code Number Changes Information

Active Index: Item Description

Item D'ezcription From Tao Date Time | ‘who | |~
4 Corona Cup 'wh 300 ZERES 250404 29/12/1938)11:22:.46 |DwG
Corona Jug 250ml wh 315 ZEARS 250440 2912/1998(11:23:46 |DWG
Corona Plate 168mm w'h ZEART 250416 2912/1998(11:23:46 |DWGE
Corona Scrwh 301 ZEARE 250405 2912/1998(11:23:46 |DWGE
= fe Biatro Crockeny s 21310 214000 17A1/2000(21:2916 |CwWD
05406 Tk Canister Bltr 18/8 21492 A00650 01/06/1999(17:38:32 |KHE
08160 Set Plastic Table Mo Z0R47 175070 12/03/1997 [08:27:47 |MEL
1005w Camwear Plastic Cover Z006E 1304450 29/412/1938)11:22:46 |DwG
1218%w Carmmear Clear Storage Z0114a 191230 23111998 22:08:07 |EKE
1218ccw Carmwear Flat Clear Lid 20119 191231 23111998 22:08:07 |EKK
18/8 Sieve With 18/8 Mesh 21151 163049 30/05/2000(21:58:41 |CwWD
18571 Elegance Dessert Krife 20499 304042 29121998(11:23:46 |DWG
18572 Elegance Table Knife 20498 304080 29121998(11:23:46 |DWG
21112 Tk Mo 12 lce Cream Scoop 21491 134512 14/05/1999(17:25:06 |KTD
2ply Lunch Sery Party 111660 20306 764048 22/031996(13:31:27 |PRH
3Ehr Liquid Paraffin Fuel ZE302 108511 19/08/1992|02:40:25 |EKK | | ¥

The database itself is a handy tool to audit who and when changes were made.
Even if the original item is eventually deleted from the system, the changed records will still be able to

be seen in this window.

3.12.18.5Warehouse ltems

Control Professional stores a record of your inventory levels in a centralised database. As it is a
multiple warehouse system, it accounts for fluctuating stock levels and costs in each and every

warehouse you may want to set up.

All details can be viewed in the Warehouse Items browser.

From the menu select File, Inventory (INV), Browsers, Warehouse Items

€ Browsing Warehouse Items EI@ £|
wifH Item Code Item Description OnHand Allocated On Order Latest Cost ||~
LAl 100700 5 I o : m 0.0000 0.0000 0.0000 1.9000
m 100710 Tablzcloth Clip Set %4 Plastic Clath Clamp 0.0000 0.0000 0.0000 07500
)] 100712 Tablecloth Clip Set %4 5/5teel 18.0000 0.0000 0.0000 1.3500
m 100780 Baking Beanz Aluminium Tkg Matfer 0.0000 0.0000 0.0000 22,7900
n)] 101000 Basket Round \Wire 17%«60mm 5 /5 Teel Pg87 5.0000 0.0000 0.0000 9.2500
)] 101002 Basket Round ‘wire 245¢80mm 5 /5 Teel P87 1.0000 0.0000 0.0000 11.5000
m 101004 Basket Round \Wire 200x145mm 5/5teel Pg:87 39.0000 0.0000 0.0000 9.2500
] 101006 Basket Dval Wire 2754220m Steel Pg:87 0.0000 0.0000 0.0000 12,5000
)] 101007 Basket Fruit 230mm Chrome 0.0000 0.0000 0.0000 5.0000
)] 101008 Bazket Fruit 300mm Chrame 0.0000 0.0000 0.0000 10.5000
)] 101009 Baszket Fruit Find 240mm Chrame 0.0000 0.0000 0.0000 4.0000
m 0010 Basket Garlic Bread 360<140mm Plast. D W asher Safe Pg:92 1460000 0.0000 0.0000 2.0000
o omz Bazket Bread Oblong 230x165mm Plast.D . washer Safe Pg:92 0.0000 0.0000 0.0000 2.0000
01 101014 Bread Roll Tray 400x280:75mm Plast. Dishwasher Safe Pg:92 0.0000 0.0000 0.0000 4.0000
m 101023 Basket Bread Oval Cane 230mm Pg:92 1592.0000 0.0000 200.0000 0.4000
)] 101024 Basket Bread Oval Cane 250mm Pg:92 56,0000 0.0000 0.0000 0.5000
m 101025 Basket Bread Oval 230mm Plast. [Dizhwasher Safe) Pg:92 114.0000 0.0000 0.0000 1.2500
o 101030 Bazket Plastic Coated Rind 20cm “Dizcontinued By Supplisr 0.0000 0.0000 0.0000 0.9400
)] 101085 Basket Bread Round 200mm Cane Pg:92 363.0000 0.0000 0.0000 0.4000|
< >
Active Index: Wh + ltem Code 20459112

You can also perform lookups using the Seek (F5) feature.
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3.12.19 Plugins
3.12.19.1 Tomkin

3.12.19.1.1 Tomkin Items

A special ability of Control Professional is it's ability to work with data from your suppliers.
One example is the Tomkin Items database, which, if you are a distributor of Tomkin products you
will certainly find invaluable.

It provides you with a way to easilly import update files supplied to you by Tomkin directly into your
system, including new item information, the updating of costs, selling prices, and so on. Furthermore,

should you hold stocks of any item, it can optionally update your replacement costs (used when
purchasing) as well.

Once you have imported the Tomkin supplied file into Control Professional, you then have access to
all the information on their product lines.

There is no need to re-import either until the next time you receive an update disk.

From the menu select File, Inventory (INV), Plugins, Tomkin Items
Alternatively, you can use the shortcut: Ctrl+Shift+T.
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1LY Item: 01055 - TEASPOON-S/S,  AUSTWIND M=
ﬂi General Information ||E‘—) Maotes

TK Description: | TEASPOON-S/5, AUSTWIND |
Item Code: | |

Costing and Packaging Information
Pack Qty: L/ Page No: ‘Your Code: | 302032
Part Pack: Full Pack: Taw/Gst 2|10.00

Pricing

Your Sell Price [Ex-Gst]: Your Sell Price [Inc-Gst]:

[tern Code Description Price [Ex] | UM | |~
n07as DECORATING TUBE SET-52pe h2 B0(SET =
01051 COFFEE SPOOM-5/5,  AUSTWIMD 1.85|D0Z
01052 DESSERT FORK-S/S,  AUSTWIND AE0(DOZ
01053 DESSERT SPOOM-5/5, AUSTWIND AE0|DOZ
01054 SOUP SPOOM-5/5, AUSTWIND AB0(DOZ

¥ |01 055 200{0oz
01058 CAKE FORE-5/5, AUSTWIND 240|002
01059 TABLE SPOOM-5/5, AUSTWIND 480|002
01080 TABLE FORE-SAS,  AUSTWIMD 480|002
010&81 S0DA SPOOM-5/5, AUSTWIND JB0(DOZ
01062 OvSTER FORE-5/5,  AUSTWIND 240|002
01063 FRUIT FORK-5/5,  AUSTWIND 240|002
01071 DESSERT EMIFE-S/5, AUSTWIMD BADIDDZ | ¥
< | >
Active Index: Item Code Mumber R/BEEIZ

The normal navigation keys are all active as are the comprehensive seek (F5) and Supafind (F10)
features.

To edit existing information, simply click on the desired cell or press the edit key (F9)
Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.

If you do not see any item information, you will probably just need to obtain the latest Tomkin file and
then Prepare, then Import.
The normal sequence of events are: Prepare, Import, Set Prices.

Right Click Popup Menu

When you right click on an entry in Control Professional, you can do the normal add, edit, delete type
of functions.

3.12.19.1.2 Prepare/Convert Tomkin Catalog File

Whenever you receive a new file from Tomkin, you will need to convert/prepare it for importation into
your system.
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You putit this process to organise the data into a format that Control can use.

From the menu select File, Inventory (INV), Plugins, Convert Tomkin Catalog File

Prepare Tomkin Catalog File for Importing

Spztem Maintenance

Thiz option allows vou to update vour Tomkin databasze with the latest
infarmation an all af ther available tems.

To ztart, simply enter the zource file name in the file bo prepare’ field
below and then click the OF, button to proceed.

Typizally, this file iz called 'Tomkin cat’. ou can click the browse
buttar to find it if required.

File to prepare: |E:Hh-1_l,lDncuments'\TDMKlN.Eﬁ.T | [ Browse ]

Fun the Tomkin Impaort Program when finizhed.

Syztem Status: Ready

The supplied file is usually called "Tomkin.cat". You can click on the "Browse" button to locate it on
your computer.

The "Run the Tomkin Import Program when finished" option is automatically selected to be rum after
the conversion has been completed.

When you are ready to begin, click OK.

3.12.19.1.3 Import Converted Tomkin Catalog File
Importing a converted catalog file updates your system with the latest items and their costs.

From the menu select File, Inventory (INV), Plugins, Import Converted Tomkin Catalog File
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Import Hew Tomkin Item Price File

System Maintenance

Thiz option will update vour Tomkin databasze with the latest information
an all af their available items.

[tems will be imparted from the source file inta your Tomkin database.

Source file: | C:AContralProsDoatah T omcat. dbf | [ Browse

Fun the Tomkin [tem Pricing program when finished.

Options
IJpdate replacement costs for itemz found in my insentony

Sustem Status: Ready

Records: Mane Vet

Progress: ] [ Cancal 2

The source file is always called "Tomcat.dbf" and can usually be located in your data folder. If it is
already there you don't need to browse for the file.

The "Run the Tomkin Item Pricing program when finished" option is automatically selected to be rum
after the importation has been completed.

You can also tell the system to locate and update your stock Tomkin item's replacement costs (quite

handy).

When you are ready to begin, click OK.

3.12.19.1.4 Set Tomkin Item Selling Prices

After any importation of Tomkin data, the following program should be run to ensure your sell prices
are at your desired margins.

From the menu select File, Inventory (INV), Plugins, Set Tomkin Sell Prices

© 2009 Control Information Systems



General Operating 106

€ Set Tomkin Selling Prices E'

Thiz program will zet your zeling prices by adding the percentage
to the costs. Click the amow buttons to change the value. -.[K
The example below indizates the change that will occur,

‘When pou are ready to proceed, click the 0K button.
Mark Up

Margin = Round to nearest S

Example: $1.00 becomes -» 1.60

Coszting Method
Chooze either Full Pack or {#) Full Pack
Part Pack as the baziz for k
zetting your zell prices from. (O Part Pack

System Statuz: Feady to proceed...

Simply confirm what margin you require, whether to round or not, your buy rate, then click OK.
On completion, you can then jump straight into Browsing Tomkin Items and all your information will
have been updated.

3.12.19.1.5 Raise Tomkin Selling Prices

Should you ever need to raise Tomkin Prices, this utility provides a quick and painless way to do so.
From the menu select File, Inventory (INV), Plugins, Raise Tomkin Sell Prices

T Raise Tomkin selling Prices |g|

Thiz program will increaze vour exigting zeling prices
by the given percentage. Click the arow buttons to

change the walue.
The example below indizates the change that will occur,
When pau are ready to proceed, click the OF. buttan,
GroupBos

Increase by % -
Example: $1.00 becomez -> 1.05 k

Systemn Status: Ready to proceed...

Simply select the increase % amount on existing prices, then click OK.

3.12.19.1.6 Tomkin Update Information

This window stores your default settings that are used during the convert/import/price processes.
You will need to set this up so that the system can work at it's optimum.

From the menu select File, Inventory (INV), Plugins, Tomkin Pricing Information
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C: Tomkin Update Information E|E”E|

Detailz af wour Tamkin databaze are az follows:
General

Tomkin Yendor Code: T200
File Last Updated Or: 14/08/2004 »

Buy / Sell Rates

Default % Markup on cogt price: :

Costing Method

Choose either Full Pack or {#) Full Pack
Fart Pack az the basiz for
zetting vour zell prices from. ) Part Pack

[ Save [ Cloze ]

The Tomkin Vendor Code is the code that you have setup in Vendors for Tomkin.

File Last Updated On is just that - The date is the date that the file was last updated.

Your Default Margin can also be entered - it will be called on whenever you set selling prices.
The Costing Method represents the costing/buying rate that you currently are on with Tomkin.

3.13 Memberships
3.13.1 Districts
3.13.1.1 Districts Overview

Districts are pretty much the top level of the tree.
Members belong to Clubs, who in turn belong to these Districts.

From the system menu select File, Districts..
Alternatively, you can click the Districts icon on the toolbar or use the shortcut: Ctrl+Shift+D.

