1. Introduction

GTMain is an integrated business solution for yspmpany'’s sales, buying, and shipping,
warehouse, accounting and supporting departmeiiisla@ delivers strong features to facilitate
the management and control of users’ access andtses; internal and external documents, order

processing, stocks, accounting and inter-deparghaffairs.
Background

We have started to develop GoldTrade (standardovgrsince 1997 and have been successfully
implemented in trading, retail, manufacturing aetd/Ee business setups locally. In order to cope
with the advancement of software development aedtiange of needs of customers, we have
re-engineered and rewrite GoldTrade. We employatest development platform and the most

advanced technologies.

3-Tier Application Model implies more stable, more secure, and faster dpasafwork load is
shared among client, application and databasersg¢riess communication cost and requires less
bandwidth (remote sites using Internet access amefficiently), cheaper (do not need terminal
services licenses) implementation cost, increatealailability (remote offices can share online
database, instant monitoring of business activitigsmote offices), less cost to implement to
other system clients (e.g., Web/PDA), highly sciitgtand more flexible system expansion for

additional transactional loadings (e.g., additicaggblication servers).
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Smart Client Application gives faster overall system performance (than bated clients),
handles more complex business logics, more staldkw network environments, provides more

features like file upload / download, report previend export etc.

Features

Multi-Level branch concept

7 Branch Item Price

7 Branch User-Definable Document Layout

7 Branch Accounting Ledger A/C usage, Voucher usage

7 Branch Security to control Customer and respective Document access rights

| Consolidation of Accounting Reports, Sales, Purchase Reports and Stock Ledgers

User-Definable Document Layout

7| Sales Documents: Quotation, Sales Order, Delivery Note and Invoice

i Purchase Documents: Purchase Request, Purchase Order and Purchase Receive

12r| Accounting Vouchers and Reports: all pre-defined vouchers and User-definable
vouchers, Balance Sheet, Trial Balance, Profit and Loss A/C, Customer Statement,

Vendor Statement

127 Inheritable and overridable by sub-branch from its parent branch

User-Definable Accounting Voucher Type

7 Default Ledger A/Cs

A Limit to particular Branch

/ Limit to particular User-Group

Item Price Table

7 Limit Item Price for particular Currency

{ Limit Item Price for particular Item Unit

;| Limit Item Price for particular Branch

i Effective Date

Composition of Item Price from Cost, Handling Charge, Freight, Insurance, and

calculation from pre-defined GP%

4 Minimal Order Quantity and Incremental Order Quantity

Multiple Lingual

7 Unicode in all text fields

7| User can select UI language during sign-in

Automatic download of new version of GTMain client application




Document Repository

;| Sales Documents

Purchase Documents

/| Accounting Documents

Full Record update history

Currency Table

Bi-directional conversion

Effective Date

User-Definable Document Approval

7 Sales Documents

Purchase Documents

| Accounting Documents

Document without complete Approval will have limited action

Warehouse and Storage Location

Multiple Warehouses for each Branch

Multi-Level Storage Locations

S

Q

les Handling

7| Sales Item Queuing

Back-to-Back linkage from Sales Order Item to Purchase Order Item

Modifiable Bundle Quantity in Quotation and Sales Order

Enhanced Security

Database access is guarded by application server (end-user cannot access to database

| server directly and there is no system password stored remotely)

Database is not exposed to the Internet to avoid the possibility of unauthorized access

Data passing between client and server are protected by SSL encryption

User security control based on branch offices and item categories

7| Incomplete transaction (due to client or network interruption) would not be saved

Function Summary

System Data

Branch

Document Type and Serial Numbers

Document Prerequisite (Approvals)

i Currency

| Customer, Vendors




127 Item, Brand, Category, Unit

147 Chart of Accounts

127 Document Header & Footer

147 Business Area, Group

12| Project

127l Payment Term, Type, Shipment Term

127l Warehouse, Stock Type & Location

Sales Operations

127 Quotation

127 Sales Order

144 Invoice

Purchase Operations

i2f Purchase Request

147 Purchase Order

1%f Purchase Receive

Stock Operations

127 Cargo Acceptance

1“7 Cargo Delivery

12r| Cargo Transfer Acceptance

127l Cargo Transfer Delivery

12| Stock Queue

12| Stock Take

12f Stock Listing, Ledger

Accounting Operations

147 Sales Voucher

12| Purchase Voucher

147 General Voucher

14f Credit Note, Debit Note

127 Deposit, Prepayment

127 Receive and Payment

177 Custom define functions

i4¢ Customer Ledger

127 Vendor Ledger

125 Ledger List

i4¢ Trial Balance, Balance Sheet, Profit and Loss

Security

i< User, User Group




System Requirements

Client

Pentium 800MHz, 256MB RAM, 1GB HDD free, 1024x768 Display C2D, 2GB RAM,
1280x1024, 1440x900 above recommended)

Microsoft Windows 98, ME, 2000, XP, Vista, Windows 7 (XP or above recommended)

Microsoft .Net 2.0 (or above recommended)

Server (Hosting in your own company)

Pentium 800MHz, 512MB RAM, 5GB HDD free (C2Q, 4GB RAM or above

recommended)

Microsoft Windows 2003 Server or above, Microsoft SQL 2005 Server(Standard

version recommended )

12 Microsoft .Net 2.0 (or above recommended )




2.

Installation

GTMain run on .NET Framework Version 2.0. This fdahh must be installed
before installing GTMain application. The .NET Framork Version 2.0 (or above)
Redistributable can be downloaded from http://wwierosoft.com/net.

Visit GTMain website (http://www.gtmain.com/publisitm) and click the
“Install” button.

Lota Electroniciitd

GTMain

Name: GTMain
Version: 1.2.0.34

Publisher: Lota Electronic Ltd

Install

Lota Electronic Ltd Customer Support ::  ClickOnce and .NET Framework Resources




3. Starting

3.1

3.2

Login
Launch GTMain application by clicking Windows “Stabutton, select
“All Programs” and choose “Home” and then click “M&in”.

K14 Sign into GTMain | X]

GTMain Client

User ID

Password ok ok

Language Enalish hd
Profile Name DEMO . gtrmain.com -

Company &lias  DEMO

Server Address  DEMOL.GTMAIN,.COM

Port 1 2080 [ Slow Connection
Port 2 a0e1
‘ Remove Profile H 0K H Cancel (%) ‘

1.5.05

Enter User ID, Password and select interface lagguden the Sign in
windows appears. Create a Profile Name for youreseThe Server
Address, Port 1 and Port 2 are connection infolwnatthereas Comp Alias
is for security control purpose. These fields nhesfilled for the first time.
Check the Slow Connection (the system will compdega to and from the
server and client) if you are not connected usiAflL

User must be noted that a User ID can login tcsyiséem at a time. If the
same User ID has been used to login from anothantcthe User ID login
previously will be logout automatically.

Menus
Located at the top of the windows is the GT Toal Bhich is used to
navigate and manipulates between records of a list.



3.3

The buttons are namely (from left to right): refreadd, open, previous,
next, clone, save, delete, print, preview and duditsut. The name and the
keyboard short cut key (e.g. Ctrl and S) would i@ when the mouse
pointer is placed over the button.

& &5 nE . e R

| SavEEﬁ+_5ﬂ

Located at the left of the windows is the GT Merar Bhich holds all
GTMain functions. Users can only see the functitias the users have
rights to access. Clicking the Fnl to unlocked (floating) the GT Menu
Bar if the computer display is not big enough.

Functions

[ Shortout

4

L

(&l Recent Recard

4

nag System Setup

4

|7]  Table Maintenance

»

E Account summary

at] audit Trial

Customer Ledger
Custorner Statement
j':=;| Vendor Ledger

1 | “endor Statement
& Trial Balance

Ledger

~F Balance Sheet

4l Profit and Loss

= Cash Flow &nalysis

B pank Reconciliation

e

Account Operations ¥

(™ Sales Qperatians ¥
s Purchase Operations ¥
gl

Stock Operations ¥

e Utility ¥

b

Status Bar
The status at the bottom of the window shows (fleftnto right) the user,



database name, network status, server host nam®Bddin server and
client versions.

everet DEMO Idle demo.gtmain.com S5 1.2.0.4 C1.2.0.34



4. Security and Utility
Client Securities of GTMain are implemented throtigh use of User and User
Group controls. Whereas server securities (plezfee to sever installation) are
implemented through the use of white and blacklegfin suspension of
consecutive incorrect login attempts and compaiag @lode.

4.1

4.2

User < vser (Utility — User)

Create a User ID for each staff. To create a sgbect the “Utility Menu”,
click “User” button and press the “Ni&#7 button. Input user information
(except password and default branch). Click the/&&i button when
finished. During saving record, the password chamigelows would be
displayed. Input the password of current user {im@thewly created user,
for verification) and the password for the new user

SignInName | Reset Password |Disabled 4| Default Branch |First Name |Last Name |
= O

- 0
| Test Ol HKG Test Test

j user O CHM user user

Click the user just created (click the button at lgft). Select the “Default
Branch” for that user if necessary.

Associated User Group for Test

Set All Grant/Revoke

Security User Gro... | Granted
]
Sales [w]

Choose the “User Group” this user belongs to uttteefAssociated User
Group” window at the right. And click the “Sel&# button to save. Click
“Set All Grant/Revoke” to grant or revoke all righto or from all users.

User Grou, “a vser croun (Utility — User Group)
This provides a comprehensive permission accedsotdor all functions
of GTMain. There are several basic permission ctsfor each function,



4.3

4.4

namely Function (access to this function), Readd@ata under this
function), Create, Delete, and Grant Security (Mgm& right: Allow
Grant/Revoke security access of others).

=l Level 2: Bizhrea
7 TableMaint.BizArea Create
10 TableMaint Bizarea.Delete
1z TableMaint.Bizarea.DeRelate
31 TableMaint.Bizarea Function
152  TableMaint.Biztrea. GrantSecurity
= TableMaint.BizAres Read

Allow to create a new Branch

Allow to delete an existing Branch

Allow to delete the relation of Parent-Child Branchs.
Allow to launch Branch Module

Allow to Grant/Revoke security access rigth for Branc
Allow to read Branch

AN A

Find and check the “Allow” box to grant access titgha group. Use
multi-select (click the first row, press “Shift” keand then click the last row)
to select continuous security rights and click‘éhow” (or “Not Allow”)
button.

There are similar rights for user groups for ac¢@@tups and account
voucher template setups.

Granted Users for User-Group Manager

Set &l Grant/Revoke |

Sign-In Mame | Granted |First Name |Last Name

Test " [rest  |Test |
user O user user

On the right hand side of the window, check useterig to this group and
click “Saveld” to save.

Statistics B statistics (Utility — Statistics)

This provides an efficient way to compile a statistata and chart of the
major business activities including sales and paselperformances. Select
this function and choose the subject, documentslandment information
to be computed. Click “Next”, select business groupranch (if required)
and input date range and click “Next” again. Thgoréis divided into two
parts. The upper one is the statistic data antbther one is a chart. Click
“Chart Wizard” to change type of the chart. Clic2™to preview or click
“.Eh" to print or export to other format.

Record Update Histon/ ¥ Record Update History  (Utility —Record Update
History)

Every document update transaction (when is updated,updates and
what is updated) is recorded by the system. Usgrrataeve the history



through this record update history. Input the dearderia in the master
filter and click “Open” (or the open butto) to search specific (or all)
record. The record(s) match the search criterialdvbe displayed in the
result window. Click thel*]” to expand to see the detailed history.