Use the Add, Edit or Delete functions to perform the desired actions.
Generally though, only the Multiple District office ever need change these.
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VR

tL3 District: C2 - Lions Clubs International District 201 C2 |Z||E

Detailz

Dhigtrict Code: |dentity: | 4365

Mame: |Lions Clubs International District 201 C2
Address: [PD Box 2215 | |

City: |BERRI State: |54 | [Postcode | 5343 |
Cauntry: | Australia v
Code | [dent Diiztrict M ame Addrl ~
C1 4365 |Lions Clubs International District 201 C1 PO Bow 222
L (el e s | oz Clubs International District 2 " PO Box 2216
LEO Leo Clubs
LiO LIOMESS CLUBS B
M1 4326 |Lions Clubs Interational Digtrict 2001 M1 PO Box 17
M2 [4328|Lions Clubs International District 2001 M2 PO Box 3170
M3 4329 (Lions Clubs International Digtrict 201 M3 ¥ Hargraves Street
M4 [4330|Lions Clubs International District 2001 M4 PO Box 1218
M5 (4332 |Lions Clubs International District 2001 M5 PO Bowx 6260
IE'I 43351 inns Clihs Internatinnal Diztict 207 11 P R 73 5 b
Active Indew: District Code 2/22

The appropriate District appears in the Clubs browser whenever a club is highlighted.
Certain reports also use the District to group details and perform calculations.

Be careful when modifying District information as it must be synchronised with the Multiple District
office.

3.13.1.2 Editing District Information

To edit information, simply click on the desired cell or press the edit key (F9)

Details
Diiztrict Code: _| |dentity: | 4366
WEWEE jonz Clubs International District 201 C2 I
Address: [P0 Box 2216 g | |
City: | BERRI State: (54 | [Posteode | (5343 |
Country: | &ustralia W

Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.

3.13.1.3 Changing District Code Numbers

District Code Numbers are one of many special keys linking Districts with Clubs.

Normally, you need not change them, but if you must, the system will permit you to do so by using the
special Utilities submenu option.

Note that you must have the appropriate right (in users module) as well as having the system
configured for Multiple District mode.
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On the District that you want the code number to change, press the right mouse button.
A popup menu will show, click on the "Utilities" option, you should then select "Change Code
Number"

The following screen will appear.

C¥: District Code Number Change Window

Detalls _ —
@ Thiz utility will enable you ta change a District Code Mumber from one

X
value b another.

It will alzo zcan through the Clubs database for any clubs that have
the zame old diztrict number that pou are changing and update their
infarmation accordingly.

Diztrict Information
Digtict Mame: Lionz Clubs International Distnct 201 C2
Code Mumber: C2

Code Information
Mew District Code; |65 k
Progress

File Mame: All filez
Status: Feady to begin...
Changed: 0

Current File: [ ]
Cverall [ ]

[ ] ] [ Cancel ]

Type a new unique district code number in the field highlighted, then click OK.

(The system will perform checks to make sure that you don't pick one that is already in use and warn
you if that is the case)

When you are happy with the new code number, click on the OK button.

The Lions Den will then change the District's code number and then also scan through the Clubs
database changing any clubs that were assigned the old number. All clubs with the old number will be
changed to the new one to reflect the change. (Any open windows will also be updated automatically).
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3.13.2 Clubs
3.13.2.1 Clubs Overview

Clubs can be added or edited at any time.
You can also assign Regions and Zones to a Club (good for reporting purposes).

From the system menu select Memberships, Clubs..
Alternatively, you can click the Clubs icon on the toolbar or use the shortcut: Ctrl+Shift+L.

Use the Add, Edit or Delete functions to perform the desired actions on the highlighted Club.
The Clubs window has 2 Tab pages - General Information & Miscellaneous.

s Club: * Aunties & Uncles Lions Club of Queensland)Inc - [Number: $00004]

4% General Information Htﬁ Mizcellaneaus

Club Name: | * Aunties & Unclez Lions Club of Queensland Inc | Drighrict: | Lionz Clubs Intermational Distict 201 03+ | Club: | |
T Office Bearers
Mail Address: 5 Gale Street
President: | Lion David Moss-Green Statistics
City: [SCAREOROUGH Secretary: L?Dn Carole Mosz-Eennett Memhelship
State: | QLD v| [ Fostends ]|4I320 | Treazurer: | Lion wonne Potts Starting:
Country | Australia vl Extra Information bl !
Drops: 0

Contact Information Charter D ate: Chartey I:I Current: 29
Contact: |Lion Carole B Moss-Bennett Club Type: |Lions ' Last Feport Rec'd

Phone: | 07 3580 0292 | Fax:|D? 3880 0192 Spongor Club: | Golden Valley Kepena |
[ E-mnail ] mosshennett@bigpond. com Region: |04 | Zone |09 [ Inactive Wodified Qe

v
| Membership as at 31 March: | 32 3 I:I%

Club Mame Club Mo | Digtrict Contact Mailing Address 1 L
00006 03 Lion Carole B Moss-Bennett A Gale Street =
* Bayzide Buzsines: Inc 077923 WE Andre Bierenbroodspot PO Bow 233
* Blackbutt/Benarkin 300012 4 John Anthony Atking 92 Simpsons Road
* Bothwell and Districts 33764 m lan whittaker 56 Patrick Street
* Brizhane [talian 00002 [nh| Meagan Meqri 27 Drpheus Street
* Canhada Bay 00013 MN& Bill Hamiltot 132 Edenhalme Road bt
< | >
Aotive Indew: Club Mame 158641600
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3 Club: * Aunties & Uncles Lions Club of Queensland)Inc - [Number: %00004]
| i Generallnformation| iy Miscellaneous |
Meeting Times and Locations Motes / Comments
Club Mame Club Mo | Digtrict Contact Mailing Address 1 *~
N000E Q3 Lion Carole R Mogsz-Bennett 5 Gale Street »
* Bayzide Buzsines: Inc 077923 WE Andre Bierenbroodspot PO Bow 233
* Blackbutt/Benarkin 300012 4 John Anthony Atking 92 Simpsons Road
* Bothwell and Districts 937ER4 T1 lan “whittaker 56 Patrick Street
* Brizhane [talian 00002 [nh| Meagan Meqri 27 Drpheus Street
* Canhada Bay 00013 MN& Bill Hamiltot 132 Edenhalme Road bt
£ 3
Aotive Indew: Club Mame 158641600
Browser Colour Information.
Inactive clubs will be highlighted in Red
3.13.2.2 Editing Club Information
| 'ﬂg General Information ﬂﬁ Mizcellaneous I
The Clubs window consists of 2 Tab pages: General Information and Miscellaneous.
To edit information, simply click on the desired cell or press the edit key (F9)
Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.
General Information Tab
This tab displays the more commonly used fields for clubs and are described below.
Club Name: | * Aunties & Uncles Lions Club of Queensland Inc | District: | Lioks Clubs International Distict 201 33 vl Cluby: | |I

Club Name: This the Name of the actual Club itself.
District: The District that this club belongs to.
Club: The Club Number as allocated to the club from Lions.
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Mail Address: |5 Gale Street

City: | SCARBOROUGH
State: QLD | [Postcode ] [4020 |

Country |ﬁustralia od |

Mail Address: Enter this club's mailing address. There are 2 fields available here if required.

City: The City or Suburb of the mail address

State: Select a state from the drop-down list. It can be left blank if necessary (for some
overseas addresses) or alternatively, you can put an abbreviated state in.

Postcode: You can click the postcode button to do a lookup on the city/suburb if you want. It will

present you with a screen of matches from where you may make a selection. If you know what the
postcode is though, you need not click the button but rather just type in in the field adjacent.
Country: Select the club's Country from the list.

Contact Information

ontact |Lion Carole B Mozs-Bennett
Phone: |07 3380 0292 | Fam: |I:I? 33800192

[ E -rnail ] mozzbennetti@bigpond. com

Contact: This club's main person for communication.

Phone: The normal telephone number for the club.

Fax: If available, this club's fax number.

Email: You can enter an email address here. Then, whenever you wantto send them an
email, you only need to click the E-mail button and the system will address the email automatically for
you.

Web: If this club has a presence on the World Wide Web, you can enter their address

here. You can then go directly to their web site by clicking on the Web button.

Office Bearers
Pr&dent: Lion David Mozz-Green

Secretay: | Lion Carole Mozs-Bennett

Treasurer: | Lion Ywonne Paotts

The Lion's Den provides fields for storing the names of Club Office Bearers. Simply enter them as
appropriate.
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3.13.2.3

Extra Information

EhJ%‘ErDate: ] % | Charter #
Club Type: | Liohz W
Sponzor Club: | Golden Valley Keperra
Region: |04 » | Zone |09 w [ Inactive
kemberzhip az at 31 karch; | 32

w

You can also set extra information...

Charter Date: The actual Charter Date of this club.

Club Type: Select the Club Type from the drop-down box
Sponsor Club: Enter the Sponsor Club if applicable

Region: The Region that this club belongs to.

Zone: The Zone that this club belongs to.

Membership: The number of members in the club as of the 31st March.
Inactive: If this club is inactive.

Miscellaneous Information Tab

This tab provides an area to store details of club meetings and any other notes you may wish to
make.

Meeting Times and Locations Motes / Comments

After any changes have been made, ensure that you click the "Save" button.

Right Click Popup Menu

When you right click on a club in the Control Professional, you can do the normal add, edit, delete
type of functions.
In addition, there is also a special Utilities area that allows you to Change Club Code Numbers, etc.

Changing Club Code Numbers

Club Code Numbers are one of many special keys linking Clubs with Members.

Normally, you need not change them, but if you must, the system will permit you to do so by using the
special Utilities submenu option.

On the Club that you want the code number to change, press the right mouse button.

A popup menu will show, click on the "Utilities" option, you should then select "Change Code
Number"
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The following screen will appear.

(% Club Code Number Change Window

Detaillz .~
% Thiz utility will enable yau ta change a Club Code Mumber fram one

value bo another.

It will alen zoan through the Members database for any members that
have the zame old club number that pou are changing and update
their information accaordingly.

Club Information
Mame aof Club: * Aunties & Uncles Lions Club of Queensland [ne
Code Mumber: 900008

Code Information
Mew Code:

X

Progress

File Mame: Al files
Statuz: Feady to begin...
Changed: O

Current File: [ ]
Overall: [ ]

[ ak. | [ Cancel ]

Type a new unique club code number in the field highlighted, then click OK.
(The system will perform checks to make sure that you don't pick one that is already in use and warn
you if that is the case)

When you are happy with the new code number, click on the OK button.
The system will then change the Club's code number and then also scan through the Members
database changing any members that were assigned the old number. All members with the old

number will be changed to the new one to reflect the change. (Any open windows will also be updated
automatically).

3.13.3 Members
3.13.3.1 Members Overview

Members can be added or edited at any time.
You can assign a Club to a Member as well as several other items as shown below.

From the system menu select File, Memberships, Members.
Alternatively, you can click the Members icon on the toolbar or use the shortcut: Ctrl+Shift+M.
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<5 Member; Adams, Fred [Edit Mode On]

:i General Information |EL” Miscellaneousl

=13

Name and Address Details

Membership Details

|Mr v | Adams| . Club Mame: | Bannockburm & District Inc hd | tember # I:I
Firzt Mames: | Fred "y || Joined On; [ L3 | Statuz;
Gender (%) Male () Female b ember For | Resigned On:
Mail Address: | 300 Fyrney R oad Publication Distribution Other
Send Publications to thiz member OB:
City: 'warrers Bay Magazine Copies: Partner / Hushand / \wife:
State: (VIC || [Postoods ) [3331 | Delivery Method: [Jane |
B 4 staliz Extra Information LCI Code:
Home: |2975 8475 Mob: [0412 554444 Dosupation: | Manager || Coniol Code:
Work: | 9574 5687 Faw: [ E-mail | |fred@adams.com.au | Last Modified On: I:I

:M

[

Active Index: Member Last Name

|

g5/345980 |

[

=)
Unda

Save ,] [

In the above screen, you see the Members window open and the General Tab selected.
This is the main screen where much of your day-to-day information on a member is stored.

You can use the up, down, left, right, arrow keys to browser through the data. You will see that as you
do, all the information in the fields change according to what member you have highlighted in the

browser on the bottom of the screen.
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Member's Photo Motes / Comments

Spongor:
Former Club:

Member Mare LC| Code Old # Club Marne IMailin 25|
403607 | 043208001 Bannockbum & District Inc 80 Kely Foad =
Adarnz, Milda Yictaria 1827711|083922002 | Adelaide west 44 Glenburnie T

Adams, Nancy 837335| 022444371 Warmers Bay Inc 2 Burng Strest

Adams, Marelle F B5670({059536987  [Gorokan-Kanwal lnc 47 Richardson F

Adarnz, Meville Maxwel 531288| 022403002 |Gunnedah Inc 55 Lincaln Stree

| |Adams, Noel 289373| 022378386 |Sorell Inc 365 Pawleena Fis|
"] &

Active Index: Member Last Name 9534980 [ Save | [ Unda J

Use the Add, Edit or Delete functions to perform the desired actions on the highlighted Member.
Not only can Control Professional store data - but also images of members as seen above.

3.13.3.2 Editing Membership Information

[ ﬂ, General Infarmation ﬁ'[& Mizcellaneous |

The Members window consists of 2 Tab pages: General Information and Miscellaneous.

To edit information, simply click on the desired cell or press the edit key (F9)
Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.

General Information Tab
This tab displays the more commonly used fields for clubs and are described below.
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Mame and Address Details

kdr v| Adams
Firzt Marmes: | Fred ”
Gender: (%) Male () Female

M ail Address: | 2300 Fyrney Road

City: ['wfarmers Bap

State: |WIC — w 4341

Country | Australia w
Home: | 2975 8475 Mob: | 0412 5R4444
“Work:  [9874 6RET Fam:

As above, the member's name and postal address information is displayed.
You can enter the appropriate information in the fields provided.

Membership Details...

Membership Details

Club Mame: | Eannockburn & District [ne v | tember & |:|
Jained O [[] “ | Statuz
Member Far: Resigrned Or: ||:| w |

You should select the Club Name that the member belongs to from the drop down list box.
You may also allocate a member code number.

Additionally, you can select a joining date for the member.

If a member resigns, you can also select the date that is applicable.

Publication Distribution

Publication Distribution
Send Publications to thiz member

bagazine Copies: | 1 2

w

Delivery Method:

The publication distribution area is where you can select if you want this member to receive

publications, how many copies, and also the delivery method or how the publications are to be sent to
them.

Extra Information

Dccupation: | b anager

[ E -rnail ] |fred@adams.cnm.au

In the Extra Information area, you can enter their occupation (if known) as well as the member's email
address.

If an email address is entered, you can simply at the click of the email button, send them an email.
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Other

YOB:

Partrer / Husband / "wife:

|Jane |
LCl Code; 4036M
Contral Code: gz

=
Last Modified On:

The "Other" area allows you to store additional information regarding the member's year of birth and
the member's partner's information.
Simply enter the details as appropriate.

You will also note that there is also a record of when the information was last modified.

Miscellaneous Tab
This tab provides an area to store photos of members and any other notes you may wish to make.

Member's Photo Motes / Comments

Sponzor:

Farmer Club:

To add a photo, simply double click on the "Photo" area and navigate to the image you want to use.
Any notes/comments you may want to make for a member can also be added in the Notes area.

After any changes have been made, ensure that you click the "Save" button.

3.14 POS - Point Of Sale
3.14.1 Point Of Sale Overview

Point Of Sale (or POS) is where you enter Sales Orders, Invoices or Credit Notes.

From the system menu select File, Point Of Sale (POS), Sales Orders / Invoicing.
Alternatively, you can click the POS icon on the toolbar or use the shortcut: Ctrl+Shift+P.

The very first time you open the POS screen, it will be empty as there will not be any orders in the
system yet.
Itis easy to add them though and will be explained later.
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The POS window consists of a main window holding 2 tabs - General Information & Iltems On This
Order.

| Iﬂ, General Infarmation

E{f} Itemnz On This Order ||

The General Information tab is used to display the seperate "headers" of current orders in the
system.

Essentially, these headers contain things like who the order is for, address information, current order
status, etc.

Each order header has it's own unique Sales Order number which is allocated to it when it is first
created.

These is also a browse area in the lower portion, that makes it easy to move between the different
orders in your system by either clicking on them or by using the arrow keys on your keyboard.

The Items On This Order tab is where the details of the order can be found. These details can be the

products and/or services that the customer has ordered from you. Each item can be seperately priced
and the total of all items calculated.

Again, there is another browser on this tab - but this one is for the items on the order. As you click on
an item, the appropriate quantities, pricing, etc is displayed in the fields on the main form. To add,
edit or delete products or services, simply click the required button.

Note that you cannot directly enter things into the blank fields. It would actually be quite tedious if you
could - (and would potentially lead to typographical errors and inconsistency). A better way is
implemented - and one that validates the entries for you.

The system makes it easy to both get an invoice / sales order out, and to ensure that the information
contained is correct.

uf Sales Order: 192631 - AMP Asset Management - 140102 |- |E

ﬂﬂ General Infarmation

i‘f) Iterns On Thiz Order

Customer Mame: AMP Aszet Management
Sales Cantact: |NORM FOSTER Order Status: New Order [N])
Account Information Ship To Address Order Summary
Address: | Locked Bay 50 tame: 'Waringah Mall Ctr Management
Fiopal Exchange Address: | Lewel 1. Crr Condarnine St Sub Total: 636.36
City: | Spdrey % 0Id Pittwater Road Frzight 0.00
State: |MSWwW Postcode: | 2000 | City: | Brookvale Total Ex-Gst: B36.36
Country | Australia | state|Nsw 2100 | Gist: E3E4
Contact Information Salesperzon Rounding: 0.00
Phone: |02 9257 2802 Fa: |D2 9257 2780 | T ame: |Brian Guinn
| = Total: [ 700,00,
b obile: Comrmission 2 nan o
Order Mo Customer Mame Date Cuszt F/0 Statuz | W/H | Grand Total ~
k| 192631 FAEIE t b anagement 17./09/2007 | dsfgdagadaf h m 7oo.aaf
192644 | Albert Tavemn 17/08/20M i I} 110.70[1
Cazh Salex 2B10/2003 | asfsfd R m F361.6001
b
< | >
Active Index: Sales Order Number 1410 Ivaicing Date: 23/04/2004

Right Click Popup Menu
When you right click on a sales order in Control Professional, you can do the normal add, edit, delete
type of functions.
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In addition, there are also losts of extra features available.

| |2| &dd Mew Sales Order o CErl+M
_ﬁ’ Edit Sales Crder Header Inlkéci:matil:un Fa
Add Tkems To Sales Order

Enter Pavrnent
Delete Entire Order Chrl+D

Seek, F5

m e =

Edit Cuskomer Master File

Select Ship To Address

b

Release Crder For Invoicing Fa

hange Status F3
Prink r

o Top

44 pH

20 Batkam
Ikilities r

Zancel

3.14.2 Creating a New Sales Order

Creating a New Sales Order / Invoice or Credit Note

The creation of a new order, invoice or credit note involves just a few steps.
1. Select the Customer.
2. Complete Order Header information.
3. Add Items To The Order.
4. Confirm Quantities and Pricing.
5. Finish and Print it!

3.14.3 New Sales Order - Step 1

From the system menu select File, Point Of Sale (POS), Sales Orders / Invoicing.
Alternatively, you can click the POS icon on the toolbar or use the shortcut: Ctrl+Shift+P.

1. Selecting a Customer

]

To start a new order and select a customer, click the "New" icon on the toolbar.

This will open up a "Select Customer" window containing the current customers you have defined in
your system.

Here, you can also confirm the entry date, type of order and the warehouse that the stock (if
applicable) will come from.

If all are correct, you need only locate the customer.
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TN Select Customer From List

Mew Order Information
Entry D ate: Order Type: W arehouze:

| 9/11/2003 v | | Billing (Invoice] v | |warehouse 01 [01) "

Customer SupaFind

Find: | v |

Type any part of a cuztomer's name into the above figld then click *Search’ ta find them.

Aocount Customer Mame Attn Accounts
140000 Cazh Sales Account k Cash Cusgtarmer
150750 Sample Customer Pty Ltd Jakin Smith
<

[ Ok ] [ Cancel

Highlight the customer for this new order and double-click on them, alternatively you can click the ok
button.

A new order will then be commenced.

If any messages are attached to the customer, they will automatically appear in their own popup
screen before you add any items.

Important Information

Pleaze naote the following:

Customer's Feguest;

b ake sure you enter thiz customer's purchasze order Aumber on all
orders, invoices o credit notes.
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3.14.4 New Sales Order - Step 2

2. Complete Order Header Information.

Once a customer has been selected for the new order, you are presented with an Order Header
Information screen.

Itis here that you can enter things like the Customer's order number, the date they require it to be
delivered by, any line discount you wishto offer them, the drop shipment status, any additional freight
charges, the salesperson to be credited for the sale, and if any commission is involved. You can also
make any general comments relating to the sale in the space provided.

«f Editing Sales Order Header Information

Customer: Cash Sales Account E

Statuz: MHew Order [M]

Order Information

Customer Order # 12345 Date Required: | 941142003
Line Discount:| 0.00|%  [] Drop Shipment Freight (Ex GST) 0.00
Salesperson: | Default 5 alesperson w | Cornmizziorn: 0.00) %
Comrnents

[ EIK%][ Cancel ]
Customer Order #:

This is where you enter your customer's purchase order number (if they provide one).

Date Required:
If delivery is required on a certain date, you can enter that date here.

Line Discount:
This is a discount rate that you may wish to use. The default rate is the one that is stored to the
selected customer in the customer master file. In most cases it will be zero. However, should it be
(or if you enter) a percentage figure, that percentage will then be used to calculate a discount
amount for all items that you select for this customer, on this order.

Drop Shipment:
This refers to the occasion where the goods that you are invoicing are never actually received into
your stock. It is only used in rare circumstances or if you are creating a credit note and the goods
are never returned to go back into stock (say like if a drum of liquid is dropped and broken). If
checked, the system will not increment or decrement your stock figures in inventory for the items.
Normally, you should leave this option unchecked.

Freight:
This is where you can enter additional freight charges (ex-gst) if applicable.

Salesperson:
The salesperson who will get the credit for the sale. The default value is the one that is stored
against the customer in the master file but can be over-ridden here if necessary.

Commission:
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A percentage figure of the total invoice value (ex-gst) that the selected salesperson will be credited
with.

Comments:
An area where you can add any comments relating to this order.

Once you are happy with the entries, click the ok button.
A window will then appear confirming the order's creation and will ask if you would like to add items.

Mew Entry Created

\I:';) Billing (Irvvaice) 5 has been created,

Do ol wank ko add iterns now?

[ L5 v\ﬁ‘ [ Mo

By selecting "Yes", you will be taken to the Add Items To Order screen.

3.14.5 New Sales Order - Step 3
3. Add ltems To The Order.

Once the order header has been completed for the new order, you are presented with an Add Items

To Order screen.
Itis here that you can select the items that you are going to sell to your customer.

N Add ltems To Orden

Find: | v
Type what you want to find into the above field,
|tem Code Item D escription Lizt Price Yendor ltem | Wendor | Produ
1000004 Holden H5 WTIl B8 Sedan 5.7 Lire 6 Speed Manual 5.00(123456 C00 |02
| 200000 5.00(654987 C00 |03
< E
[ Select [tem ] [ Close ]

Locate the item that you want to add, then either double-click on it, or click the "Select Item" button to
add it to the order.

Options:
The "Find" box will assist you to quickly locate items. You can type in any part of a description and

then when you click on "Search", a list of matches will appear.
The "ltems Bought" button will show you a list of items that this customer has purchased from you
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before. This is really handy - especially when they say to you - "send the ones we got from you
before".
The "Select Item" button, will do just that - select the highlighted item and add it to the order.

"Close" will close this window without adding any more items.
3.14.6 New Sales Order - Step 4

4. Confirm Quantities & Pricing.

After you select an item, you are presented with an add item Quantities & Pricing screen.
Itis here that you can confirm the item quantities and pricing for the item that you are going to sell to
your customer.

£% Add Item For: Cash Sales Account E|
[tern Code: |
Description: |
Quantitiez and Pricing Item Motes
E Oty Ordered: Ea
Gty Shipped: 1.0000
Backordered: [0.0000

[drit Sell Price: B.0000 Ex GST More Nates | Uit Cost 20000
Discount: 0.00
5 alesperson Commizsion;

[ 1]8 ] [ Cancel ]

i

i

Edit the quantities and pricing details as needed then click the OK button to add it to the order.

Your order will then look like the following:
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& Sales Order: 5 - Cash Sales Account - 140000

ﬁﬂ General Information if) Iterns On This Order

Item Code Item D'escription Gty Ordered | Gty Shipped | Backordered | U/ | Unit Price  |Jon
Super Glozz Polish - 500m| 1.0000 0.0000|Ea 5.0000

£ I

Itern Code: Line Mumber: 1

Description:

| »

Quantitiez and Pricing
Gty Ordered: Ea

[ty Shipped:
Backordered:

Unit Sell Price: Unit Cost: 3.0000 Commission: 0.00 %

Discourk: | 110 % (additems | Edtltem ][ Delete ltem |

Line Total: |:| Est: Line Total Inc Gst:

Active Index: Sales Order Mumber 212

Motes:

If there are no more items to add, click the "Finish" button. (The button's description will change
depending on what type of order you are creating)

3.14.7 New Sales Order - Step 5

5. Finishing an Order and Printing.

After you have clicked "finish", the following screen will appear.
The caption will change depending on whattype of order you are creating.

X

Control Information Systems

® \  Invoice/Eiling has been confirmed
e Would vwou like ko prink it now 7

[ Yes N [ Mo

If you click "Yes" then the printing process will begin.
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3.14.8

Control Professional

@ Imwoice - Default Layout #2 E]

Frinter

Name: Epson Stylus COLOR 900 ESC/P 2

[ Print Ta File

Copies

Ready to print [nvoice # 3
v Mumber of Copies: &

[ Ok [ Preview ][ Cloze

You can then print it out - all done!
Cash Sale Payments

When you make a new invoice for a customerwho is flagged with the terms of Cash On Delivery
(COD) on their master file, the system recognises that you have not granted any extended payment
terms and so will popup a window for you to enter the cash sale payment information at the time of
sale.

=t Payment of Invoice: 192297

Cazh Receipt Information

Customer Mame: |Eash Sales |

Tranzaction Details

AMOUNT DUE: | 23u_uu| Change:
Tendered: | 250.00| 20.00

Payment Details

b ethod: |I:ash vl Heference::I
g B ank: I:I Branch: | |

Drrawer: | |

L Accept Papment J [ Cancel ]

The amount due is the total amount of the invoice that you should be receiving payment for.
The Tendered amount is how much the client is giving you.