Master Filter

Record Type Account =
| Date Time | User | Sign In Mame | Permission Name

1 2008/07/07 16:23:44 Everet Gan everet TableMaint.Account, Relate

Record ID 0O

Action Date  2008/07/01 ~

v Ta 2008/07/31 ~ o # | DB Table Mame | DB Tahle Column |Before change
] User »| 1 [Account] [AccountParentlD] 318
_| 2| [Account] [AccountParentlD]--=Name Current Assest
[ 3 [Accaunt] [version] 1015674
ol |
[ james 2 2008/07/07 16:23:50 Everet Gan everet TableMaint.Account Relate
d JurT 3 2008/07/22 00:05:07 Everet Gan everet TableMaint.Account, Update



5. System Setup
5.1 Branch ¢ eranch (System Setup»> Branch)
Branches are used in situations where differemdiras have different item
prices or currencies, different document layoud.(Bvoice format),
different sets of accounting data and differens sétsecurity controls. For
instance, user may create two branches, one fog Hong and one for
China.

Branches are of multi-level format. Select a palbeahch and then click the
“New” button. Input the branch name, code, defauttency and then click
“Save” button. After the branch has been savecs#ie sales and purchase
warehouses of that branch (the warehouse muselaged beforehand with
security set to this branch). Check which “User@procan access this
branch of the “Associated Security for branch” wvandat the right hand
side.

The branches can be moved from one parent to andtreg a branch and
drop it to other parents.

= China CHN RMB
. [Z+Hong Kang HKG HKD
. +Kowlgon KLM HKD
LT NT HKD

|
|
|
sl

There is a set of predefined report layouts. Nestated branch may not
have a report, user can edit the report. If thereireport layout for a
branch, the report layout of parent branch wilulsed. To edit a report
layout, select a branch, the report layout of brahch would be shown at
the bottom window. Click the “Edit” button and clsmowhether to create
the report layout based on parent’s report layout.

]

‘“?r} WOE3E Do vou want to create the Report Layout Quotation of Branch Hong Kong lsland base on the Parent's?

Yes | Mo | Cancel |

=
Edit the report layout and click “Ses=v=" in the edit panel to save. And
click “Saveld” button in GT tool bar. Edit all necessary redaxtouts for

this branch.



5.2

5.3

Q)= A EGR
> \ Report Designer || Print Previsw HTML Yiew Appearance
L =] / o RN @ = A [EE e S| R || &
L] & & & (10 e A aEEE eenE TEEE @ Q @ | M
MewReport Open:,. Save | Cub  Copy Unda 9 # |B|r|U||=|=|==|||0]|s0|al S ] ]y | ZoomOut Zoom ZoomIn | Windows

Font Alignment | Layout

Il BarCods.
| ) hart
Iv] Checksox

Electronic Limited
E F OH RO 3

1] e
L PictureBox
| 2] RichText

1Z) shape

[5] Subreport
7 Table

(Narme) xtraReportl =
BackColor [] Transparent
Bands (Collection)
eorderColor [l ControiText
Barders Hone
Borderwidth 1
Dataddapter |(none) il

Launch Wizard for this report

Bands
‘Gets the collection of bands
contained in a report.,

streRiepoit] { Papeiind A4 } Zoom Factor, 100%

L

Document Type and Seri¢[* Document Type and Serial - (System Setup-
Document Type and Serial)

The document number is user definable. For instaheedocument prefix
and the serial number sequence format. Change¢fiz pnd serial roll
code and “Save”.

| Document Type |Doc Type  |Prefix | Serial Roll Code |
=

E - Quotation Q A

|| - Sales Order 50 B

| | - Invoice MW 2,

|| - Purchase Request PR &

ol - Purchase Order PO &,

| | - Purchase Receive PRM &,

ol - Cargo Accepted Note CaM g

| | - Cargo Delivery Note CDMN A

The prefix and numbers which have been used waikhbwn on the
window on the right when a document type is setkcte

Account Setup'" account A/C Setup - (System Setup> Account Setup)

Chart of accounts is defined in this section. Tihartof accounts support
multiple level accounts. There are two types ofasoith the (tree like) chart
of accounts, namely, grouping and accounts. Grgupade is used to hold
accounts of the group as well as other sub-grdbglect the account group
and then click 5#” (either in the GT tool bar or right-click mousatton) to
add an account under that group. Input the “A/CeCotAccount” (account
name), select the “Base Type” and default curreGbyeck the “For



5.4

Grouping” checkbox if it is (not an actual accownged for grouping
purpose. Check “Allow Sub Ledger” if customer onder is to be
associated with this account. Check “P/L A/C” iistccount is the current
year profit and loss account.

Save the account and select it again to set thregusep security on the
window on the right. Besides, user must select wbianches and which
vouches this account can be used.

Associated Security for AE

| Set all Read f Update |

|8/ Code | feaut | Base T...| For Grouping | allow = | (|| Security Group | allow Read | allow Update
| = all Account

O

_| L Current Liability Liability [wl Manager vl vl
> AE aAccured Expense Liability O Sales O O
|| AP Account Payables Liahility O
j CD Customer Deposit Liability O

I - DCA  Director C/a Liahility vl
j e GET General Sales Tax (... Liahility O

| Zca Current Assest Asset vl
[ AR Account Receivables Asset Od
j ;I BAMEK Bank Accounts Asset vl
\ [ | 0
AE is applicable for Branch AE is applicable for Voucher
M China [ Credit Mate Voucher
¥l Hong Kang [ Debit Note Youcher

[] Deposit Youcher

® General Woucher
[ Payment Youcher
[ Prepayment Youcher
[J Purchase Youcher
[ Receive voucher

[ sales Woucher

User may drag an account (or whole group) and driopother position of
the account chart (must of the same “Base Type”).

To remote an existing account, make sure the a¢dmsnot been used in
any voucher, select the account and cli#? ‘button (either in the GT tool
bar or right-click mouse button) to remove.

Warehouse® ‘warehouse  (System Setup> Warehouse)

Click the ‘5#” to add a new warehouse (#” button to remove an existing
warehouse. The “Handle by Branch” specifies whiséra have rights to
handle this branch (defined in “TableBranch”), that is, to access or
modify stock of this warehouse.



5.5

5.6

| warehouse |\Warehouse Description | Type [code |Handle by Branch
b=k 2l

| Hong Kong  Hong Kong Production Line LOTA Hohg Kong
| RE Warehouse D5 China
| iae FEEGLAAE Warehouse HE Hong Kong

Before doing a stock take of a warehouse, the vearshmust be “Locked”
(Therefore, no transactions can be done). And #trba unlocked
afterwards.

[Locked|
[l
vl
O

Stock Location @ stock Location (System Setup-Stock Location)

User can create multiple stock locations. Click‘t5## to add a new stock
location or ‘®” button to remove an existing stock location. Usan lock a
particular stock location by clicking the “lock” ebk box. All transactions

concerning that location will be prohibited.

[Type [code  |In warehouse |Stock Location
M =+ hd all
|+ Roaom L1 DG Level 1

=+Room L2 DG Level 2

|

| L2R1 oG Level 2 Rack 1
| -Rack L2RZ DG Level 2 Rack 2
| % Room R1 LOTA Store Room

Stock Location Type® stock Location Type - (System Setup»>Stock Location
Type)

Click the “5#” to add a new stock location type (" button to remove an
existing stock location type.



6. Table Maintenance
6.1 Document Prerequisit "' becument Prerequisite  (Tgable— Document
Prerequisite)
User can create as many document approvals ascheglaek “New”
button to create an approval, select the correspgrabcument and choose
which group(s) are allowed.

For instance, an invoice approval required manggsip to approve. When
an invoice is created by a group other than man#geinvoices would

have a status of non-approved and cannot be pextésther. Manager
group user must login and check the approve buttdine invoice in order

to proceed further operation. The approval butsoin the second page (tag)
of a document. User may click to approve or tickiago remove the
approval.

Approval Status | Prerequisite | Approved | By | Date/Time |

Invoice Approval Everet Gan 2008/06/07 10:36:37

6.2 Currency & curency  (Table— Currency)
Currency effective date and bi-direction converaoaimplemented. Click
“New” button to create a currency. Input currenoge and name and click
“k” to save. Select a currency (uncheck the “shoatysand click ‘*” to
input (or “=” to remove) currency exchange rates for the cayréa other

currencies.
Currency Conversion HKD
[ show &s At

|To Currency|  Effective | Type |Factar |

2008703715 IUse Conversion Factar 0.081930

|EUR 2008/05,/01 IUse Conversion Factor 0.02z000
_|RME. 2008/03/01 IUse Conversion Factor 0.910000
_ITST 2008/05/29 IJze Conversion Factar 0.500000
_|USD 2008,/03/01 lJse Conversion Factor 0.128000

The currency exchange rate of any document (elg€s sader) created
would follow the exchange rate defined within tleetigular date specified.

6.3 Customer & customer  (Table— Customer)
Customer function menu is used to create or editstomer. Click 5=” and
input all relevant information and clicl&” to create a customer. Contact
can be added by clicking th *” and remove by clicking the=" button



(in first tag of customer). Double click a contaxibpen the contact edit
window. Check the “Default Contact” check box t@aobge to default.

_ 2 Business Terms | 3 Remark | 4 Repository |

Department Contact
[Record 1of1 + -
SIS a
» | Accounts 1 @
| Distribution Title: Mrs
|Genera| First Mame: Sammy
Last Name: Chan
Purchase Position:
|sales Phone 1:
|Warehouse Phone 2:
Phone 3:
Phone 4:
Internet 1:
Internet 2:

Business Terms can be input in the second tab. ¢dseset the month end
day for AMS payment type.

Price Type
Currency

Cut Off Day

Credit Limit

Payment Term

Payment Type

1 Contact 2 Rermark | 4 Repository |

AMS5+30
CoD

Shiprment Term FOR

Retailer hd
HED b
[o

[w] &t Month End
30000.000000

Min Order Amount 0

Remarks and customer business interests can beimihe third tab.

1 Contact| 2 Business Terms _ 4 Repository |

Interest

Remark

[ Distributars
[ Electronic Manufacturing
vl Hardware

W Mould Making

[l Plastic Components
[ Shops

[ Software

wery Good Payment Recaord

Ship Mark  =<HOMG KOMG=

Non standard information can be saved in the Reggdjin fourth tab). It
can hold any type of documents including PDF, ekneaecutables, etc.

Click the “*” to add and —"” to remove.



1 Contact| 2 Business Terms| 3 Remark

Repository Listing

#1 (a
Status:
Mame: Customer BR

Description: Business Registrat...

File Mame: LOTA_BR.PDF

Size: 452.9 KB
Preview: Mo image data
#z ()
Status:
Mame: E-rnail

Description: E-mail
File Marme: Quotation.eml
Size: 2.8 mMB
Praview: Mo image data

The department(s) which can access this documerteadited by
clicking the corresponding department at the lethe window. Click '&”

(of GT Tool bar) to save changes.

Marme

Customer Web Site

Description

bmp file =]
W Sales

& Purchases

vl Logistics

[ Accounts

[ Managements
[l Productions
[] Engineering
[1 Others

Size

By

By

LOTA

ELECTRONIC LTD

File Mame lotanet bmp

422.9 KB

Created 04/04/2008 4:06 PM

Everet Gan

Modified |04/04/2008 4:08 PM

‘Everet Gan

Browse
Erase

Save As

Open

6.4 Customer Listing &' Customer Listing  (Taple— Customer Listing)

Customer list is used to search customer(s) fractstomer database.
Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) customers from custodatabase.




User can limit the number of data retrieve (to sawe in remote
connections) in the advance option. Customerdigort layout can also be
defined here. Click thes® Add New Layout” will save the current layout.
Select the Layout and click Use Selected Layout” to retrieve data in
format defined in the layout.

Advance
Batch
® By Batch
O Retrieve All
Size 2000
Layout
Use Default | | 7 |

Search result is displayed on the right of thedefilter. Click the =
button to open a particular customer.

Fesult

| alias | Other Name

-

| 2 o FRRESHRAT

| 3hmd o B AR ARAT
_I 4/lota == Lota Electronic Limited | EBiEEFHIELE
| 5sump s PRSEERSIS IR A

The listing layout can be modified by left-clickirigort) or right-clicking
(column headings (group, sort, size) functions) esilymn headings. To
delete a column, drag the title of the column ®ghd area.

| other Mame | area | Price Type |Remark

l# & |alias [ Mame

Right-clicking column heading would pop-up a fuoatiscreen.



6.5

6.6

6.7

zl Sort Ascending
a+ Sort Descending
Clear Sarting

=, Group By Thizs Colurmn

Group By Box

1 Column Chooser
—| BestFit

(¢ Clear Filter
+ Filter Editor

Best Fit [all columnsz]

To calculate Max, Min, Sum and Count of all theniein the list, right click
the bottom bar of the result window and selectftimetion.

Vendor & vendor  (Table— Vendor)

Vendor function menu is used to create or editradee Click “New” and
input all relevant information and click “Save” ¢ceate a vendor. Contact
can be added by clicking th *” and remove by clicking the=" button.
Double click a contact to open the contact editdoin. Check the “Default
Contact” check box to change to default.

Functions of vendor are the same as that of cust(meter to the above
customer section).

Vendor Listing & vender Listing  (Table— Vendor Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) vendor from customatabase.

Functions of vendor Listing are the same as thatisfomer listing (refer to
the above customer section).

Business Are®) Business &rea (Table— Business Area)

Add business area using this function. The busiaess can be used in
customer and vendor contacts. Areas can be addelitking the ‘5" and
remove by clicking the®” button. If an area has been used in a customer
or vendor record, the area cannot be deleted.



6.8

6.9

6.10

|area | &rea Description
L=t
= Hong Kong Haong Kong
| ~Kowloon Kowloon
| ewT NT
_| RPC
= Singapore
M L Taiwan

Business Grouf# Business Group  (Table— Business Group)

Add business group using this function. The busimggeup can be used in
customer and vendor records. Groups can be addelitking the ‘#” and
remove by clicking the®” button. If a business group has been used in a
customer or vendor record, the business group ¢doendeleted.

[Group
L=
| China Group
| i~ Hong Kong Group
Owerseas Group
Software Group
Plastic Group
i Metal Group

Business Payment Teri" Business Payment Term  (Table— Business Payment
Term)

Different types of payment terms can be created.l#S stands for after
monthly statement and the pay day (mature datevoiige) is the number
of days after the invoice date (or after the maarttd of a customer).
Payment terms can be added by clicking 15# ‘and remove by clicking
the “&” button. If a payment term has been used in aoowest or vendor
record, the payment term cannot be deleted.

|Payment Term |Payment Term Description [Use aMS  |[Pay Day
L= O
| - 14 Days 14 Days O 14
|~ 30Days 30 Days O 30
= - 45 Days 45 Days O 45
_| - SODER S50% Deposit, S0% Balance COD ] ]
= -7 Days 7 Days O 7
= -~ 90 Days 90 Days O a0
| - AMS Monthly vl o
_| - M5+ 30 30 Days after Monthly Statement vl a0
= - COD Cash On Delivery O o
_| - Prepayment Prepayment ] u]

Business Payment Typ£a Business Paymert Type  (Table— Business Payment
Type)



Add business payment type using this function. jéagment type can be
used in customer and vendor records. Payment tgrebe added by
clicking the ‘52" and remove by clicking the®” button. If a payment type
has been used in a customer or vendor record ayragnt type cannot be

deleted.
| Payment Type |Payment Type Description
! =
| bcoD Cash On Delivery
j LC Letter of Credit
|| “p.0. Cheque Post Date Chegue

6.11 Business Shipment Te - Business shipment Term  (Table— Business
Shipment Term)
Add business shipment term using this functionpBigint terms can be
added by clicking thes*” and remove by clicking the#” button. If a
shipment term has been used in a customer or veadord, the shipment
term cannot be deleted.

| Shipment Term [ Shipment Term Description
g |
I Cost Insurance and Freight
| -Foe Free On Board
_| Local Delivery Local Delivery
|| i Pickup Self Pickup

6.12 Business Interes ¥ eusiness Interest  (Table— Business Interest)
This function provides a way to record customergriests or nature of
businesses. User can retrieve customers who htereshon a particular
product line. Business interest can be added biinlj the ‘5= ” and
remove by clicking the®” button. If a business interest has been used in a
customer or vendor record, the business interestatdbe deleted.

EEE=EEs 20

|Interest
Al
Computer Hardware
b~ Computer Software
- ISP
- b e
o FTEM AR #Edh
-~ FTENHE
- BT

6.13 Project @ Proiect  (Table— Project)
In order to calculate the profit for a particulaoject, users can create



6.14

6.15

projects. Projects can also be used to sum valuas entity. For instance:
fixed asset book value and staff salary. Projestsbe added by clicking the
“&#” and remove by clicking the®” button. User group access rights (on
the right window) must be defined when a projec been created.

Associated Security for FOD02

Action Select an Action ~

Set all Read / Update

=
£
2
=3
3
o
<

| Project: | Project Description | Branch
| =

Security Group
Accounting Group
Admin Departrent
Manager Group

+ Construction Site & Kowloon Bay HkG
=~ Construckion Site B Hong Kong Island HKG

[
ooooo
mlimlESlks

wed Asset HKG Sales Group
-FOO01 HkG Shipping Group
I} FOOOz HKG -
| | Fixed Asset Subtotal
7| ong kong School 2008 Hong Kong School 2008 HKG w]
j i~ Hong Kong School 2009 Hong Kong School 2009 HKG O
| Multimedia Lab, A Multimedia Lab. A HKG O
j & salary HKG m]
|

| Total|

To create a voucher, select the project (by cligkire left most buttons) and
select the “Action” (at the top). A voucher will besated according to the
voucher template (setup in System Setup) with tbgept name filled in the
voucher automatically.

Business Header Foot(— Business Header Footer  (Table— Business Header
Footer)

Header and Footer statement can be defined heeseTgredefined texts
can save time in typing recurrent text in documentsh as invoice. Header
and footer can be added by clicking tI%#™and remove by clicking the
“&” button. Check the appropriate check box if tr#esnent is going to be
used in that documents.

|Header and Footer |Content | |Header |Footer |Sales Doc |Production DoclPurchase Doc |Service Doc |Stock Doc |

| =k * = = =] = =] =] =]
M| - Delivery Notice T 1:00 - 2:00 FEHE v [} vl vl [} vl m} O
I} Invoice BE, EEELE h¢ v [~ ] vl 7 ] 7

ltem Tiem (Table— ltem)

Input an item code to view or edit an item or clibk “#” button and
select item “Type” and then input (and select) igtails to create a new
item. Code 1 and Code 2 must be unique. Code tisrmal and can be
blank.

Item Type Descriptions

Item Ordinary stock item

Service Non stock item, sales or purchase willmioius or

| allow Read | Allow Update

oogm




add stock amount

Semi-Finished Work in progress items, hold billsvadterials
Finished Finished items, hold bills of materials

Bundle Bundle item contains lists of other (ordijatems.
The bundle item code and description will be
shown in sales documents (Quotation, SO, invo|ce)
but the actual items deducted from stock are the
items under the bundle item list.

Code 1 DD14 ¥l For Sales [J Locked

Code 2 DD14 vl For Purchase

Type Item - IO Do0147 [ For Production

,ﬁg. Matris| 4. Price| 5. Remark and Packing| 6. Repository |

Category Driver -

Unit Pc -

Brand MO BRAND A

UpcC

Sales Description Purchase Description [] Same as Sales

1.44 MBE Floppy Driver = 1.44 MB Floppy Driver =
B [ |

Different prices (of different units and currengiean be defined in the
price tag. Different branches can have differerdgs (of different
currencies). An item cannot be used in any saleardents, if there is no
price (with an effective date) defined for an itdfrthere are more than one
price defined for an item (but with different effee dates), the price used
in sales document would be the one with closestetffe date and sales
document date.

Select “Bundle” under the item “Type” to createumbled item. Tag
number 3 will be displayed.

1, Description| 2. Matrix-i. Price | 5. Remark and Packing| 6. Repositary |

+ = 2 v %

| status | Code | Oty | LInit |Code 2 | 5ales Description

b DD14 2 Pc DOo14 1.44 MB Floppy Driver
| HD320G7-5EA 1 Pc HD320G7-5E4 Seagate 320GE 7200RPM Sa..,
| KBP-LOG 1 Pc KRP-LOG Logitech 104 PS2 kKeyboard




Click “ * " button to add items (code, quantity) under thisdie item.

Check the “Warehouse Queue” to enable the itenutanpo a queue when
creating sales orders. The customers who placabtts srder would have
the higher priority to receive the items (in cagstock shortage).

1. Description | 2, Matrix| 4. Price _ 6. Repository |

Remark

To be phased out soon.
TERETRETH

Warehouse Quels

[w] Use Packing

Inner Qty 1
Cuter Qty 20
Metri
b &, m3, ka
Qin, ft3, Ib

Length 30
* width 15
* Height =]
= Dimension 0.004
Met weight 15
Gross Weight 16

Packing

Unit  pg

unit  pe

Inner Ship Mark

LOTA

Quter Ship Mark
Hong Kong

Information about an item of different file formadn be saved in the

repository.

2, Matrix| 4. Price| 5, Remark and Packing |

(Customize

#1

Status:

Marne: 1 44MBE Floppy
Description: 1 44MB Floppy
File Marme: 1_44fdd.jpg
Size: 35KB

Freview:
—

Name

1.44MB Floppy
Description
1.44MB Floppy

bl Sales

I Purchases

Il Logistics

Wl Accounts

Wl Managements
i Productions
Wl Engineering
[l Others

6.16 Item Listing # ItemListing (Table— Item Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button ) to search specific (or all) items from item datsd.

Browse

Erase

Save As

BlEE

Open

1. Description| 2. Matrix-j Remark and Packing| 6. Repositary |
[ Show As At | Set Price for all Branch |
|status | unit | Branch | Effective | 3 | GsTe | Cost | Insurance | Freight | Total Cost
» Pc China 2008/01/01 RMB 10.00 58 u] u] 58
| Pe Hong Kong 2008/01/01 HKD 0 54 0 0 54
| Pe Hong Kong 2008/06/16 HKD 0 56 0 0 s6



User can limit the number of data retrieve (to sawe in remote
connections) in the advance option. Customerdigort layout can also be
defined here.

Advance
Batch
®By Batch
O Retrieve All
Size 2000
Layout

Sales Department

Use Default |

&=

JEE

The items match the search criteria would be dygulan the result
window.