In the sample above, the amount due is 230.00 and the client is paying cash and giving us 250.00,
note that the amount of change to give back to the client (20.00) is shown. You can of course choose
from other methods of payment by selecting one in the "Method" drop-down box.

When you are happy, simply click on the button "Accept Payment" and it will automatically be
processed by the system. Additionally, if you have one of those small Receipt Printers connected, it
will produce a cash receipt that you can give to your client.
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3.14.9

If by chance, you are not receiving payment at this time, clicking the "Cancel" button will place the
unpaid amount onto the customer's account.

Setting the Invoicing Date

The Invoicing Date is used to date stamp invoices as they are created.
Itis shown at the bottom right of the Point Of Sale window.
Ed

Invaicing Date: 22/04/2004

Normally, you need not change it - however there may be circumstance when you need to.

Say for example, that a customer needs to have an invoice dated next month but your system is
actually still in the current month.

Or, another case is where you are in the middle of a stocktake, so you still want to be able to invoice,
but not for the invoice to affect your stock levels.

To change your invoicing date, simply right-click on the POS window and a menu will appear.
From this menu, select Utilities, Change Invoicing Date.

Change Invoicing Date

Invoicing D ate

“u|  The Invaoicing Date iz used to date stamp invaices as they
ﬁ] are created.

Enter the date you would like invoices to be zet at below;

The Current Inwaoicing Date i 22/04/2004
Set Mew Invoicing D ate to: 4/05/2004

[ Save [ Canicel

Enter the desired New Invoicing Date in the field provided then click Save.

Any invoices that you create during this session will then have your new date stamped onto them.

3.14.10 Browsers
3.14.10.1POS - Invoice Headers

Before invoices are updated from Point of Sale (POS), they are stored in a central database.
They are usually kept in there for the current month, then are cleared out and sentto the AR module
during each End Of Month process.

However, should you ever need to reprint a current month's invoice, or perhaps to see when it was
paid, or even what the value of it was, then you can do so in this the POS Invoice Headers browser.

From the menu select File, Point Of Sale (POS), Invoice Headers
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/5 Browsing POS Invoice Headers g@lﬁ
Invoice # | Cust # Cuztarner MName S0 # Cust PO Type |S/. | Commis® | W/H
192338[ 140050 | Adanns Tavern 192811 | 03 5.00[01 I
192339(1A0000(Cash Sales 192812(321321 | n3 0.0ojom I
192340{140000(Cash Sales 192813[987654 | 09 0.00|m I
I e, W T T
192342(1A0000(Cash Sales 192833 | 09 0.00fm I
192343[1A0016|Ace Party Hire & Supplies 192834 | 03 0.0o0fm I
< >
Active Index: Invaice Mumber 405 [ Re-Print ] [ Activity ] [ Close

You can also perform lookups using the Seek (F5) feature.
The Re-Print and Activity buttons can be selected at any time and will function accordingly.

An option also exists on the right-click popup menuto change the invoice's date. Bear in mind that the

"Change Invoice Date" option should be used with care as it can also affect the ageing of the debt on
the customer's account.

3.15 Postcodes

3.15.1 Postcodes Overview

Postcodes are a nice feature that provide a way of validating the postcode of an entered addresss in
the system (Customer window, Vendor window etc).

From the menu select File, Plugins, Postcodes.
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2} Postcode: SYDNEY CITY NSW - 2000 M=
& General Information |
Postcode Information
9 Subub:  |SYDNEY CITY NSw
FPostocode: | 2000
Citw/Suburb Postcode |
SYDNEY CITY M5 2000
SYDMEY COVE MSW Ij Mew 2000
SYDNEY GPO PRIVATE BOXES Now 2001
SYDNEY INTERNATIONAL AIRPORT MSW —— 5 [z
SYDMEY M5 2000
SYDMEY PARLIAMEMT HOUSE MSw 2000
SYDMEY SHOWGROUMD MShwW Q SupaFind 2021
SYDMEY SOUTH MW B seek 2000
SYDMEY UMPIYERSITY MSW 2006
SYLWAN HEADLAMD MSWwW 2232
SYLVANIA NSW 58 Clone 2224
SYLVAMLA SOUTHGATE HSWw 2224
SYLVANIA WATERS 5w e 7224
SYLVATERRE WIC 575
SYLWESTER WIC 072
ChAL A vl T RIS RO v
< b
Active Indes: City # Suburb 10909413123
You can search the Postcode database in all the normal ways (F5, F10, etc)
The postcode database is one that is approved by Australia Post and normally should not be altered
by end users.
If changes are required, it is recommended that you contact us at support@control.net.au and advise
us of the details so that the master can be amended for all users.
3.15.2 Editing Postcodes

To edit information, simply click on the desired cell or press the edit key (F9)
Change the data as desired and when finished, click Save.
Any changes you have made will then be stored in the database.

© 2009 Control Information Systems



General Operating

3.16
3.16.1

Users

Users Overview

Users can be added or edited at any time.

From the system menu select File, Users Database.
Alternatively, you can use the shortcut: Ctrl+Shift+U.

130

Users are people that you tell the system, have a right to use and manipulate the data in Control

Professional.
Use the Add, Edit or Delete functions to perform the desired actions on the highlighted User.

The Users window has 4 Tab pages - General Information, Printers, O

i User: Administrator - (001)

General

iyl

User Hame:

Pazsword:

Uszer Permissions
Access ToUser Databaze
Can change ltem Costz in Inventory
Cah change Yendor Codes
Can change Customer Codes
Can change ltem Codes

m. General Information |$-§ Prirters | Jk Options | B Display

ptions & Display.

8=

Administrator

Maintenance Hights
Accesz System Configuration
Access the Check Databazes area?
Can create default entries?
Allowed to lmport Control2 data?
Access the Reindex Databazes area?

Create Defaultz

Active Index: User Mame

3.16.2 Editing User Information

| i General Information |3} Printers | Jkg Options | B3 Display

143

Uzer Mame Initialz | Access Users | Accesz Configuration | Check Databazes
L4 Adm Yes Tes Yes Ves
zer 2 HI e Mo Mo Mo
|dzer 3 TES Mo Mo Mo Mo
< |

k4

This window consists of 4 Tab pages - General Information, Printers, Options & Display.

To edit existing information, simply click on the desired cell or press the edit key (F9)
To add a new User, select the New icon and add the details.
Change the data as desired and when finished, click Save.

Any changes you have made will then be stored in the database.
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Right Click Popup Menu

When you right click on a contact in Control Professional, you can do the normal add, edit, delete
type of functions.

General Information Tab

This tab displays the more commonly used fields for Users and are described below.
A User Name, their Initials and an optional Password is required for all users.
General

m Uszer Hame: |Administrator Imihials: | Adm
Fazzword: sessssssss k

User Permissions

Click to set the user permissions as required.
Uzer Permigzions

Access To User Databaze

Can change [tem Costs in [nsventan
Can change Wendor Codes

Can change Cuztomer Codes

Can change Item Codes %

Access To User Database - User can change their own and other user's options (this screen).

Can Change Item Costs in Inventory - User can make instant changes to item costs in the
inventory browser.

Change Vendor Codes - User can make global changes to vendor code numbers.
Change Customer Codes - User can make global changes to customer code numbers.
Change Item Codes - User can make global changes to item code numbers.

Maintenance Rights
Click to set the areas of the system that this user can maintain.
M aintenance Rights
Accesz Systern Configuration
Bccess the Check Databazes area?
Can create default entries?
Allowed to Impart Control2 data? [%
Access the Feindes Databases area’?

e Access System Configuration - Permit user to edit information in your configuration file.

o Access the Check Databases area - Give user the right to run a database checking utility on your
files.

e Can Create Default Entries - User can create system wide default entries (like a sample
customer, item, etc). It is recommended that this option normally be turned off once your system
is live and operational with real data.

o Allowed to Import Control2 Data - User is permitted to import information from the previous DOS
based version.

o Access the Relndex Databases area - Allow this user to perform database reindexing across the
system.

Printers Tab
This tab is used to store the user's preferences for certain print functions in the system.
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Uszer Printer Preferences

Preferred printers for the wanious print jobz can be chozen by clicking
@ on the combo boxes below,
General Reports: | Epeon Stylus COLOR 900 ESCAP 2w Ficking 5lips: | Epzon Stylus COLOR 900 ESCAP 2w
Irevoices: | Epzon Stylus COLOR 900 ESCAP 2 » Delivery Dockets: | Epson Stylus COLOR 900 ESCAP 2
Statements: | Epson Stylus COLOR 900 ESCAP 2w Carton Labels: | Epszon Stylus COLOR 900 ESCAP 2

Purchase Orders: | Epson Stylus COLOR 900 ESCAP 2 %

Select the appropriate printers as desired.

Options Tab
Uszer Options
E “'ou can chooze bo have programs automatically open when vou log into Contral,
ﬂ Select from the options below.
[ ] Open Customer Screen [ ] Open Contral? [nventary
[ ] 0pen Inventary Screen [ ] Open Control? Pos
[ ]10pen Jobs Screen [ ] Confirm on Exit
[ ] Open Paint OF Sale Screen
[ ] Open Yendor Master Screen %
e Open Customer Screen - Automatically opens the Customer screen when the user logs on.
e Open Inventoy Screen - Automatically opens the Inventory screen when the user logs on.
e Open Jobs Screen - Automatically opens the Jobs screen when the user logs on.
e Open Point Of Sale Screen - Automatically opens the Point Of Sale (POS) screen when the user
logs on.
e Open Vendor Master Screen - Automatically opens the Vendor/Supplier's screen when the user
logs on.

e Open Control2 Inventory - Automatically opens the Control2 Inventory screen when the user logs
on (Control2 legacy systems only).

e Open Control2 POS - Automatically opens the Control2 POS screen when the user logs on
(Control2 legacy systems only).

e Confirm on Exit - System pops up a confirmation screen asking if this user really wants to close
Control Professional.

Display Tab
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Dizplay Settings

@ “'ou can get how Control digplays information from the settings # options below,

[ 1 5how Prices in Inventony INCLUDIMG T a3

A

e Show Prices in Inventory INCLUDING TAX - Forces the prices shown in the Inventory window to
be inclusive of tax.

You should advise users of their User Name and Password details so they can use their data to log
into Control Professional at startup.

Any changes they make to any data will be recorded and stamped with their identification details.

Over time, more and more options will be provided for you to further tailor the system.
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4.1

System Maintenance

System Maintenance Overview

Control Professional has some handy Tools and Utilities built in that provide ways for you to easily
perform system maintenance functions.
They vary from a simple change in the colour of your browser to complicated data handling routines.

aood Morning Process

Accounts Receivable ¥

Inventory L4

Browser Colours

Check Database Structures
Zonfiguration

reate Default Entries
Dunning Messages

Farms

Import Control2 Data
Reqgiskrakion

Syskem Relnde:x

IUpload Ecommerce Information

The options are as follows:

Tools

Good Morning Process - Sets or changes the system date.

Browser Colours - Sets or changes colours and the way that data is displayed in the browser
area of your windows.

Check Database Structures - Automatically checks the actual layout of all databases in the
system and changes themiif required (Say if new fields are added to databases in a software
update).

Configuration - Contains master configuration information.

Create Default Entries - Creates default product groups, customer classes, etc for first time users
to help get them going.

Dunning Messages - Assign special messages that print out on standard forms (like invoices,
statements, etc)

Forms - Choose the specific form for standard print jobs (different invoice layouts, etc)

Import Control2 Data - Provides a facility to existing users of the Control2 (DOS) system where
they can import all historical data.

Registration - Register your version of Control Professional here.

System Relndex - Recreates system indexes (sort orders) in Control Professional to maintain
database integrity.

Upload Ecommerce Information - Creates an on-line shopping cart web site with the items you
have selected for sale.
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4.2
421

4.2.2

Tools

Good Morning Process

The Good Morning Process allows you to set the system date for Control Professional.

& Good Morning Process

Syztem D ate

? The System Date iz uzed throughout Control Professional
to date ztamp trangactions as they are entered.

Enter the date vou would like the zpstemn to be zet at below:

Spstern Date: | 1040942003 & %

( Save | [ Cancel ]

The date that you enter will be used to stamp transactions entered into the system (like invoices, etc)
Normally, you would change it to today's date.

There will be occasions though where you will not want the date changed.
For example, it is the 1st of the month and you have not yet completed invoicing for last month.

Browser Colours

Browser Colours

You can set the system data browsers to the style and colours of your preference.

These settings are stored for each individual user, so changes that you make for yourself, do not
affect other users' preferences.

To change or set browser options go to Tools, Browser Colours.

@ Browser Colour Settings !|

Browser Settings r
The browzer below shows your current colour settings.

“'ou may change theze to your own preferences by clicking on the appropriate buttons.