Result

|Code 2

|categary |Brand |sales

b T} D v
_| 2 CBPUSBG CBRPUSBG Item Cable MO BRAND vl
_| 3 DD14 = DD14 Item Driver MO BRAND vl
_| 4 HO320G7-5EA = HD3Z20G7-SEA Item Driver Seagate vl
_I 5 HDEO0G7-SEA = HDEOG7-5EA Item Driver Seagate vl
j 6 KBP-LOG e KBP-LOG Item Keyboard & ... Logitech vl

Click the ‘= button to open an item. Right click the bottont faf the
result window) to calculate the max, min and caafrthe result.

6.17 Item Brand 7 temerand  (Table— Item Brand)
Click the “5#” to add a new brand o#” button to remove an existing

brand.
[ eem Brand |
|Brand |Brand Description
HEXT |
| amp AMP
| nsus AsUS
| Buffalo Buffalo
| IeM (=1
| bIntsl Intel

User may not remove a brand if it has been usé&enm(s) and an error



E0685 would be displayed.

Item Brand 3

6 E0BE5 Cannot delete thiz Item Brand, it has been associated with an [bem.

6.18 Item Category!:: item category (Table— Item Category)
Use item category to classify items if there alet®f items. Item
categories can also be used to classify differemifgs of users. Click the
“&F” to add a new category o#” button to remove an existing category.
Check the user group(s) security setting for agrate

Associated Security for Cable
| Categary &|Category Description  |GST% |Dealer GP % |Reseller GP % |Retailer GP % |Type 4 G |||l Security Group | &llaw Re...| Allow Up...
| = all Account
E i Cable Cable a o a 30.000 a Manager vl vl
L card Interface Card i i o 20.000 i Sales ] b
| Case & Power Supply Case & Power Supply 0 o 1] 20.000 o
o ey cpU 0 0 1] 10.000 0
| Driver Driver i i o 15.000 i
| General General 0 0 i 15.000 0
J i Keyboard & Mouse Keyboard & Mouse u] o a 15.000 a
| - Network Accessories Metwork Accessaries 0 o] a 30.000 o

User may input a standard GP% and GST% of a categfiren creating an
item, the GP% and GST% would be copied from thegzaty.

6.19 Item Unit [ tem unit (Table— Item Unit)
Click the ‘5#” to add a new item unit 01$8” button to remove an existing
item unit. Select a unit and edit the “Unit Convens on the right window
if necessary. For instance, one dozen is twelveegie

Lnit Conversion Dozen

To Unit [Type

Box Use Conversion Factor

M Lse Conversion Factor u]

M Use Conversion Factor a
u]
u]

[Unit | Unit Description

[ = all
L b Box (10007
i Centimeter

Pc Use Conversion Factor 12.00000
Set Use Conversion Factor

(4



7. Sales Operations

7.1

Quotation [t quetation  (Sales Operations> Quotation)

Click the “5#” to add a new quotation or input a quotation nunayel click
“Open” to retrieve a quotation. There are 5 tags quotation namely
“Contact, Dates”, “Business Terms”, “ltems”, “Headeooter, Remark”
and “Repository” to hold different information ofg@otation. Click the tags
and fill in relevant information.

Under the “Contact, Dates” tag, input a customiasalor part of it or just
left it blank) in the “To” field and click the sear button [=”. Select a
customer from the list. All customer informationliviae fetched from
customer database and fill up automatically. Thermation can be
changed as needed and the changed informatiobevélved (the changes
will not affect the original customer databasedhis quotation only. If text
is input in the “Supplement” field, that text wide printed in quotation
printout instead of the delivery date. For instartice delivery will be one
month after your confirmation.

Under the “Business Terms” tag, select and inpattéihms of this quotation.
If a “Document Prerequisite” has been defined footgtion, user has to
review the approval status. The “approved” buttalhbve checked
automatically if the creator has quotation appraigiit. But the “approved”
button will remain uncheck if the creator does mae approval right. A
user with approval right has to verify the quotatamd check the
“approved” button later (or the quotation cannopbeceded further). User
may enter deposit(s) requested in under this tag.

1. Cortact, Dates_g. Items| 4. Header, Footer, Remark | 5. Repositary |

Payment Term CCD =
Payment Type Chegue I
Shiprment Term Local Delivery b
Currency HED =

Local Currency HED 7

Ex Fate 1

Approval Status | Prerequisite | Approved | By

Quotation Approval (]}




The major portion of quotation is the “ltems”. &ithe “* " to insert items
to quotation. User may input items (code, quaratitgl price) in the grid and
use “tab” key or mouse to navigate.

|Status| = | # | Group |Code |Ref code  |Sales Description | gty | Unit | MetPrice| Sub Total |
ez 1 HD320G7-5EA Seagate 320GB 7200RPM 1Pc 700 Foo
] 2 HDE0G7-5EA Seagate 80GE ATA HDD 2 Pc 450 =lulu}
»| 3 0 ]

User may use a separate item input window to intpat and detailed

information by clicking the =" key.

add Item

’ia. Bundled Item| C. Packing| D. Schedule |

# 4 [ Locked Dot CUrrency HKD =
Code DD14 = [ Cancelled Unit Cost 56
Code 2 Do14 List Price 56
Ref Code Unit Pc v+ Euxtra % 0.00
Qky 1 Unit Price 56
Min Qty/Inc i} i} - Disc % 0.00
Description Wi (= 56
1.44 MB Floppy Driver j Item Sub Total 36
GST % 0.00
Unit GST u]
Remark j GST Sub Total o
=] Sub Total 56
Unit GP % 0.00
T Unit GP 0
Group ~  GP Sub Total 0

| &pply and Mest (C) | |Applv (8 ||Cancel (X)|

Overall “Discount”, “Handling” and “Adjustment” dhis quotation can be
input at the bottom of the “ltems” tag.

Predefined “Header” and “Footer” can be selectetthén*Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but not printed.

User can save all relevant information relatechts ¢uotation which cannot
be input in previous tag, such as e-mail, PDF, \Masatel or image files.
Click the “* " under the “Repository” tag to insert file to gatibn. Check
the departments which can read this file. Thexertsally no limit on the
number of file attached in the repository database.



7.2

Repository Listing

Mame
#1

seagate Hdd Browse
Status: o TREan
Mame: seagate Hdd SRR E
Description: seagate Hdd seagate Hdd = -
File Name:  hdd gif m
Size: 8.1 KB -
Preview:  [] | Cpen

-
#2 ¥ Sales File Mame hdd.gif

Status: .
Mame: Product Spec. b Purchases =IEE it kE
Description: Product Specifig i Lagistics Created 04/07/2008 6:13 PM
File Mame: hdd_data_sheet
Size: 195.6 KB b Accounts By Everst Gan
Freview:  moimage data | [ Managements Modified

Il Productions By

¥l Engineering

q ¥
|

Click the “Savi&” button when finished. And click 2" to preview the
quotation or click & to print.

Click the “Clon¢m” button to copy whole content of this quotatiortiie
same or another customer.

If a quotation has confirmed, chec" to convert this quotation
to Sales Order.

Quotation Listing ] quatation Listing  (Sales Operations» Quotation Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button ) to search specific (or all) quotation(s).

User can limit the number of data retrieve (to dawe in remote
connections) in the advance option. Quotatiorréipbrt layout can also be
defined here.



7.3

Advance

Batch

® By Batch
O Retrieve All

Size 2000

Layout

Use Default | |
[ ]

The quotation(s) match the search criteria wouldibplayed in the result
window. Click the k=" button to open a quotation and us@ 2 at the top
to navigate among the list.

User may check “Show Item” to expand the quotasiptd list all items in
the quotation(s), check “Show Price” to list thepr check “Show Cost” to
list the cost and etc.

Sales Ordelfll sales order  (Sales Operations>Sales Order)

Click the “*” to add a new sales order or input a sales ordether and
click “Open” to retrieve a sales order. There atads in a sales order
namely “Contact, Dates”, “Business Terms”, “ltem$ieader, Footer,
Remark” and “Repository” to hold different infornat of a sales order.
Click the tags and fill in relevant information.

Under the “Contact, Dates” tag, input a customiasalor part of it or just
left it blank) in the “To” field and click the sear button [=”. Select a
customer from the list. All customer informationliviae fetched from
customer database and fill up automatically. Thermation can be
changed as needed and the changed informatiobeviaved (the changes
will not affect the original customer databasedhis sales order only. If text
is input in the “Supplement” field, that text wile printed in sales order
printout instead of the delivery date.

Under the “Business Terms” tag, select and inpaitéinms of this sales



order. If a “Document Prerequisite” has been defifoe sales order, user
has to review the approval status. The “approverdton will be checked
automatically if the creator has sales order apgroght. But the
“approved” button will remain uncheck if the creatimes not have
approval right. A user with approval right has &ify the sales order and
check the “approved” button later. User may enggrasit(s) requested in
under this tag.

The major portion of sales order is the “ltems’ic€lthe “* " to insert
items to sales order. User may input items (codantity and price) in the
grid and use “tab” key or mouse to navigate.

|Status| = | # | Group |Code |Ref code  |Sales Description | gty | Unit | MetPrice| Sub Total |
ez 1 HD320G7-5EA Seagate 320GB 7200RPM 1Pc 700 Foo
] 2 HDE0G7-5EA Seagate 80GE ATA HDD 2 Pc 450 =lulu}
»| 3 0 ]
H £ ” H H
Click the to see and change the quantity of items bundiettua
bundled item.
|Status | = \ # | Group \Code |Ref Code |Sa|es Description | Oty \ Uit
»|= 1 TEL-O01 TELERPHOMNE MODEL 01 2 Pc
of # | Code |Sales Description | Gty fBundle | Unit | Sub Total Oty | O/SPK | OfSDEL |
b1 DD14 1.44 MB Floppy Driver 2 Pc 4 4
| 2 HD320G7-5EA Seagate 320GE 7200RPM 1 Pc 2 2 2
| 3 KBP-LOG Logitech 104 PS2 Keyhoard 1 P 2 2 2
| = |
dl

User may use a separate item input window to intpat and detailed
information (bundled item, packing and schedulektia back) by clicking

the ‘=" key.

iﬂ‘ Bundled Item| C. Packing| D. Schedule, Back To Back |
# 1 [JLocked Doc Currency HKD = Est Stock Cost
Code DD14 [ Cancelled Unit: Cost 56 56
Code 2 DD14 i fH Hong Kong hd List Price 56
Ref Code Unit Pc - + Extra % 0.00
Qty 1 /5 PK 1 Unit Price 56
Min Qty/Inc a 0 /5 DEL 1 - Disc % 0.00
Description 05 INV 1 Unit Net 56
1.44 MB Floppy Driver =] 1tem Sub Total 56
G5T % 0.00
J Unit GST o
1]
Remark GST Sub Total
j Sub Total 56
Unit GP % 0.00 0.00
= Urit GP a 0
Group v GP Sub Total o o
Apply and Mest (C) ‘ | Anply (&) | |Cance| [x)




If the item is a bundled item, click Tag “B. Bundléem” to check or adjust
the quantity of items bundled with it.

w_g. Packing| D. Schedule, Back To Back |
- v R
[ & | Code | Sales Description | gty f Bundle | Unit | sub Total Oty | Unit Cost |
DD14 1.44 MB Floppy Driver 4 ;
| 2 HD3Z20G7-SEA Seagate 320GE 7200RPM 1/Pc 2 621
| =z KBP-LOG Logitech 104 PSZ2 Keyboard 1 Pc 2 130

Packing information of this sales order can be inpdC. Packing” tag.