Full Marne Addrezs City State| Postocod Background Text Colour

m1 Erowser Colow Drive D atavile S| 2000 | Tites | [ Titles ]

Fred.J Blogos 2 Browser Colour Drive Drataville M5 2000 [ Bar ] [ Bar ]

FredJ Bloggs 3 Browser Colour Drive Drataville M S| 2000 [ Eody ] [ Eody ]

Fred.J Blogos 4 Browzer Colour Drive Drataville M5 2000

Fred.J Blogos 5 Browser Colour Drive Drataville M5 2000 @cel  OlLine

Fred J Bloggs & Browser Colour Drive D ataville M S| 2000

Fred J Bloggs ¥ Browser Colowr Drive | Dataville WS | 2000 2 [ fpply ] [ Rezet ]

Frad | Blanne O Preasear Caloar Dirva | Dabacilla richslnnn

£ b [ Ok | [ Close ]

So, for example, if we wanted to change the background bar (the aqua highlighed cell) to be "Full
Line" and "Green" we would...
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1. Click the "Line" option. (Changes it to full line)
2. Then, inthe "Background" column, click on "Bar" and on the colour panel, select the colour
green.

B azic colors:

] N NN
H [ EE NN N
HENEENNN
Bl
H N E

HE N
HEEENEN E

Custom calors:

_/HE NN NN N
HEEEEEEEE

[ Define Cugtom Colors »»

L OF. J[ Cancel ]

The result would look like the following:

g Browser Colour Settings

Browser Settings '
The browzer below shows your current colour settings.

Y'ou may change these ta your own preferences by clicking on the appropriate buttans.

Full M arne Address Poztzod Background Text Colour

3 FredJ Bloggs 1 Browser Colow Drive Dataville NSw 2000 (RLILLLI Y T

Fred.J Blogos 2 Browser Colour Drive Drataville M5 2000 [ Bar ] [ Bar

Fred.J Blogos 3 Browser Colour Drive Drataville M5 2000 [ Eody ] [ B

Fred.J Blogos 4 Browzer Colour Drive Drataville M5 2000

Fred.J Blogos 5 Browser Colour Drive Drataville M5 2000 Ocel @ Line

Fred.J Blogos & Brovwser Colour Drive Drataville M5 2000

Fred J Bloggs ¥ Browser Colowr Drive | Dataville WS | 2000 2 [ fpply ] [ Rezet

Crad | Plamns 0 Dlrasear Cedear Pirivea | Mabacila o ENn

< | & [ 0Ok | [ Close

To make the changes stick, click on apply then OK. Your preferences will then be saved.

If you ever wanted to return to the system default colours, simply click the Reset button.
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4.2.3 Check Database Structures

Generally, you will only see the Check Database Structures screen whenever you have received a
new updated version of Control Professional software.

When new updates are installed, the system will automatically call this procedure for you to ensure
that any new fields are created, or changes to existing file structures are implemented.

You can of course run the procedure as you see fit but please remember the following...

Important.
If you do need to run "Check Database Structures”, there are only a few things to keep in mind.
1. Ensure that there are NO other Control Professional windows open on your screen. (If you
have the Customers, Inventory or other databases open, close them all before proceeding)
2. Make sure that no other user is currently logged into Control Professional. (eg: If you have it
running on a server for others to access). Ask them to log out if necessary.

To run: From the menu select Tools, Check Database Structures.

Check Databases

i

Thiz optian will check the structures of vour databases and create/modify
them accordingly as required.

Depending on the amount of data involved, thiz process may take zome time.

Databases Done: 0477

When you are ready, click the OK button to begin.

The system will keep you informed of it's progress as the databases are processed.
When complete, users may logon again and continue to use the system.

4.2.4 Configuration

Refer to the Configuration section earlier in this document.
4.2.5 Create Default Entries

Refer to the First Time In section earlier in this document.
4.2.6 Dunning Messages

Dunning Messages are special types of messages that you can have automatically print out on
certain things.

For example, you might be having a special on widgits next month.
You can enter a message into the Statement area and your message will then appear on all customer
statements.

The same principle can be used for Purchase Orders and Invoices/Credit Notes.
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Just enter your messages in the areas as applicable.

To view or change dunning messages: From the menu select Tools, Dunning Messages.

B3 Dunning Messages

Dunning meszages are printed out automatically on your Statements,
.‘ Invoices and Purchaze Orders

|Jze them to convey special mezzages on Statements and |nvoices like
0% Dizocount on Round Widgits for nest month only' ete.

On Purchaze Orders to pour supplers, it could be zomething like
Pleaze Deliver All Goods after 9:00am'

Detailz

Statement Message: | Check out our latest web zpecials.
10% Dizcount on round widgits next month only.
Order them nowl

Irvaice Meszage: | Thank wou far your buginess!

Purchaze Order Message: | Please deliver all goodsz after 3:00am

When complete, click the OK button.
4.2.7 Forms

The system has a default set of Forms that are used for the most common tasks (like invoices, credit
notes, etc)
A form is like a template and so it can be changed as needed from one template type to another.

For example, some businesses might like their name to appear on the top left hand side of an invoice,
while another may prefer it to be in the middle.

By using forms, it can be changed as needed. The first business will choose formA whilst the other
formB. Both forms would still produce an invoice, it is just that they would look different.

To view or change forms: From the menu select Tools, Forms.
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&+ Forms
Forms
Choose the formz you wizh to uze for the vanous printouts from optionz in the @
combo bowes below. Copies can also be zet.
[Frvoice:; |Inv-:uin:e_DefauIt2.rpt v| Copies:
Staternent; | Statement_Default rpt w | Copies:
Purchaze Order; | Purchasze Order_Default rpt v | Copies:
Ficking Shp: |F'i|:king_5|ip_D efault.rpt w | Copies:
Delivery Docket: |Deliver_l,l_Du:u:ket_DefauIt.rpt w | Copies:

| ok %[ Cancel

Unregistered users will only be able to use the default forms provided.
For custom form design, please contact us.

4.2.8 Import Control2 Data

This tool is for existing Control2 users who are upgrading from our DOS based system to Control
Professional for Windows.

It negates the need for you to have to manually enter all your existing customers, prices, items, etc
and will save hours of work.

Please note - you cannot use this tool to import from other programs - only Control2 data. This option
will only be enabled if Control2 is already on your system.

By Importing Control2 Data, all the new Control Professional databases will be populated with
information right up to the point in time when you run this tool, and will include all historical
information including invoices, payments, sales orders, etc - in fact anything that was in the old
system.

Once the import is complete, you will see that you have full access to all your old data and can then
continue on the new system.

Important. - If you want to run the procedure though, please remember the following...
1. Ensure that there are NO other Control Professional windows open on your screen. (If you
have the Customers, Inventory or other databases open, close them all before proceeding)
2. Make sure that no other user is currently logged into Control Professional. (eg: If you have it
running on a server for others to access). Ask them to log out if necessary.

To run: From the menu select Tools, Import Control2 Data.
The following screen will appear:
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File Import
| ControlZ2 Import
bif] I
itrm. dbf] = Select the Contral2 databazes pou
: want to be imported from the list on
the left then click Tmpart’
N Enzure that uzgerz are MOT uzsing
any programs before proceeding.
Select all databases
| del. dbf] Clear new databazes first
[ .:Irl'ler.l:lhf] .
. dbf] ol [ Impaort % | Cloze |
D atabasze:
Frogress:
The easiest way is simply to click the box "Select all databases". This ensures that all your Control2
data is imported.
You can also select/deselect individual databases (not recommended though) by clicking on them in
the list box.
Normally, you should leave the "Clear new databases first" option checked. This option will make
sure that if you have been creating or using "dummy data" that it is cleared out before importing your
live data.
When you are ready to proceed, click the Import button.
The bar graph at the bottom will keep you informed of the importing progress until completed.
When complete, you should also quickly run the System Relndex tool to ensure that all the imported
data is properly sorted.
After that, users may logon and use the system.
4.2.9 Registration

Registration is an optional feature of Control.

By registering though, you are guaranteed of support and are entitled to free updates as they become
available.

Additionally, the powerful ecommerce part of Control Professional (like automatic web site/shopping
cart creation, based on your own products) becomes active and is then available for you to take
advantage of.

When you select Tools, Registration - the following screen will appear.
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B Registration Entry [zl

Regiztration Details

Fleaze confirm the following registration detailz. I pou have
a Reqistration [0, enter it in where required and click OF.

[f your do not pet hawve a Registration |0, complete the form
belove with your detailz and click 'Print’.

Reqistered to: |our Business Mame Here
Addreszs: 123 Test Shreet
[Black 12)

City: | Camphelltawn
State: [ S Fost Code:| 2660

Phone: |02 464E 4646
Faw: |02 4645 4648

Email: | testiar] 23, com.au

1 =

Mumber of Llsers:

Feagiztration 10 1234567891234

o (e ]

To register, carefully check your details and adjust where necessary.
Then, either fax the printed form to + 61 2 4621 4113 or email it to registrations@control.net.au

Upon receipt of your registration request, we will forward you your valid Registration ID.
The received code (ID) should be entered into the field "Registration ID" which if valid will then unlock
the system.

4.2.10 System Relndex

The System Relndex creates (or recreates) the different orders that data is displayed in.
These indexes facilitate the fast searching capabilities of the system as they act as "pointers” to the
underlying data.

This process is akin to finding a book in a library. You would not start looking for a book by going
directly to the shelves. Instead, you would look it up in an "index" and this index would then tell you
the location of the book you are after.

The system indexes in Control Professional work the same way. When you are looking for a particular
record, you use these indexes by pressing (F5 Seek or F10 Supafind). You type a value of a certain
"key" that you are looking for (like a customer name) and the system will find the matching index
entry, then locate and display the details from the database on your screen.

Normally, you would not need to separately run the System Relndex tool unless there is some sort of
problem with the indexes themselves and they need to be recreated from scratch. There is of course
no harmin doing so, it's just that in normal operation, these indexes are all maintained behind the
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Control Professional

4211

scenes, adding and updating their information as you work.

If you want to run the procedure though, please remember the following...

Important.
1. Ensure that there are NO other Control Professional windows open on your screen. (If you

have the Customers, Inventory or other databases open, close them all before proceeding)
2. Make sure that no other user is currently logged into Control Professional. (eg: If you have it
running on a server for others to access). Ask them to log out if necessary.

To run: From the menu select Tools, System Relndex.

Reindex System Databases

s uppl b I System Reindex

Select the databazes you want ta
be reindexed in the izt box on the
left then click ‘Reindesx’

Enzure that uzers are MOT using
the databases before proceeding.

I

Select all databazes

e - [Pack as wel
on.dbf]

[ Feindex ] L Cloze J

:ln'lEer.dt;f]
em.dbf] . |
Progress
Databasze:
[ndex Keyw:

The easiest way is simply to click the box "Select all databases". This ensures that all are reindexed.
Alternatively, you can select individual databases (one or several) by clicking on them in the list box.
Normally, you should leave the "Pack as well" option cleared.

When you are ready to proceed, click the Reindex button.
The bar graph at the bottom will keep you informed of the reindexing progress until completed.

When complete, users may logon again and continue to use the system.

Upload Ecommerce Information

One of the great features Control Professional is the ability for it to send information on your items,
prices and images up to a web server, providing it with the data it needs to create a web site for you.
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This web site can be used as a catalogue of the items you supply and you can update/change it any
time you wish.

It can even be a fully operational shopping cart site where your customers can buy directly on-line.
The choice is yours.

This powerful feature is only available for registered versions of Control.

Uploading information is quick and easy to do.
From the menu select Tools, Upload Ecommerce Information.
The following screen will appear:

fn Upload E-Commerce ltems

E J Thiz option enables you to zend items that pou have marked to
zell an the Internet up to vour e-commerce enabled web site.

E-Commerce Upload

Step 1: Select a price code if you want ko send prices up -
athenwize leave the price code blank.

Frice Code:| 0001 - List Price w
Step 2: Select a warehouze if you want to 2end stock quantities
up - othenwize leave the warehouze blank.
Warshouse: | ywiarshouse 01 [01) v

Options: [ ]| Send All Images - not just new or modified ones.

Send list of Customers allowed access to web zite.

Progress
[tems Processed:
Current ltem:

D ezcription;

| Ok | Close |

Normally, all you then need to do is to click the OK button, and off it goes.
The progress display at the bottom will keep you informed of the status until completed.

4.2.12 AR - Accounts Receivable

4.2.12.1 Recalculate Customer Balances

Recalculation of Customer Balances

Should the need ever arise, the system provides a tool to recalculate your customer balances based
upon their outstanding invoices.

It automatically scans your entire system and then updates the balance in the customer master file.

To run: From the menu select Tools, Accounts Receivable, Recalculate Customer Balances.
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Recalculate Customer Balances

El Thiz process recalculates your customers balances based on the
g, outztanding invoices that you have in the system.

Progress

Statuz Ready. Click OF to begin.

ok, NL Close |

When you are ready, click the OK button to begin.

The system will keep you informed of it's progress as the information is processed.
When complete, balances will have all been updated.

4.2.13 Inventory
4.2.13.1 Recalculate Free Stock

Recalculation of Free Stock

Should the need ever arise, the system provides a tool to recalculate your free stock based upon item
quantities on hand and orders in the system.

It automatically scans your entire system and then updates the figures accordingly.