There is a default delivery date (in the first pafisales order). User may
specify maximum 5 delivery dates for each itemckCthe Tag “D.
Schedule, Back to Back”. Clic®: to create a delivery date (% to
remove a delivery date). Input the quantity to bevery on the date
column.

A, General| B. Bundled Item| C. F‘ack\ng_
LR

|status | # | code | Sales Description | Subtotal Qty | Shipped Qty | Unit | Unassign Qty | 2008/07/26 | 2008/07/29 | 2008/07/31
[ 1 DD14 1.44 MB Floppy Driver 10 Pc 3 5 2

Overall “Discount”, “Handling” and “Adjustment” ahis sales order can be
input at the bottom of the “Items” tag. A “GP%” Wde calculated based on
the selling price and the average weighted cogénfs in stocks.

Predefined “Header” and “Footer” can be selectetthén‘Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relatechts $ales order which
cannot be input in previous tag, such as e-maiF,Ribrd, Excel or image
files. Click the “*” under the “Repository” tag to insert file to salerder.
Check the departments which can read this filerd igevirtually no limit
on the number of file attached in the repositortabdase.



Repository Listing

Mame
#1
seagate Hdd IM
Status: e
Mame: seagate Hdd Description
Description: seagate Hdd seagate Hdd | — |
File Name:  hdd gif m
Size: 8.1 KB -
Preview:  [] | Cpen
-
#2 ¥ Sales File Mame hdd.gif
Status: .
Mame: Product Spec. b Purchases =IEE it kE
Description: Product Specifig i Lagistics Created 04/07/2008 6:13 PM
File Mame: hdd_data_sheet
Size: 195.6 KB b Accounts By Everst Gan
Freview:  moimage data | [ Managements Maodified
Il Productions By
¥l Engineering
- oty [ cancal |
s _cancel |
1 ¥
|

Click the “Savi&” button when finished. And click 2" to preview the
sales order or click&” to print.

Click the “Clon¢m” button to copy whole content of this sales oridefthe
same or) another customer.

The following diagram shows the process of creagingnvoice. A sales
order (or some sales orders) must be prepared/éoy évoice. Each sales
order must be picked and delivered before it cacdmeerted to an invoice.
To simply the process, user may select the fifttoaddescribed below) to
pick, deliver and create invoice in one step.

Sales Order /\ Invoice
L 3

A

Picking —» Delivery

CDN

There are 12 actions that a sales order can berpexfl. Click

Select an Acfion ” to choose an action. The easiest way is to choose
the third action.

Selections Action to be performed
Check Stock Availability Check if stock(s) are dahie for all




items of the SO

Picking

Create a “Cargo Delivery Note” (or

CDN) to move stock items from stored

location(s) manually

Picking and FIFO Delivery

Create a “Cargo Delivélgte” (or

CDN) to move stock items from stored

location(s) automatically according to
First-In-First-Out basis

Invoicing

Create an invoice from this sales ordg¢
only when items of the sales order ha
been “picked” (i.e. CDN of items has

been created) or the items are of sery

type

Picking, FIFO Delivery and
Invoicing

Create an invoice from a sales order
items in sales order to be shipped
together and will be picked according
First-In-First-Out basis)

List all Invoices for this SO

List all invoice(s)hich contain item(s
from this sales order

List all CDNs for this SO

List all CDN(s) which ctain item(s)
from this sales order

Create PO from this SO

Create a PO with all iterogpied
from this SO

ice

all

Create BTB PO from this SO

Create a PO with ath{® copied
from this SO and set the relationship
each item in the PO to the
corresponding item in the SO

List BTB PO from for this SO

List all PO with ites)(relating to this
SO

Show Document Tracking

Pop-up a window showing all
documents relating to this SO
(including: CDN, Invoice, Sales
Voucher, Receive Voucher)

Create Deposit Voucher

Create a deposit vouclaapbsit
payment has been received from
customer




7.4 Back to Back Orders
“Back to Back” provides a way to link the relatitiys between a sales
order item and a purchase order item. This alstraisrthe sequence of
item dispatch. That is, an item received from apase order (linked back
to back to a sales order), must be shipped unddimked sales order. User
may change the link relationship before creatingices.

There are two ways to create back to back orders.i©the create using
the “Create BTB PO from this SO” action in Salegesr(this create a one
SO to one PO relationship). The other is to craateg SO item to PO item
relations (this may create many SO to many POioealstip).

User have to change the windows display from “TabiMndows” by
un-checking the “Windows~ Tabbed Windows” to “Cascade” or “Tile”.
And close other unnecessary windows.

Windows | Help |

Tabbed Windows

Cascade

Tile Wertical

Tile Horizontal

Close Window Ctrl+w

“laca Al Windmues

Create a Sales Order (or open an existing SalesrDtdput an item code
and details using “item detail pop*=J’ key. Save it and click tag “D.
Schedule, Back-To-Back”.

Create a purchase order (or click an existing ané)click the “3.ltems”
tag.

Select the Sales Order again. Place mouse poiveeitioe * position of
item to be linked to purchase order and drag (Hoédmouse click) and
drop (release the mouse click) it to the item tathe purchase order. Click

button of purchase order to save back-to-back data

5. General B, Bundled 1| C.Packing [ BISHEAUBNESONTONAt

|A ::-:-l:-u:-l
ey e ey kY

| Status | Code | Sales Description
1

da | DO14 1.44 MB Floppy Driver




7.5

7.6

Select the item again by cIickinnjz”. Click the “D. Schedule, Back to
Back” to see back-to-back orders of sales ordempamchase order.

A, General| B. Bundled Item| C. Packing_
|_ MEFRLFLE m‘|
| status [ & Code | Purchase Description | Subtotal Qty | Received Qty | Unit |
O 1 DDi4 1.44 MB Floppy Driver 1 Pc
| status | S/0 # | &% | alias | Customer | BTROQty | ExPgQty | RVDOQty |
}l SO08-000009 1 DEMO FFEEELLA 1
< |

Sales Order Listingl sales order Listing (Sales Operations>Sales Order
Listing)

Input the search criteria in the master filter ahck “Open” (or the open
button ) to search specific (or all) sales order(s).

User can limit the number of data retrieve (to dawe in remote
connections) in the advance option. Sales orderdport layout can also be
defined here.

The sales order (s) match the search criteria woeldisplayed in the result
window. Click the k=" button to open a sales order and ué 2 at the
top to navigate among the list.

User may check “Show Item” to expand the salesrdis)eo list all items
in the sales order (s), check “Show Price” toth&t price, check “Show
Cost” to list the cost and etc.

User may input a customer, a date range and checiShow Price” and
“Show Cost” to retrieve the sales performance cfistomer within a
specified period.

Sales Order Summarli! sales order summary  (Sales Operations>Sales Order
Summary)

Sales Order Summary provides a way to browse ahgrspecific branch,
customer, and sales handler, date rage, statusl@fsoand references, etc.
Input information to be filter in the master fil@ble and click “Open”.

Information with relation to sales order will besdiayed including sales
order details, deposit and deposit amount receivedjce(s), sales
voucher(s), receive voucher(s) and amount receBgdiewing this report,



7.7

user can know the progress of a sales order asthoding amount to be
received.

Invoice (Sales Operatiorsinvoice)

Click the “ *” to add a new invoice or input an invoice numbed alick
“Open” to retrieve an invoice. There are 5 taganrnnvoice namely
“Contact, Dates”, “Business Terms”, “ltems”, “Headeooter, Remark”
and “Repository” to hold different information af énvoice. Click the tags
and fill in relevant information.

It is recommended to create invoice from salesrofCieeate an invoice here
if user wants to combine two or more sales orderpdért of) to one invoice.
It should be noted that sales order of the sameay can be combined to
an invoice.

Under the “Contact, Dates” tag, input a customiasalor part of it or just
left it blank) in the “To” field and click the sear button [=”. Select a
customer from the list. All customer informationliviae fetched from
customer database and fill up automatically. Thermation can be
changed as needed and the changed informatiobevélved (the changes
will not affect the original customer databasedhiis invoice only.

Under the “Business Terms” tag, select and inpaitéihms of this invoice.
If a “Document Prerequisite” has been defined fwoice, user has to
review the approval status. The “approved” buttalhbve checked
automatically if the creator has invoice approvght. But the “approved”
button will remain uncheck if the creator does mate approval right. A
user with approval right has to verify the invoaied check the “approved”
button later.

The major portion of invoice is the “Items”. Clithe “*”, a window
showing all outstanding sales order (items have Ipgeked) of the
customer of the same currency. Select one of setenzs.



Select 05 5/0 Itemis] -3 x|

Doc Info

Ref Info |# |Doc Humber | Cancelled |Ref |vourref | # | Item [, |, | Descriptiol

Customner » 1/5008-000005 - O i |DD14 .. 1.44 ME Floppy Driv

[ Exact Match

Item Code

[] Exact Match
[ Show Item
[ show Price [ Show Cost
[ 0fs PK Oete
OofsDEL  E Unpost DEP
B Ofs TN B Unuse DEP
[ Locked [ cancelled

[ Group

[ china Group =
O Hong Kong Group

O metal Group

[ Cverseas Group

[ Plastic Groun e
[1Handle by Branch

O china
O Hang kong

BT
[ Advance Option R EY

User may edit the item quantity (price cannot belified) in the grid if
needed. User may use a separate item input wino@dit item detailed
information by clicking the “2” key including the packaging information.

Overall “Discount”, “Handling” and “Adjustment” ahis invoice can be
input at the bottom of the “Items” tag. Overall 98ount”, “Handling” and
“Adjustment” of an invoice will not be copied frothat of sales order (they
will be copied to invoice only when the invoicecigated directly from a
sales order). A “GP%” will be calculated based lo& gelling price and the
average weighted cost of items in stocks.

Predefined “Header” and “Footer” can be selectetthéen‘Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but not printed.

Packing information of this invoice can be input@ Packing” tag.

User can save all relevant information relatechts invoice which cannot
be input in previous tag, such as e-mail, PDF, \Masatel or image files.
Click the “*” to under the “Repository” tag insert file to inee. Check the
departments which can read this file. There isugity no limit on the
number of file attached in the repository database.



7.8

7.9

Click the “SaviEl” button when finished. And click 2" to preview the
invoice or click ‘=" to print.

Click 3elect an Action ™ to post invoice to sales voucher (or other
voucher type defined).

Invoice Listing Ll mvoice Listing  (Sales Operations>Invoice Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button ) to search specific (or all) invoice(s).

User can limit the number of data retrieve (to dawe in remote
connections) in the advance option. Invoice ligore layout can also be
defined here.

The invoice(s) match the search criteria would ispldyed in the result
window. Click the k=" button to open an invoice and us@ B at the top
to navigate among the list.

User may check “Show Item” to expand the invoicégd)st all items in the
invoice(s), check “Show Price” to list the pricdeck “Show Cost” to list
the cost and etc.

User may input a customer, a date range and checiShow Price” and
“Show Cost” to retrieve the sales performance cfistomer within a
specified period.

Posting to Sales Voucher

There are three ways to post to sales voucherigwoeoost using the action
of invoice, the second is to post using invoice(liescribed here) and the
third is to create a sales voucher (and seleat\ariae).

Check (by double clicking) thev net Postvet” in the search filter and click
“Open” to search un-posted invoice. Use mouselexsene or some (or all)
un-posted invoice(s) and right-click mouse. Cli@efect Voucher to Post”
and select a voucher.