To run: From the menu select Tools, Inventory, Recalculate Free Stock.

Iz Fecalculate Free Stock

; E This process recalculates your free stock bazed on the current arders ar
igmmel  jobz that vou have in the zystem.

Progress

Statuz: Ready. Click OF to begin.

When you are ready, click the OK button to begin.

The system will keep you informed of it's progress as the information is processed.
When complete, stock figures will have all been updated.

4.2.13.2 Recalculate Stock On Order

Recalculation of Stock On Order
Should the need ever arise, the system provides a tool to recalculate your stock on order based upon
your open purchase order quantities in the system.
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It automatically scans your purchase orders and then updates the summarised stock figures
accordingly.

To run: From the menu select Tools, Inventory, Recalculate Stock On Order.

3 Fecalculate Stock On Order,

; LA This process recalculates your stock on order based on the current
g, purchaze orders that you have in the system.

Progress

Statuz: Ready. Click OF to begin.

When you are ready, click the OK button to begin.

The system will keep you informed of it's progress as the information is processed.
When complete, stock figures will have all been updated.

4.2.13.3 Update Closed Purchase Orders

Update Closed Purchase Orders

From time to time, you may wish to update your closed purchase orders to a history file. This process
will remove the closed purchase orders from your normal purchase order screen (they are highlighted
in red). After running this update, only open purchase orders will remain on your current purchase
orders screen.

To run: From the menu select Tools, Inventory, Update Closed Purchase Orders.
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g Update Closed Purchase Orders

Thiz process will update any Clozed Purchasze Orders that vou have in
the system to vour history files.

“ou need to have exclusive uge of the Purchasze Order Files before
continuing =0 make sure that pou [or anyp other uzerz] do not hawve the
purchaze order zcreen open in another window,

Progress

Status: Ready. Click OF. to begin,

pdated: 0
Details

PO Mumber: ...

VWendaor .

Date: ..

Lime: ...

Itern Code: ..

Deszcription; ...
[ty Ordered: ...

| okpn || Close |

When you are ready, click the OK button to begin.

The system will keep you informed of it's progress as the information is processed.

4.2.13.4 Update Goods Received
Update Goods Received
From time to time, you may wish to update your goods received to the history file. This process is
handy when goods have arrived during a stocktake and need to be updated to the inventory files.

To run; From the menu select Tools, Inventory, Update Goods Received.
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i Update Goods Received

Thiz process will update any Goods Feceived that pou have in the
spgtem to your history files.

A receiptz that have been completed will be first added ko vour
hiztary filez and then deleted from pour Current Goods Received
databaze.

Progress

Statuz: Ready. Click OFK to beqin.

Frogrezs: There are 3 entries to process.

Details
Warehouse: .
Itern Code: ..
Description: ...
Latest Cost: ...
Quantity: ..
LA
pdated: ...

| Ok . [ Clos= |

When you are ready, click the OK button to begin.

The system will keep you informed of it's progress as the information is processed.

4.2.14 Point of Sale
4.2.14.1 Configure POS Printer

Configure/Setup POS Printer
If you have a counter sales area and want to use one of those small receipt printers (Like Star
SP200), to produce cash receipts for your customers, Control makes it easy.

Simply go to Tools, Point of Sale, Configure POS Printer and tell the system which port your
receipt printer is attached to.

This setting is good as it is machine specific, so if you have several POS computers like in a sales
area, each can have it's own different POS cash receipt printer. Any of your staff can log on and use it
without changing a thing. If desired, you can also direct output to only one common shared receipt
printer on your network.
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B Setup POS Receipt Printer, .:

Receipt Printer Configuration

r'ou can zet this machine to print Cazh Sale Receipts to a
receipt printer attached to a particular part.

Select the port wou wizh to uge from the box below.

Cash Receiptz Printer Part | LPT1 W

*Mone
LFTZ2
LFT3
LPT4

oM | Cancel |

When you have made your port selection, click the OK button to save it.
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5 Printing Reports
5.1 Reports Overview
Reports can generally be run at almost any time.
You can Preview them on screen, Print directly to your printer, or Save the outputto a file.
Frinter
Name: Epson Stylus COLOR 900 ESC/P 2
[ ] Frint Ta File
Copies
Muriber af Copies: &
[ Ok ] [ Presview ] [ Cloze ]
Preview
Shows the report in a resizable window on your screen. You can move forward or back by clicking the
appropriate buttons.
You can also zoom in and out from the report by using the left and right mouse buttons or the icons
on the toolbar.
Without leaving the preview screen, you can even print the entire report (or just a single page if you
like)
To preview on screen, click Preview.
Print (Ok Button)
Prints the report directly outto your printer. Reports are formatted for A4 paper and can be printed on
just about any printer that is set up on your system.
Some reports use colour to highlight certain things. If you have just a black ink printer, these will still
be shown butin varying greyscales.
To simply print the report, click Ok.
Save
By choosing to save the file, the report will be saved in an rtf format suitable for viewing with Microsoft
Word.
This saved file can then be viewed later or emailed to colleagues if you want.
To save to afile, click the option to Print To File then click Ok.
5.2  Analysis (AN) Reports
5.2.1 Customer By Product Report

The Customer By Product Report prints a list of your sales for the period specified broken into
customers and items.

This report breaks down your sales into respective customers and shows sales, costs and gross profit
percentages.

These figures are then totalled for each client, showing you profitability on a customer by customer
basis.
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To run, click on Reports, Analysis, Sales, Customer By Product.

Control Professional E
@ Al - Cugtomer By Product B eport [:]
Printer
Mame: Epson Stylus COLOR 900 ESC/P 2
[ Print Ta File
R ange

From Date: | 1/04/2004 ToDate: | 30/04/2004
140000 Cash Sales
23933 Samples - Mizcelansous
100000 H5Y Wheels 18"
29399 Test Item - Do Mot Use

Copies
Muriber of Copies: S

[ Ok, ] [ Presview ] [ Close

152

The buttons on the left of the fields provide you with an easy way to select customer and item ranges

as you desire.
Normally, the defaults as they are filled out for you will be fine.

5.2.2 Customer History

The Customer History Report prints a list of your sales for the customer range specified.

This report breaks down your sales into respective customers and shows sales, costs, gross profit

amounts and percentages.

These figures are then totalled for each client, showing you profitability on a customer by customer

basis.

Additionally, sales are broken up into individual months so that you can see customer trends and

patterns over time.

To run, click on Reports, Analysis, Sales, Customer History.

5.2.3 Customer History By State

The Customer History By State Report prints a list of your sales for the customer range specified

and groups by State.

This report breaks down your sales into respective customers and shows sales, costs, gross profit

amounts and percentages.

These figures are then totalled for each client, showing you profitability on a customer by customer

basis.

Additionally, sales are broken up into individual months so that you can see customer trends and

patterns over time.

To run, click on Reports, Analysis, Sales, Customer History By State.
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5.2.4 Item Detalil
The Item Detail Report prints a list of your sales for the period grouped by item.
This report then breaks down your sales into the customers that have purchased each displayed item
and shows sales, costs and gross profit percentages.
These figures are then totalled for each item, showing you profitability on an item by item basis.

To run, click on Reports, Analysis, Sales, Item Detail.

Control Professional

@ AM - [tem Detail Report [:]

Printer

Name: Epson Stylus COLOR 900 ESC/P 2
[ Print Ta File

R ange

From Date: | 140452004 % | ToDate: |30/04/2004

Frarm Item 100000 HSY wheels 18"
Toltem 9993 Test ltem - Do Mot Use

Copies
Mumber of Copies: %

( 13 | [ Prewview ] [ Cloze

The buttons on the left of the fields provide you with an easy way to select an item range if you
desire.
Normally, the defaults as they are filled out for you will be fine.

5.2.5 Item Sales By Iltem Then Customer

The Item Sales By Item Then Customer Report prints a list of your sales for the item and customer
ranges specified.
To run, click on Reports, Analysis, Sales, Iltem Sales By Item Then Customer.

5.2.6 Sales By Product Class

The Sales By Product Class report prints a list of your sales for the period specified broken into
product classes.

It can also be run for a particular product class range as shown below.

This report breaks down your sales into respective product classes and shows sales, costs and gross
profit percentages.

To run, click on Reports, Analysis, Sales, Sales By Product Class.
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Control Professional |g|
@ Al - Salez By Product Clags Beport [:]
Printer
Name: Epson Stylus COLOR 900 ESC/P 2
[ ] Print Ta File
Range
From Product Clazs: | CLO - Kitchen & Diining = |

To Product Class: | CL99 - Special

vl
Fram Date: 1/04/2004 =~ ToDate: |30/04/2004 »

Copies
Mumber of Copies: -

( Ok [ Presview ][ Cloze ]

5.2.7 Sales By Product Group

The Sales By Product Group report prints a list of your sales for the period specified broken into
product groupings.

It can also be run for a particular product group range as shown below.

This report breaks down your sales into respective product groups and shows sales, costs and gross

profit percentages.

To run, click on Reports, Analysis, Sales, Sales By Product Group.

Control Professional |5|
@ Al - Salez By Product Group Bepart [:]
Printer
Name: Epson Stylus COLOR 900 ESC/P 2
[ ] Print Ta File
R ange
From Product Group: ||:|-| - Kitchenware v|

To Product Group: | 0PT4 - slemative #4

v
Fram Date: 1/04/2004 » TaoDate: | 30/04/2004 »

Copies
Mumber of Copies: -

o

L 0k .] Preview ] [ Cloze
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5.2.8 Sales By Product Group By Warehouse

The Sales By Product Group By Warehouse report prints a list of your sales for the period specified
broken into product groupings under each individual warehouse you have set up in your system.

It can also be run for a particular product group range as shown below.

This report breaks down your sales into the respective warehouses, product groups and shows sales,

costs and gross profit percentages.

To run, click on Reports, Analysis, Sales, Sales By Product Group By Warehouse.

Control Professional i|
@ A - Salez By Product Group By ' arehouse Report E]
Printer
Mame: Epson Stylus COLOR 900 ESC/P 2
[]Frint Ta File
Range
Frarm Product Group: | 01 - Kitchenware " |

To Product Graup: | 0PT4 - lemative #4

vl
Fram D ate: 1/04/2004 ToDate: | 30/04/2004

Copies
Mumber of Copies: ~

w

L Ok J [ Fresiew ] [ Cloze

5.2.9 Sales By Salesperson

The Sales By Salesperson report prints a summary of your salesperson sales and profits for the

range you enter.
It can be run for a salesperson range as shown below.
This report shows month to date and year to date sales as well as costs and gross profit percentages.

To run, click on Reports, Analysis, Sales, Sales By Salesperson.
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Control Professional |£|
@ Al Sales By Salezperzon Fepart [:]
Frinter
Name: Epson Stylus COLOR 900 ESC/P 2
[ ] Print To File
Range
From Salesperson: |01 - Eric Keene b
ToSalesperson: | 90 - The Hospitality Store v

Copies
MHumnber of Copies; =

( Ok | [ Preview ] [ Cloze

5.2.10 Top Customers

The Top Customers Report prints a list of customers and sorts themin Year To Date Sales Value
order.
It can be run for a Sales Cut Off value as shown below.

This report shows year to date and previous year sales as well as costs and gross profit percentages.

To run, click on Reports, Analysis, Sales, Top Customers.

Control Professional |£|
@ AN - Top Customers Beport E]
Printer
Name: Epson Stylus COLOR 900 ESC/P 2
[ ]Print Ta File
R ange
Sales Cut-0OF $:
Rank./Sort By |"r’ear-Tu:u-D ate Sales Value hd | @

Copies

Mumber of Copies:
[ ok L\\s" | FPreview | [ Close |
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5.2.11

5.2.12

5.3
5.3.1

Top Customers By Salesperson

The Top Customers By Salesperson Report prints a list of customers, grouped by Salesperson and
sorts themin your selected sort order (Year To Date Sales Value order is the default).

It can be run for a Salesperson Range, a Sales Cut Off value and can be optionally set to show costs

& profit amounts (internal mode) - or not (external mode).

This report shows year to date and previous year sales as well as costs and gross profit percentages

as appropriate.

To run, click on Reports, Analysis, Sales, Top Customers By Salesperson.

Top Items

The Top Items Report prints a list of the items that you have sold and sorts them in Year To Date
Sales Value order.

It can be run for a warehouse range as well as for a Sales Cut Off value as shown below.

This report shows year to date and previous year sales as well as costs and gross profit percentages.

To run, click on Reports, Analysis, Inventory, Top Items.

Control Professional

@ Al - Top [tems Repart E]

Printer

Mame: Epson Stylus COLOR 900 ESC/P 2
[ ]Print Ta File

Range
From W arehousze: | b ain "W arehouze [07)

ToWarehouse: | Full Container Shiprments. [99)

v
vl
Sales Cut-0OFf $: @

Copies
Mumnber af Copies: | 1

[ 0k [ Presview ][ Cloze

Accounts Payable (A/P) Reports

Vendor Master

The Vendor Master list prints a report of all the vendors/suppliers that you have defined in your
system.

To run, click on Reports, Accounts Payable (A/P), Master Lists, Vendor Master.
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Control Professional

@ AP -Yendor bMagter List

Frinker

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Copies
MNumber of Copies: =

w

(1] 3 L\\é [ Presview ] [ Cloze ]

5.4  Accounts Receivable (A/R) Reports
5.4.1 Aged Trial Balance

The Debtors Aged Trial Balance is a printout of customers and shows their account balances broken
up into aged columns (current, 30 days, 60 days, etc).

It can be sorted by customer name or code number and can be run for a selected range of customers.
Amounts outstanding are totalled by customer, and the report also provides a grand total of all
amounts outstanding.

To run, click on Reports, Accounts Receivable (A/R), Aged Trial Balance.

Control Professional E|
@ Accounts Receivable - Aged Trial Balance E]
Printer
Mame: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Customer Range

From 140000 Cazh Sales

[ Ta ] 29999 Samples - Mizcellaneous
Date Range Sort By
Ageing Date: | 31/03/2005 « (®) Customer Name
_ ) Acocount Code Mumber
Options
Suppress 2er balances Copies
Double-zpace the repaort Mumber of Copies: | 1 %
[ Ok ] [ Preview ] [ Cloze
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5.4.2 Cash Receipts

The Cash Receipts Listing is a printout of all payments you have received in, and posted to
customers' accounts.

It can be sorted by customer code number or bank and can be run for a selected date range.

In addition to the default setting of "All" receipts, you can also filter the report to show only receipts,

journals, adjustments or cash expenditure.

Amounts received are totalled by date, and the report also provides a grand total of all amounts
received.

To run, click on Reports, Accounts Receivable (A/R), Cash Receipts.

Control Professional

@ AR - Cash Receipts List (]

Fririter
Mame: Epson Stylus COLOR 900 ESCAP 2
[ ] Print Ta File
R ange Sort By
From Date: | 11110/2003 « (%) Customer Account
ToDate: (1141042003 = ) Bank Name

Receiptz Tupe Copies

Tupe: | <Al Types: w Murnber of Copies: E

( Ok [ Presview ] [ Cloze

5.4.3 Commission Report

The Commission Report is a printout of all sales made where commissions are payable to your

salespersons for the period specified.
It can be run for a selected Salesperson range and Date range in either "Detailed" or "Summary"
format.

To run, click on Reports, Accounts Receivable (A/R), Commission Report.

5.4.4 Customer By Salesperson Report

The Customer By Salesperson Report is a printout of customers sorted by salesperson and shows
each customer's details as well as their sales figures for Year to Date and Previous Year.

It can be run for a selected Salesperson range.
To run, click on Reports, Accounts Receivable (A/R), Customer By Salesperson Report.
5.4.5 Customer Receipts History Report

The Customer Receipts History Report is a printout of all historical Cash receipts that you have
received from a specified customer.
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It can be run for a past selected period range and shows cheques, eftpos, cash, credit card
transactions etc.

To run, click on Reports, Accounts Receivable (A/R), Customer Receipts History.

5.4.6 Customers On Hold List

The Customers On Hold list prints a report of all the Customers that you have placed on Stop Credit.

To run, click on Reports, Accounts Receivable (A/R), Customers On Hold List.

Control Professional

@ AR - Cugtomers On Hold List [:]

Frinter

Mame: Epson Stylus COLOR 300 ESCAP 2
[ Frint To File

O ptiors .

[ ] 5how Dead Accounts Copies

[ 5how Zero Balance Accounts Nurnber of Copies: =

k. [ Preview ][ Cloze

5.4.7 Ecommerce Access List

The Ecommerce Access List prints a report of all the Customers that you have granted access to
your web site.
It can optionally be run for a selected state.

To run, click on Reports, Accounts Receivable (A/R), Ecom Access List.

5.4.8 GST Liability

The GST Liability Report is a printout of all invoices and credits you have created for the period

specified and totals those invoices appropriately.
It then calculates which of those invoices you charged GST on, and then works out 1/11th of that

figure to give you your GST liability.

To run, click on Reports, Accounts Receivable (A/R), GST Liability.

© 2009 Control Information Systems



161 Control Professional
Control Professional
@ AR - GST Liability Repor (]
Fririter
Name: Epson Stylus COLOR 900 ESC/P 2
[ ] Print Ta File
R ange
From Date: | 1/110/2003 « :
Copies
ToDate: | 31110/2003 « Muriber of Copies: -
[ Ok [ Fresvies ] [ Close
5.4.9 Invoice History Report
The Invoice History Report is a printout of all Invoices and Credits you have made during a
specified period.
You can also run it for a selected customer so that you can see at a glance all invoice/credit
transactions for that client over the period entered.
To run, click on Reports, Accounts Receivable (A/R), Invoice History.
5.4.10 Statements

Statements are a printout of what customers owe you and shows their account movements broken up
into aged areas (current, 30 days, 60 days, etc).
It can be sorted by customer name or code number and can be run for a selected range of customers.

Each customer's account is printed on a seperate page so that you can mail them out.
To run, click on Reports, Accounts Receivable (A/R), Statements.

Alternatively, you can run a statement for a single customer by right-clicking on them in the customer
browser, then selecting print, statement.
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Control Professional @
@ Accounts Beceivable - Customer Statements E]
Frinter
Name: Epson Stylus COLOR 900 ESC/P 2
[ ] Print Ta File
Cuztomer Fange
From 140000 Cazh Sales
[ To ] Z9999 Samples - Miscellaneous
[rate R ange Sart By
Ageing Date; | 311042003+ {®) Custarmer M ame
Suppress zero balances ) Account Code Mumber
Copies

Mumber of Copies: 3

L Ok Prewview ] [ Cloze

5.4.11 Master Lists
5.4.11.1 Credit Card Master

The Credit Card Master list prints a report of all the credit card types that you have defined in your
system.

To run, click on Reports, Accounts Receivable (A/R), Master Lists, Credit Card Master.

Control Professional

@ AR Credit Card Master List

Prirker

Mame: Epson Stylus COLOR 900 ESC/P 2

] Print Ta File

]

Copies
Mumber of Copies: ]

w

Presview ] [ Cloze ]

5.4.11.2 Credit Reasons Master

The Credit Reason Master list prints a report of all the credit reasons that you have defined in your
system.
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To run, click on Reports, Accounts Receivable (A/R), Master Lists, Credit Reasons Master.

Control Professional

@ AR Credit Feason Master List

Prirker

Mame: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Copies
Murnber of Copies: -

w

Ok N [ Prewview ][ Cloze ]

5.4.11.3 Customer Classes Master

The Customer Classes Master list prints a report of all the Customer Classes that you have defined

in your system.

To run, click on Reports, Accounts Receivable (A/R), Master Lists, Customer Classes Master.

Control Professional

@ AR Custarmer Class M aster List

Printer

MName: Epson Stylus COLOR 900 ESC/P 2

[ ] Print To File

(]

Copies
Mumnber of Copies; =

[ Presview ][ Close ]

5.4.11.4 Customer Groups Master

The Customer Groups Master list prints a report of all the Customer Groups that you have defined

in your system.

To run, click on Reports, Accounts Receivable (A/R), Master Lists, Customer Groups Master.
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Control Professional

@ AR Customer Groups b azter List

Printer

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Copies
MNumber of Copies: -

w

[ Presview ][ Cloze ]

5.4.11.5 Internal Service Person Master

The Internal Service Person Master list prints a report of all the Internal Service Persons that you
have defined in your system.

To run, click on Reports, Accounts Receivable (A/R), Master Lists, Internal Service Persons.

Control Professional

(]

@ AR Intemal Service Perzon kM aster List

Printer

MName: Epson Stylus COLOR 900 ESC/P 2

[ ] Frint Ta File

Copies
MNumber of Copies: —

[ Presview ][ Close ]

5.4.11.6 Salesperson Master

The Salesperson Master list prints a report of all the salespersons that you have entered into your

system.
It can be run for a salesperson range and shows their sales month-to-date and year-to-date.

To run, click on Reports, Accounts Receivable (A/R), Master Lists, Salesperson Master.
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Control Professional |£|
@ AR Salesperson Master List E]
Frinter
MName: Epson Stylus COLOR 900 ESC/P 2
] Print To File
Fange
From Salespersor: |01 - Eric Keene b
ToSalesperson: | 0g - Mark dbrahams v
Copies
Murber of Copies: | 1 &
( Ok Presview ] [ Cloze ]

5.4.11.7 Term Codes Master

The Terms Code Master list prints a report of all the payment Term Codes that you have defined in
your system.

To run, click on Reports, Accounts Receivable (A/R), Master Lists, Term Codes Master.

Control Professional

@ AR Terms Maszter List

Printer

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Copies
Murnber of Copies: —

w

(]'3 L\\J [ Presiew ] [ Cloze ]

5.5  Freight Reports

5.5.1 Carrier Master

The Carrier Master list prints a report of all the Freight Carriers that you have defined in your system.

To run, click on Reports, Freight, Master Lists, Carrier Master.
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Control Professional

@ Freight Carrier Mazter List

Frinker

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Copies
MNumber of Copies: &

-

[ Ok Presview ] [ Cloze ]

5.5.2 Delivery Routes

The Delivery Routes master list prints a report of all the Delivery Routes that you have defined in
your system.

To run, click on Reports, Freight, Master Lists, Delivery Routes.

Control Professional

@ Freight Route kaster List

Printer

Mame:  Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

(]

Copies
Murnber of Copies: —

w

(]3 N [ Presview ][ Cloze ]

5.6 Inventory (INV) Reports

5.6.1 Free Stock

The Free Stock report prints a list of items and their free stock figures.

This is calculated from what you have on hand plus what you have on order with your suppliers, then
less any sales orders you have in your system.

It can be run for an item range, a warehouse, a product group range, etc.

To run, click on Reports, Inventory, Free Stock Report.
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5.6.2

5.6.3

Goods Received

The Goods Received report prints a list of all items that have been received into stock for the period
you enter.

It can be run for both a date range and an item range.

To run, click on Reports, Inventory, Goods Received.

Control Professional i|
@ [MY - Goods Received Repaort E]
Frinter
Name: Epson Stylus COLOR 900 ESC/P 2
[ Prirt Ta File
FRange
From Date: | 11/10/2003 « @
ToDate: |11M10/2003 «
[ From | |100000a Holden H5V WTIl RS Sedan 5.7 Litre B Spes
[ To | 200000 Super Gloss Polish - 500mI
Copies
Mumber of Copies: &
[ Ok [ Preview ] [ Cloze ]

Product Information Sheet

The Product Information Sheet is a printout of information for an item that you have entered into
your inventory database.

It prints the item description and code along with any images you have attached to the item.
Additionally, it includes any detailed product information you have made on the item's notes tab.

Itis an ideal way of quickly giving your potential customers a brochure on your products.

To run the report, open the Inventory Browser, highlight and then right-click on the item concerned.
From the popup menu, select Print, Product Information Sheet.
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Control Professional |£|
@ IMY - Product Information Sheet E]
Frirter
Name: Epson Stylus COLOR 300 ESC/P 2
[] Frint Ta File
Copies
Mumber of Copies: =
[ Ok Presview ] [ Cloze ]

5.6.4 Stock On Hand

The Stock On Hand Report prints a listing of all your items that you currently have stock of in your

inventory database.
It can be run for an item range, a selected warehouse, as well as a product group range.

To run, click on Reports, Inventory, Stock On Hand.

Control Professional |g|
@ INV - Stock On Hand Repart (]
Printer
Mame: Epson Stylus COLOR 900 ESC/P 2

] Print Ta File

Item Range

From | (100000 H5Y Wheels 18"

| Brute Cantainer CAN Lid 7Bl White

Options
W arehouze: | b ain " arehouze [01] W |
Fram Product Group: ||:|1 - Kitchenware v|
To Product Group: | 0PT4 - Alemative #4 v

[ ] Show Items Witk 'Mil' On Hand

Filter Rezults
(o Al lteme (Mo filker] @

) Consignment [tems Only Copies
3 Burn-0ut Items Only MNumber of Copies: |

[ Ok [ Fressiew ][ LCloze
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5.6.5 Stock Turns

The Stock Turns Report prints a listing of all your items how many times they turn over based on
current stock quantities and 12 months sales.

It can be run for an item range, a selected warehouse, as well as a product group range.
You can also set a filter to exclude items based on certain criteria.
This report can be run in either Detailed or Summary formats.

To run, click on Reports, Inventory, Stock Turns.

5.6.6 Stock Valuation

The Stock Valuation report prints a monetary valuation of all your items that you currently have stock

of in your inventory database.
It can be run for an item range, a selected warehouse, as well as a product group range.

To run, click on Reports, Inventory, Stock Valuation.

Control Professional

@ IMY - Stock Yaluation Bepart E]
Frinter
Mame: Epson Stylus COLOR 900 ESC/P 2
[ Print Ta File
[tem Range
From 1000002 Holden HSY WTIl B8 Sedan 5.7 Litre & Spee
| To | 200000 Super Gloss Polish - 500ml
Optionz
warehouse: | warehouse 01 (01) v |
From Product Group: | 01 - Praduct Group 01 b |
To Product Group: | 03 - Product Group 08 W |
[ ] Show [tems 'with il On Hand
Filter Results
(&3 &l lterns Mo filker]
") Consignment [tems Dnly Copies
whitken Down Ibems Only Murmber of Copies: ¥
L k. [ Fresig ] [ Cloze ]
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5.6.7
5.6.7.1

5.6.7.2

Master Lists
Item Master

The Item Master report prints a list of all your items that you have entered in your inventory

database.
It can be run for an item range as well as sorted by item code number or description.