Fesult

|# |DocMumber | cancelled |[Mame | alias
| 1 IMOg-000001 O Lota Electronic Limited lota

Loty Electronic Limited

e

(7 COpen Sales Order record

Select Woucher to Post

|Select WVoucher to Post

Input a voucher reference in the pop-up windowuallichers created will
be filled with the reference typed. Wait until gnegress bar finished.

Post to Sales Youcher 3
Default Voucher Fieference

Catcel |

HSBC-123-47561|




8. Purchase Operations
8.1 Purchase Reque rurchase request (Purchase Operatiors Purchase

Request)

Click the “ *” to add a purchase request or input a purchasestqumber
and click “Open” to retrieve a purchase requeserélare 5 tags in a
purchase request namely “Contact, Dates”, “Busifieass”, “Items”,
“Header, Footer, Remark” and “Repository” to holffedtent information of

a purchase request. Click the tags and fill invahe information.

Under the “Contact, Dates” tag, input a vendorsafa part of it or just left
it blank) in the “To” field and click the searchthan “-". Select a vendor
from the list. All vendor information will be feteld from vendor database

and fill up automatically. The information can deanged as needed and the

changed information will be saved (the changeswatlaffect the original

vendor database) in this purchase request ortigxtfis input in the

“Supplement” field, that text will be printed in mhase request printout

instead of the delivery date.

Under the “Business Terms” tag, select and inpaitéinms of this purchase

request. If a “Document Prerequisite” has beemeelfifor purchase request,
user has to review the approval status. The “amgatolsutton will be

checked automatically if the creator has purchagaest approval right.
But the “approved” button will remain uncheck iethreator does not have
approval right. A user with approval right has &ify the purchase request
and check the “approved” button later. User mageptepayment(s)

requested in under this tag.

The major portion of purchase request is the “Itef@ick the “*+ " to
insert items to purchase request. User may inpatst(code, quantity and

price) in the grid and use “tab” key or mouse tuigate.

|status | = | # & Group [code |Ref code | Purchase Description | oty | unit | MetPrice | SubTotal |WyH

(e 1 Do14 1.44 MB Floppy Driver s Pe 45
|E 2 HDB0G7-SEA Seagate 80GB ATA HDD 4 Pc 380
[+ 3 KBP-LOG Logitech 104 P52 Keyboard 10 Pc 100

225 Hong Kong
1,520 Hong Kong
1,000 Hong Kong

User may use a separate item input window to intpat and detailed

information by clicking the =" key.



iﬂ. Bundled Iterm| C. Packing| D. Schedule|
# 1 [ Locked Doc Currency HKD =
Code DD14 = [JcCancelled
Code 2 DD14 W fH -
Ref Code Unit P -
Oty 5 Unit Price u]
- Disc % 0.00
Description Lniit: Net 43
1.44 MB Floppy Driver = Item Sub Total 225
Remark
Do not stock too much || Sub Total 225
-
Group -
| Apply and Next (C) | | Apply (a) | ‘Cancel (X)‘

Overall “Discount”, “Handling” and “Adjustment” ahis purchase request
can be input at the bottom of the “ltems” tag.

Predefined “Header” and “Footer” can be selectetthén*Header, Footer,
Remark” tag. User can change the header or foexéas needed. Remark”
will be saved but not printed.

User can save all relevant information relatechts purchase request which
cannot be input in previous tag, such as e-maiF,Ribrd, Excel or image
files. Click the ‘* " under the “Repository” tag to insert file to phase
request. Check the departments which can readilthiShere is virtually

no limit on the number of file attached in the rejpary database.

Repository Listing

Mame
#1

seagate Hdd Browse
Status: o TREan
Mame: seagate Hdd SRR E
Description: seagate Hdd seagate Hdd = -
File Name:  hdd gif m
Size: 8.1 KB -
Preview:  [] | Cpen

-
#2 ¥ Sales File Mame hdd.gif

Status: .
Mame: Product Spec. b Purchases =IEE it kE
Description: Product Specifig i Lagistics Created 04/07/2008 6:13 PM
File Mame: hdd_data_sheet
Size: 195.6 KB b Accounts By Everst Gan
Freview:  moimage data | [ Managements Modified

Il Productions By

¥l Engineering

[ Others pplY

q ¥
|

Click the “Savi&” button when finished. And click 2" to preview the
purchase request or clic &” to print.



8.2

8.3

Click the “Clond” button to copy whole content of this purchaseuesy
to another vendor.

If a purchase request has confirmed, ch" to convert this
purchase request to Purchase Order.

Purchase Request Listirf purchase Request Listing  (Purchase Operations
Purchase Request Listing)

Input the search criteria in the master filter ahck “Open” (or the open
button ) to search specific (or all) purchase request(s).

User can limit the number of data retrieve (to dawe in remote
connections) in the advance option. Purchase retiseseport layout can
also be defined here.

Advance

Batch

® By Batch
O Retrieve All

Size 2000

Layout

Use Default | |

[+

(]

The purchase request(s) match the search critexiddvbe displayed in the
result window. Click thel="” button to open a purchase request and use
“4& 2" at the top to navigate among the list.

User may check “Show Item” to expand the purchageest(s) to list all
items in the purchase request(s), check “Show Ptackst the price etc.

Purchase Ordel purchase order  (Purchase OperatiorsPurchase Order)
Click the “ *” to add a new purchase order or input a purcheser o
number and click “Open” to retrieve a purchase ortlieere are 5 tags in a



purchase order namely “Contact, Dates”, “Business§”, “ltems”,
“Header, Footer, Remark” and “Repository” to holffedtent information of
a purchase order. Click the tags and fill in refevaformation.

Under the “Contact, Dates” tag, input a vendorsaa part of it or just left

it blank) in the “To” field and click the searchthan “-". Select a vendor
from the list. All vendor information will be feteld from vendor database
and fill up automatically. The information can deanged as needed and the
changed information will be saved (the changesnatlaffect the original
vendor database) in this purchase order onlyxtfigeinput in the
“Supplement” field, that text will be printed in miase order printout
instead of the delivery date.

Under the “Business Terms” tag, select and inpaitéinms of this purchase
order. If a “Document Prerequisite” has been defifog purchase order,
user has to review the approval status. The “amgatdlsutton will be
checked automatically if the creator has purchagderapproval right. But
the “approved” button will remain uncheck if theeator does not have
approval right. A user with approval right has tify the purchase order
and check the “approved” button later. User mageptepayment(s)
requested in under this tag.

The major portion of purchase order is the “Iten@lick the ‘ *” to insert
items to purchase order. User may input items (cgdantity and price) in
the grid and use “tab” key or mouse to navigate.

|status | = | # & Group [code |Ref code | Purchase Description | oty | unit | MetPrice | SubTotal |WyH |
(e 1 Do14 1.44 MB Floppy Driver 5 Pc 45 225 Hohg Kong

|E 2 HDB0G7-SEA Seagate 80GB ATA HDD 4 Pc 380 1,520 Hong Kong

[+ 3 KBP-LOG Logitech 104 P52 Keyboard 10 Pc 100 1,000 Hong Kong

User may use a separate item input window to intpat and detailed

information by clicking the =" key.



’iﬂ. Bundled Item| C. Packing| . Scheduls, Back-To-Back |

# 1 [ Locked Doc Currency HED =
Code |DD14— ‘ M Cancelled
Code 2 DD14 W fH Hong Kong -
Ref Code unit Pc -
Qty 1 o/sExP 0 Unit Price [

0/5 RVD o/ - Disco
Description 0/5 PRN 1 Unit Net
1.44 MB Floppy Driver j Item Sub Total 42
Remark
Do not stock too many = Sub Total 42
Group -

Apply and Mext () | | Apply (A) | |Cance| (X)|

Packing information of this purchase order cannpaii in “C. Packing” tag.

There is a default delivery date (in the first pafpurchase order). User
may specify maximum 5 delivery dates for each it€ck the Tag “D.
Schedule, Back to Back”. Clic®: to create a delivery date (% to
remove a delivery date). Input the quantity to bevery on the date
column.

A, General| B. Bundled Item| C. F‘ack\ng_

|status | # | code | Sales Description | Subtotal Qty | Shipped Qty | Unit | Unassign Qty | 2008/07/26 | 2008/07/29 | 2008/07/31
[ 1 DD14 1.44 MB Floppy Driver 10 Pc 3 5 2

Overall “Discount”, “Handling” and “Adjustment” ahis purchase order
can be input at the bottom of the “ltems” tag.

Predefined “Header” and “Footer” can be selectetthéen“Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relatects purchase order which
cannot be input in previous tag, such as e-maiF,Ribrd, Excel or image
files. Click the “* " under the “Repository” tag to insert file to phase
order. Check the departments which can read teisThere is virtually no
limit on the number of file attached in the repositdatabase.



Repository Listing

Mame
#1
seagate Hdd IM
Status: e
Mame: seagate Hdd Description
Description: seagate Hdd seagate Hdd | — |
File Name:  hdd gif m
Size: 8.1 KB -
Preview:  [] | Cpen
-
#2 ¥ Sales File Mame hdd.gif
Status: .
Mame: Product Spec. b Purchases =IEE it kE
Description: Product Specifig i Lagistics Created 04/07/2008 6:13 PM
File Mame: hdd_data_sheet
Size: 195.6 KB b Accounts By Everst Gan
Freview:  moimage data | [ Managements Maodified
Il Productions By
¥l Engineering
- oty [ cancal |
s _cancel |
1 ¥
|

Click the “Savi&” button when finished. And click 2" to preview the
purchase order or click&” to print.

Click the “Clon¢m” button to copy whole content of this purchaseeortd
(the same or) another vendor.

The following diagram shows the process of creatipgirchase receives. A
purchase order (or some purchase orders) musepanad for every
purchase receives. Each purchase order must betegpnd received
before it can be converted to a purchase recedosirifiply the process, user
may select the fourth action (described below)xjoeet, receive and create
purchase receive in one step.

Purchase Order /\

L 4

Purchase Receive

A

Expecting %  Receive

CAN

There are 8 actions that a purchase order canrb@ped. Click

Select an Acfion ” to choose an action. The easiest way is to choose
the third action.

Selections Action to be performed




Expecting Create a “Cargo Accepted Note” (or
CAN) to receive stock items from
vendor to stored location(s) manually

Expecting and Receive into | Create a “Cargo Accepted Note” (or

default Loc CAN) to receive stock items from
vendor to default stored location(s)
automatically

PRN Create a purchase receive note from|this
purchase order only when items of the
purchase order has been “expected” (i.e.
CAN of items has been created) or
service items

Expecting, Receive into Create a purchase receive note from a

default Loc & PRN purchase order (all items in purchase
order to be received together)

List all PRN for this PO List all purchase recenate(s) which
contain item(s) from this purchase order

List all CANs for this PO List all CAN(s) which ctain item(s)
from this purchase order

Show Document Tracking Pop-up a window showing all
documents relating to this PO
(including: CAN, PRN, Purchase
Voucher, Payment Voucher)

Create Prepayment Voucher Create a prepayment goifarendor
request prepayment

8.4 Back to Back Orders
Refer to “Back to Back Order” in sales (previousgtson.
Select an item of a purchase order by cIickig”‘.‘ Choose “D. Schedule,
Back-To-Back” and then click the+” under the “status” to see
back-to-back orders of sales order and purchass.ord
&, General| B, Bundled Item| C. Packing [[ENGEHEUUIE)BEk-To- =0k
B
| Status [ x| Code | Purchase Description | Subtotal gty | Received Qty | Unit |
O 1 DDi4 1.44 MB Floppy Driver 1 Pc
[Status [ sjo# | # | alias | Customer | emQryy | ExPOty | RVDQhy |
‘ :|| S008-000009 1 DEMO  HHEREL LR 1 |




8.5 Purchase Order Listinl purchase order Listing  (Purchase Operations
—Purchase Order Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) purchase order(s).