To run, click on Reports, Inventory, Master Lists, Item Master List.

Control Professional

@ [MY - Item Master List [:]

Frinker
Mame: Epson Stylus COLOR 900 ESC/P 2
[ Piint Ta File

[tem Range

From 1000002 Haolden HSY WTIl B3 Sedan 5.7 Litre & Spee
| To | 200000 Super Gloss Polish - S00mI
Optionz Sart By

{®) Code Mumnber

Exclude Dizcantinued ltems
3 Item Description

Copies
MHurnber of Copies: —

( ] [ Frewiew ][ Cloze ]

Price Code Master

The Price Code Master list prints a report of all the Price Codes that you have defined in your
system.

To run, click on Reports, Inventory, Master Lists, Price Codes Master.
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Control Professional

@ INV Price Code Master List

Printer

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Print To File

Copies
Mumber of Copies: AT

w

L ()3 4\‘!} [ Presiew ] [ Cloze ]

5.6.7.3 Product Class Master

The Product Class Master list prints a report of all the Product Classes that you have entered in
your system.

To run, click on Reports, Inventory, Master Lists, Product Class Master.

Control Professional

@ INY Product Clazs Master List

Printer

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Frint Ta File

Copies
Mumber of Copies: —

[ Presview ][ Close ]

5.6.7.4 Product Group Master

The Product Group Master list prints a report of all the Product Groups that you have entered in
your system.

To run, click on Reports, Inventory, Master Lists, Product Group Master.
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Control Professional

@ INY Product Group b aster List

Printer

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Print To File

(]

Copies
MNumber of Copies: =

w

(]'3 L\\‘J [ Presiew ] [ Cloze ]

5.6.7.5 Tax Codes Master

The Tax Codes Master list prints a report of all the Tax Codes that you have defined in your system.

To run, click on Reports, Inventory, Master Lists, Tax Codes Master.

Control Professional

@ INY T ax Codes kaster List

Printer

Mame: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Copies
Murnber of Copies: —

w

(]3 %[ Presview ][ Cloze ]

5.6.7.6 Unit Of Measure Master

The Unit Of Measure Master list prints a report of all the Units of Measure that you have defined in
your system.

To run, click on Reports, Inventory, Master Lists, Unit of Measure Master.
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Control Professional

@ INY Unit Of Measure b aster List

Printer

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Copies

Mumber of Copies: | 1 A

-

Presiew ] [ Cloze ]

5.6.7.7 Warehouse Master

The Warehouse Master list prints a report of all the Warehouses that you have defined in your
system.

To run, click on Reports, Inventory, Master Lists, Warehouse Master.

Control Professional

@ INY "W arehousze Master List

Printer

MName: Epson Stylus COLOR 900 ESC/P 2

[ ] Frint Ta File

(]

Copies
MNumber of Copies: —

[ Presview ][ Close ]

5.6.7.8 Web Categories Master

The Web Categories Master list prints a report of all the Web Categories that you have defined in
your system.

To run, click on Reports, Inventory, Master Lists, Web Categories Master.
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Control Professional

@ INY “eb Cateqaories Master List

Printer

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Print Ta File

Copies
MNumber of Copies: =

w

[ Ok Presview ] [ Cloze ]

5.6.8 Backorders
5.6.8.1 Outstanding Backorder Report

The Outstanding Backorder Report prints a list of all the Backorders that you have in your system.
It sorts output by Vendor then by Customer, giving totals at in summary section. (Number of
backorders and $ value)

To run, click on Reports, Inventory, Backorders, Outstanding Backorder Report.

5.6.8.2 Backorders By A Vendor Report

The Backorders By A Vendor Report prints a list of all the Backorders that you have in your system

for a specified vendor.
It gives you totals in the summary section. (Number of backorders and $ value)

To run, click on Reports, Inventory, Backorders, Backorders By A Vendor Report.

5.6.8.3 Backorders By Salesperson Report

The Backorders By Salesperson Report prints a list of all the Backorders that you have in your
system for a specified salesperson range.
It gives you totals in the summary section. (Number of backorders and $ value)

To run, click on Reports, Inventory, Backorders, Backorders By Salesperson.

5.6.9 Price Lists
5.6.9.1 Contract Price List

The Contract Price List is a report showing any contract item prices that you have set for your

customers.

It shows by Customer, Item prices and includes the contract from/to dates as well as item costs and
gross profit percentages.

Any expired contract prices are highlighted in red print.

The report can be run for a selected customer range.

To run, click on Reports, Inventory, Price Lists, Contract Price List.
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Control Professional

@ AR - Contract Price List E]

Printer

Name: Epson Stylus COLOR 900 ESC/P 2

[ ] Frint Ta File

Customer Range

Fram 1A0000 Cazh Sales..

[ Tao ] Z£9999 Samples - Mizcellaneous

Expiry Ophtions Pnnt Options

Only thoze prices zet to Show Costs & GP
expire on ar before: -
Copiesz

A0/06/2005 ~ Mumber of Copies: | 1 |2

[ Ok |~ [ Preview ][ Cloze

You can also choose to print out only those contract prices that expire on or before a selected date.

Additionally, you can elect to hide costs and GP (this is a good option if you wish to give your clients
a copy of their prices)

5.6.9.2 Product Price and Image List

The Product Price and Image List prints a report of all your items with list pricing (0001) and
includes images if they have been attached with the items in your inventory database.
It can be run for an item range, a selected product group range, as well as other filtering options.

To run, click on Reports, Inventory, Price Lists, Product Price and Image List.
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Control Professional |£|
@ IM% - Product Price and Image List E]
Frinker
Mame: Epson Stylus COLOR 900 ESC/P 2
[ Print Ta File
[tem Range
From | | 700000 H5Y wheels 18"
[ To ||Z9999 Test Item - Do Mot Use
Optionz
Frarm Product Group: | 01 - Kitcherware w |
To Preduct Group: | 0pT4 - Altemative #4 v |
[ ] Show Discontinued ltems
Filter R ezults
(&) &l lterns Mo filker] @
(") Consignment [tems Dnly Copies
() wdritker Down lbems Only Murmber of Copies: *
[ Ok Presview ] [ Cloze ]

5.6.9.3 Specials Price List

The Specials Price List is a report showing any special item prices that you have set for your items.
It shows Item prices and includes the special valid from/to dates as well as item costs and gross profit
percentages.

Any expired special prices are highlighted in red print.

The report can be run for a selected item range.

To run, click on Reports, Inventory, Price Lists, Specials Price List.
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Control Professional 5|
@ INY Frice List - Specials ]
Printer
Name: Epson Stylus COLOR 900 ESC/P 2
[ Pyirt Ta File
Item K ange
From 100000 H5W \wWheels: 18"
To Z3933 Test tem - Do Mot Use
Expiry Ophtions Print Options
] Only thoze prices zet o Show Costs & GP
expire on or before:; .
Copies
I:I Murnber of Copies: ¥
( Ok [ Preview ] [ Claze ]
You can also choose to print out only those special prices that expire on or before a selected date.
Additionally, you can elect to hide costs and GP (this is a good option if you wish to give your clients
a copy of these specials)
5.7 Membership Reports
5.7.1 Club Master

The District Master lists the Clubs as set up in the master file — but does so after sorting them in the

following orders...
District, Region, Zone, Club Name

To Run: Reports, Memberships, Master Lists, Club Master

Options:

1. You will see that an option exists to select a District range. This is automatically determined at
runtime so that Multiple District is presented with all Districts available, whilst a single district only
has it's own.

2. AClub Range is available so that the report can be run for just a selected range of clubs. This is
also dynamically determined at runtime so that it is populated with Clubs that only belong to a
certain district.

3. The Club Types area gives you the option to include or exclude certain types of clubs (like Leos
for example). By default, all club types are checked. Another option enables the user to exclude
inactive clubs so that they do not appear on the report.
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5.7.2

5.7.3

5.7.4

5.7.5

5.7.6

District Master

The District Master list prints a report of all the Districts that you have defined in your system.

To run, click on Reports, Memberships, Master Lists, District Master.

Membership Deletions

The Membership Deletions Report prints a list of all the Members deleted during a time period for a
range of Districts & Clubs that you specify.

Members are sorted by District, then by Club.

The reasons for their deletion/dropping are also shown.

To run, click on Reports, Memberships, Membership Deletions.
Membership Master

Essentially this lists the Members of Clubs — but does so after sorting themin the following orders...
District, Club, Member Name

To Run: click on Reports, Memberships, Master Lists, Membership Master.

Options:

You will see that an option exists to select a District range. This is automatically determined at
runtime so that Multiple District is presented with all Districts available, whilst a single district
only has it's own

A Club Range is available so that the report can be run for just a selected range of clubs. This is
also dynamically determined at runtime so that it is populated with Clubs that only belong to a
certain district.

Another option enables the user to exclude inactive clubs so that they do not appear on the
report.

Running the report with the defaults as presented is generally sufficient

You can of course choose the "Do Not Post" option.

The "Without LCI Code" prints a list of members without an LCI code number

Membership List - Basic
The Membership List (Basic) prints a report of all the Members for a range of Districts & Clubs that

you specify.
Itis a simplified listing with an option to include member addresses if required.

To run, click on Reports, Memberships, Master Lists, Membership List (Basic).

PU101 Report

The PU101 Report prints a Club Officer Reporting Form for the selected range of districts.
It sorts the report by District, then Club.

To run, click on Reports, Memberships, PU101 Report
Generally, the defaults will be fine however an option exists for Multiple District Only where they can

run the report for a range of districts.
If required, you can change the destination printer by clicking on the Properties button.
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If you want to preview the report, click Preview.
To print the report, click OK.
5.8 Point Of Sale (POS) Reports
5.8.1 Sales Order Status
The Sales Order Status Report is a printout of all sales orders currently in the system.
In addition to the default Status setting of "All", you can filter the report to show only certain types of
order status (new, invoiced, etc).
Itis a handy report which, if run occasionally, can detect occurences where orders have been
shipped but not yet invoiced.
Order values are individually totalled and the report also accordingly provides a grand total of all
entries listed.
To run, click on Reports, Point Of Sale (POS), Sales Order Status.
Control Professional
@ FOS - Sales Order Status Report
Fririter
Mame:  Epson Stylus COLOR 900 ESCAP 2
] Print Ta File
Salez Order Statuz Copies
<ol V| MHumnber of Copies; -
[ Presiew ] [ Cloze ]
5.9 Viewing Saved Reports
5.9.1 Saved Reports

You can View reports that you have saved in the system by going to the Report Viewer.

£

You can also, fromthe File menu, select View Saved Reports
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Accounts Payvable (6P
Accounts Receivable (AR
Contacks

End OF Monkh (EOM)

Freight

General Ledger (GL)

Invenkary (INY

Jobs

Point OF Sale (PO3)

Isers Database  Chrl+sShift+U

Plugins

2

@ Wiew Saved Reparks . Chrl+in
[

Print Setup. ..

Ezxit Alt+-F4

A window similar to the following will then appear showing all the reports that you have saved.

180
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Control Professional

@ ControlPro Report Yiewer, !

Report Yiewer

Y'our current zaved reportz are shown belowe. Select the file you want to
wiew from the list box then click on the "iew' button,

Reparts shown are listed in date order.

Repart Mame File Size Date Time

Contral Prafessional pdf 1332364 12/09/2003 041722 PM
IMY - Itemn b aster List pdf k a f09/2003  08:12:70 Phd
Ficking 5lip 13927 01.RTF B160  23/07/2002 03:50:20 P
Job Carton Labels2 RTF 1024453 11/06/2002 07 30:44 Abd
Jaob Cartan Labels RTF 208690325 18/03/2002  02:30:52 P
There are 5 reports available. D | [ Close

To view a report, simply highlight it and click View.
Alternatively, double-clicking on the file will also open it.

If it is an rtf file, Microsoft Word will open and you will see the report.

If it is a pdf file and you have Adobe Acrobat Reader installed, it will display the file for you.

To delete a saved report, highlight it, then press the right mouse button - a popup menu will appear.

Click on Delete Files(s). The file will then be erased from your system.
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ControlPro Report Yiewer !

Report Yiewer

Y'our current zaved reportz are shown belowe. Select the file you want to
wiew from the list box then click on the "iew' button,

Reparts shown are listed in date order.

Repart Mame File Size  Date Time
Contral Prafessional pdf 1332364 12/09/2003 041722 PM
[MY - ltemn M azter List pdf B PO003 081210 Phd
Ficking 5lip 13927 01.RTF El Wigw File 2002 02:50:20 P
Job Carton Labels2 RTF == : 2002 07:30:44 Abd
Job Carton Labels R TF @ Delete Fies(s) Ql[znuz 02-30°52 PM
Fefresh Lisk
Select Al
Cancel
There are & reportz available. [ "WiEw | [ Cloze
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