User can limit the number of data retrieve (to dawe in remote
connections) in the advance option. Purchase disleeport layout can
also be defined here.

The purchase order(s) match the search criteriddamidisplayed in the
result window. Click thel=” button to open a purchase order and use
“4& 2" at the top to navigate among the list.

User may check “Show Item” to expand the purchader¢s) to list all
items in the purchase order(s), check “Show Ptticdist the price etc.
User may input a vendor, a date range and checlstiewv Price” to
retrieve the purchase performance of a vendor welspecified period.

8.6 Purchase Order Summal/ purchase order summary (Purchase Operations
—Purchase Order Summary)
Purchase Order Summary provides a way to browse aly specific
branch, vendor, and purchase handler, date raggassif orders and
references, etc. Input information to be filtethie master filer table and
click “Open”.

Information with relation to purchase order will #splayed including
purchase order details, prepayment and prepaymamira paid, purchase
receive note(s), purchase voucher(s), payment \@(ghand amount paid.
By viewing this report, user can know the progrmafsa purchase order
(prepayment paid? purchase received? paid?) asthading amount to be
paid.

8.7 Purchase Receiv# rurchase Receive (Purchase OperatiorsPurchase
Receive)
Click the “*" to add a new purchase receive note or input alyase
receive note number and click “Open” to retrieyauechase receive note.
There are 5 tags in a purchase receive note ndi@ehtact, Dates”,
“Business Terms”, “Items”, “Header, Footer, Remaakitl “Repository” to



hold different information of a purchase receivéen&lick the tags and fill
in relevant information.

It is recommended to create purchase receive nae urchase order.
Create a purchase receive note here if user wactsnbine two or more
purchase orders (or part of) to one purchase recwte. It should be noted
that purchase order of the same currency can béioechto a purchase
receive note.

Under the “Contact, Dates” tag, input a vendorsafa part of it or just left

it blank) in the “To” field and click the searchthan ‘", Select a vendor
from the list. All vendor information will be feteld from vendor database
and fill up automatically. The information can deanged as needed and the
changed information will be saved (the changeswatlaffect the original
vendor database) in this purchase receive note kbt is input in the
“Supplement” field, that text will be printed in miase receive note
printout instead of the delivery date.

Under the “Business Terms” tag, select and inpaitéinms of this purchase
receive note. If a “Document Prerequisite” has baefimed for purchase
receive note, user has to review the approval stdiwe “approved” button
will be checked automatically if the creator haschase receive note
approval right. But the “approved” button will remaincheck if the creator
does not have approval right. A user with approinglt has to verify the
purchase receive note and check the “approvedbbdter.

The major portion of purchase receive note is ttenfs”. Click the *+”, a
window showing all outstanding purchase order efwbndor of the same
currency. Double click the select buttc*“to select item(s).



EB Select OS P/0 Item(s)

Daoc Infio

Ref Infa | Doe Murnber | cancelled  |Mame | Other Mame |Blias
endor FIRST i} POD0E-000004 = First Supplier Co

[ Exact Match

Item Code

B Show Ttem [ Exact Match
[IHas BTB [JO/S EXP

[ Show Price  []O/5 RvD

[ Unpost DEP B O/S PRY

& Uruse DEP

[ Locked [ cancelled e
[ Group

O China Group -~
O Hong Kong Group

[ Metal Graup

O overseas Group

O Plastic Group hz

[1Handle by Branch

O china
[ Hang Kang

[ warehouse

[ |

[JAdvance Option

Mo 4 1f1 b BT A

User may edit the item quantity (price cannot belified) in the grid if
needed. User may use a separate item input wino@dit item detailed
information by clicking the %= key. Packing information of this purchaser
receive note can be input in “C. Packing” tag.

Overall “Discount”, “Handling” and “Adjustment” dhis purchase receive
note can be input at the bottom of the “Items” @gerall “Discount”,
“Handling” and “Adjustment” of a purchase receiv@ewill not be copied
from that of purchase order (they will be copieghtmchase receive note
only when the note is created directly from a pasghorder).

Predefined “Header” and “Footer” can be selectetthén*Header, Footer,
Remark” tag. User can change the header or foettias needed.
“Remark” will be saved but not printed.

User can save all relevant information relatects note which cannot be

input in previous tag, such as e-mail, PDF, Wond;dE or image files. Click
the “*” to under the “Repository” tag insert file to pheser receive note.
Check the departments which can read this filerd igvirtually no limit

on the number of file attached in the repositortabdase.

Click the “Savi&” button when finished. And click 2" to preview the
purchaser receive note or clic&” to print.



8.8

8.9

Click Seledt an Action T to post purchaser receive note to purchase
voucher (or other voucher type defined).

Purchase Receive Listin® purchase Receive Listing  (Purchase Operations
—Purchase Receive Listing)

Input the search criteria in the master filter ahck “Open” (or the open
button ) to search specific (or all) purchase receive ($dte

User can limit the number of data retrieve (to dawe in remote
connections) in the advance option. Purchase recwite list report layout
can also be defined here.

The purchase receive note(s) match the searchi@nteuld be displayed
in the result window. Click the*” button to open a purchase receive note
and use €@ " at the top to navigate among the list.

User may check “Show Item” to expand the purchaseive note(s) to list
all items in the purchase receive note(s), chetlotGPrice” to list the
price etc.

User may input a vendor, a date range and checlstiew Price” to
retrieve the purchase performance of a vendor wlspecified period.

Posting to Purchase Voucher

Check (by double clicking) thev et Past vet” in the search filter and click
“Open” to search un-posted purchase receive nae.ribuse to select one
or some (or all) un-posted purchase receive noae@yight-click mouse.
Click “Select Voucher to Post” and select a voucher

Fesult

|# |DocMumber | cancelled  |MWame

It Supplier Co

Open Purchase Order record

Select Woucher to Post
Select Woucher to Post
: chase “Youche




Input a voucher reference in the pop-up window.\éllichers created will
be filled with the reference typed. Wait until f@gress bar finished.

cIn_TransPurchase DocPurchaseR eceivelisting. Posting... [E3

Default Voucher Fieference

HESBC-11|




9. Stock Operations
9.1 Cargo Accepted Not@ cargo sccepted note  (Stock Operations»> Cargo

Accepted Note)
CAN is used to receive goods from vendor(s). Cliek“5#” (on the tool
bar) to add a new cargo accepted note (CAN) ortiag@AN number and
click “Open” to retrieve a CAN. There are 3 tagai@AN, namely
“General” holds stock item information, and “OtHekeeps remarks and
dates, and “Repository” holds different documepetpf a CAN. Click the
tags and fill in relevant information (e.g. WareeeuLOT Code, Currency,
etc.). It must be noted that each CAN must haveigue “Lot Code” for
identify purpose. Duplicated Lot Code CAN cannotsheed.

It is recommended to create CAN from purchase difdlerchase Order
Action: Expecting). Create a CAN directly from hé&raser wants to
receive goods without purchase order. One purchiass can have several
CAN related to. But one CAN only related to oneghase order. To create
a CAN for a purchase order, select a purchase arttechoose “Expecting”
(refer to purchase order section above). A CAN haéicreated based on the
information of the purchase order (such as warehatgrency, document
number and outstanding items). User may have tat ithe received
guantity for each item (in the “Qty” field) and theelect the store location
of each item (see below). User may chell 5et Qty as Expecting Gty” to fill

all received quantity (Qty) of items to the sameggecting “Exp” and
select store location afterwards.

For CAN without purchase order, user may click't*# (under the Item
box) to insert items to CAN. Input Code (user megkc* =" search button
to search item code from item database), Quatititit, and Cost of an item.
Click the tick *¥” when finished.

| status [Code | Oty | Unit | Cost |
1 ohD14 0

A “[#” plus sign under the “Status” will be displayedt&m has been
entered. Click it to expand the row.



9.2

| status |code | Oty | Unit |  Cost | SubTotal |
» |E| DD14 12 Pc a5 420
o | Status | Type |Stock Location | W/H Qty  |Remark |
1]

Click somewhere of the “Edit Item Location” and nhalick the **+” (under
the Item box) again to insert stock location fortem. Select a location in
“Stock Location” and input the quantity storedlattlocation. Click *”,
select location and quantity again for other lama(s). Click “~” when
finished. Select the row and clic =" to remove a location.

NOTE: Click the position marked in yellow in thecpire below (actual
display is not in yellow) and click* " or “.=" is to add or remove item
record. Whereas click the position marked in rethenpicture below
(actual display in not red) and clic *” or “/=" is to add or remove stock
location.

+ = v X

[Status |code | Oty | Unit |
» = oD14 12 Pc
Edit Ttem Location |

o, Status | Type |Stock Location | W/H Qty |
Room R1 5]
Foom F1 =]

| = 12|

J

User can save all relevant information relatechts CAN which cannot be
input in previous tag, such as scanned imageslvkdg note or vendor
invoice. Click the *” under the “Repository” tag to insert file. Chettle
departments which can read this file. Clic2™to preview or print and
“l&l” to save CAN.

Cargo Accepted Note Listini cargo sccepted note Listing  (Stock Operations
— Cargo Accepted Note Listing)

Input the search criteria in the master filter ahck “Open” (or the open
buttor©) to search specific (or all) CAN(s). OutstandingNCcan be listed
by checking ¥ Outstanding” of the search filter. Those CAN with items of



outstanding expecting quantity (therefore quamtteived is less than
expecting).

User can limit the number of data retrieve (to sawe in remote
connections) in the advance option. Cargo Accepiateé (CAN) Listing
report layout can also be defined here.

The CAN(s) match the search criteria would be digpd in the result
window. Click the k=" button to open a CAN and us€ B»” at the top to
navigate among the list.

Cargo Delivery Notet cargo pelivery Mot (Stock Operations> Cargo
Delivery Note)

CDN is used to dispatch goods from customer(sgkQhe ‘5#” (on the
tool bar) to add a new cargo delivery note (CDNnput a CDN number
and click “Open” to retrieve a CDN. There are 3staga CDN, namely
“General” holds stock item information, and “OtHekeeps remarks and
dates, and “Repository” holds different documepetpf a CDN. Click the
tags and select dispatching warehouse.

It is recommended to create CDN from sales ordale€SOrder Action:
Picking). Create a CDN directly from here if useanis to dispatch goods
without sales order. One sales order can have &e@BN related to. But
one CDN only related to one sales order. To cra&®N for a sales order,
select a sales order and choose “Picking” (refesates order section above).
A CDN will be created based on the informationhad sales order (such as
warehouse, currency, document number and outstgitéims). User may
have to input the pick quantity for each item fie tQty” field just after
“PK”), choose “FIFO/specific”, and then select gtere location of each
item (see below). User may che(! set Oty as Target Qty” to fill all picked
guantity (Qty) of items to the same as picking “Piid select store
location afterwards.

For CDN without sales order, click th*" (under the Item box) to insert
items to CDN. Input Code (user may clic-™search button to search item
code from item database), Quantity, Unit and sedmtk dispatch
sequence.



Change 'Use Stock Type' to.., w7

| status |Code | Qty | Returned | Unit |FIFO/specific |
I| Do14 10 0 Pc FIFO

The stock dispatch sequence is either “FIFO” (findirst out) or “Specific”.

If FIFO is selected, the item(s) dispatched eaitighe item received earlier

(this is an automatic selection action thereforr a®es not need to choose

item(s) LOT/location to be dispatched). On the otrend, user has to select
item(s) LOT/location to dispatch for “Specific”.

Change 'Use Stock Type' to... -
| status |Code | Oty | Unit |FIFO/Specific | Cos:
|21 DD14 1P FIFD

1|+ MHP-AMP 1 Pc Specific -

Click the tick “~” when finished inputting each row. /=" plus sign under
the “Status” will be displayed if item has beenezad. For “Specific”, user
has to click #”, and then click somewhere under the “Edit Itencdibon”,

and then *” (under the Item box) to list items available iretwarehouse.

ftListing

Master Filter

Lot Code

Item Infa D14 |# |[Item Code | Stock Date |Laot # [ W fH |Loc Code | Gty |Item Unit
I 20 f31 |000000 Hong Kong ]

ne-ode 2 DD14 2008/07/26 112234 Hong Kong

Stock Remark 3 D014 2008/07/30 111234 Hong Kong | R1 10/ Pt

Az of Stock Date

2008/08/07 =

[ stock Location Locked

4 DD14 2008/08/01 | 111336 Hong Kong | R1 1Pc

Click the “*” to select the row (item LOT# and Location Cod&jd
another row if the quantity required is not enough.

Change 'Use Stock Type' ta... -
|status  alcode | Oty | Unit |FIFO/Specific | Cost | sub Total  |Remark
= DhD14 2 Pc Specific 515} 132
o,| Status | Type |stock Location | allocated Oty |Remark | stock Date | Stock Lot |
| Roam R1 2 2007/12/31 000000
1| Room R1 1 2008/07/26 | 112234
| =2
N |

Click “*” (under the Item box) to add more rows or clic=™to remove a
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row. Click “2” to preview or print and click&l” to save CAN.

NOTE: Click the position (marked in yellow in theeture below, the actual
display is not in yellow) and click* " or “.=" is to add or remove item
record. Whereas click the position (marked in rethe picture below, the
actual display in not red) and clic*” or “ =" is to add or remove stock
location.

+ = v X

[Status |code | Oty | Unit |
b=l DD14 12 Pc

Edit Ttem Location |
o, Status | Type |Stock Location | W/H Qty |

Room R1 5]
Foom F1 =]

| = 12|

J

User can save all relevant information relatechts €DN which cannot be
input in previous tag, such as scanned imageslobBshipping documents.
Click the “* " under the “Repository” tag to insert file. Chettle
departments which can read this file.

Cargo Delivery Note Listingi cargo Delivery Mote Listing  (Stock Operations»>
Cargo Delivery Note Listing)

Input the search criteria in the master filter ahck “Open” (or the open
buttor©) to search specific (or all) CDN(s). OutstandirigNCcan be listed
by checking ¥ outstanding” of the search filter. Those CDN with items of
outstanding picking quantity (therefore quantitgkad is less than picking).

The CDN(s) match the search criteria would be diggd in the result
window. Click the k=" button to open a CDN and us€ E»” at the top to
navigate among the list.

Cargo Warehouse Transfer Delivery N cargo w/H Transfer (Delivery) Note
(Stock Operations~» Cargo Warehouse Transfer Delivery Note)

Cargo Warehouse Transfer Delivery Note (CTD) isdusken transferring
items from one warehouse to another. The operafi@iTD is similar to
CDN except that user has to choose the “transf@r@dvarehouse.



Click the “5#” (on the tool bar) to add a new cargo warehouesasfer
delivery note (CTD) or input a CTD number and cli€pen” to retrieve a
CTD. There are 3 tags in a CTD, namely “Generaltibatock item
information, and “Others” keeps remarks and dated,“Repository” holds
different document type of a CTD. Click the tagsl arlect dispatching
warehouse and “TO” warehouse.

Every CTD must be accomplished with a (or moreycavarehouse
transfer acceptance note (CTA). CTD is transferamat CTA is transfer in.
Stocks have been CTD but not CTA yet is considereter “IN-TRANSIT”
and can be listed in “Stock Listing” report witlcldion marked as
“IN-TRANSIT".

Click the “*” (under the Item box) to insert items to CTD. Ih@ode
(user may click =" search button to search item code from item degal
Quantity, Unit.

Click the tick *¥” when finished inputting each row. /=" plus sign under
the “Status” will be displayed if item has beenezad. Click =", and then
click somewhere under the “Edit Item Location”, ahdn ‘*” (under the
Item box) to list items available in the warehouse.

ftListing

Master Filter

Lot Code

Item Info [Loc Code | Oty

D14 |# [Item Code |tkDa " [ W fH

200771243 Hong Kong
| 2DD14 2008/07/26 | 112234 Hang Kong
| 3 DD14 2008/07/30 111234  HongkKong | R1 10/ Pc
| 4/DD14 2008/08/01 111336

| tem Unit

Loc Code

Stock Remark
Az of Stock Date

2008/08/07 =

[ stock Location Locked

Hong Kong

Click the “*” to select the row (item LOT# and Location Cod&jd
another row if the quantity required is not enough.

Change 'Use Stock Type' to... =

|status  alcode | Oty | Unit |FIFO/Specific | Cost | sub Total  |Remark
M= DD14 2 Pe Specific &6 132
o,| Status | Type |stock Location | allocated Oty |Remark | stock Date | Stock Lot |
| Roam Rl 2 2007/12/31 000000
1| Room R1 1 2008/07/26 | 112234
| =2
L[ |

Click “* " (under the Item box) to add more rows or clic=™to remove a



row. Click “2” to preview or print and clickl&l” to save CTD.

NOTE: Click the position (marked in yellow in theeture below, the actual
display is not in yellow) and click* " or “.=" is to add or remove item
record. Whereas click the position (marked in rethe picture below, the
actual display in not red) and clic*” or “ =" is to add or remove stock
location.

+=]«[v X

[Status |code | Oty | Unit |
» = oD14 12 Pc
Edit Ttem Location |

o, Status | Type |Stock Location | W/H Qty |
Room R1 5]
Foom F1 =]

| = 12|

J

User can save all relevant information relatechtes €TD which cannot be
input in previous tag, such as scanned imagesstboudeclaration or
shipping documents. Click the*” under the “Repository” tag to insert file.
Check the departments which can read this file.

There are 3 actions that a cargo warehouse tragisligery note can be
performed. Click S8lect an Action ™ to choose an action. The
easiest way is to choose the first action to crieeorresponding cargo
warehouse transfer accept note.

Selections Action to be performed
Create Cargo W/H Transfer | Create Cargo W/H Transfer (Accept)
(Accept) Note Note to receive stock items from the

Cargo W/H Transfer (Delivery) and
select store location(s) manually
List all CTA for this CTD List all Cargo W/H Transif (Accept)
Note relating to item of this Cargo W/}
Transfer (Delivery) Note

Cargo W/H Transfer (Delivery) Pop-up a window showing all

Note Tracking documents relating to this Cargo W/H
Transfer (Delivery) Note

L
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Cargo Warehouse Transfer Delivery Note Listing

(M cargo w/H Transfer (Delivery) Note Listing  (Stock Operations-Cargo Warehouse
Transfer Delivery Note Listing)

Input the search criteria in the master filter ahck “Open” (or the open
buttor) to search specific (or all) CTD(s).

The CTD(s) match the search criteria would be diggdl in the result
window. Click the k=" button to open a CTD and us€ 2" at the top to
navigate among the list.

Cargo Warehouse Transfer Acceptance Note

(M Cargo W/H Transfer (acceptance) Note (Stock Operations»Cargo Warehouse
Transfer Acceptance Note)

Click the ‘5=” (on the tool bar) to add a new cargo warehousmsesfer
acceptance note (CTA). Input a CTD number whenralow is pop-up.

Accept Cargo from a CTD Hote

CTD Mumber  CTDOS -

| Open | | Cancel |
4

The content of the CTD will be copied to that ofACUser may click
“laccept AllQty” button to accept all items and quantity and sedecommon
stock location for all the items.

Accept All Qty from the CTD

Default Cargo Location CL1 A

| Apply || Cancel |

User may accept partial “CTA” items or quantitiesl atore the items in
different locations. Click [*I” under the “Status” to expand the “Edit Item
Location” window. Click the " in the “Stock Location” and select a
location, input “Accepted Qty” and click~” for one item. Select and input
for the rest.

User can save all relevant information relatechies €TA which cannot be
input in previous tag, such as scanned imagesstboudeclaration or
shipping documents. Click the*” under the “Repository” tag to insert file.
Check the departments which can read this file.
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Click “'2” to preview or print and click &” to save CTA.

Cargo Warehouse Transfer Acceptance Note Listing

(M| cargo wi/H Transfer (acceptance) Mote Listing  (Stock Operations»>Cargo
Warehouse Transfer Acceptance Note Listing)

Input the search criteria in the master filter ahck “Open” (or the open
buttor ) to search specific (or all) CTA(S).

The CTA(s) match the search criteria would be digpd in the result
window. Click the k=" button to open a CTA and us€ 2" at the top to
navigate among the list.

Cargo Stock Take NOtE! cargo stock Take Mote (Stock Operations>Cargo
Stock Take Note)
The steps of performing stock take are:
Step | Action Comment

1 | Prepare stock take Prepare a stock take fornoptiwith
items and quantities of the warehouse at
the preparing date for physical stock

take.

2 Lock warehouse Prevent users moving in or owksto
during the stock take period

3 | Start stock take Freeze warehouse (warehousetcdaan

unlocked), prepare an input form for user
to update stock take amounts.

4 | Completed stock takel Update stock take itemsdgyand
un-freeze warehouse.

5 | Unlock warehouse Resume warehouse operations

6 | Cancel stock take Started stock take can be bedcBut
completed stock take cannot be
cancelled.

Sep 1: Preparing stock take

Click the “5#” (on the tool bar) to add a new stock take not8 T Select
warehouse and input “Lot Code for found stockhe pop-up window. If
extra stock items are found during stock, the foiahs must have “Lot

Code” assigned.




Stock Take for which Warehouse

vWarehouse -

Lot Code for found stock

| Create | | Cancel |

4

The items available in the warehouse at that morfaewlifferent locations)
will be summarized and listed for checking and prapon.

Sep 2: L ock warehouse
Locate the warehouse to be stock taken in (Sys&pS> Warehouse)
warehouse setup. Click the “lockedheck box of the warehouse and click

“Idl” to save. All users are not allowed to dispatefzgive or transfer stock
in and out the warehouse.

Sep 3: Sart stock take

Change the “Status” of stock take from “Preparitay“Started” and
“Save”.

E Cancelled
Stock Take | Started -

Items available in the warehouse at that momerdifarent locations) will
be summarized and listed. Print the stock take fanchperform the actual
stock stake. Input stock quantities at differectlmn taken into the form.

Default Found Cargo Location -
| status | Found |code Al Unit | current oty | SubTotal HKD | New Gty
»|= O |oDi4 PC 14 462 14
o,| Status | Found | Stock Lot | Stock Date Stock Take | Mew Oty | Mew Unit Cost | Mew Sub Total HKD | Re
| O oooooo 2007/12/31 [w] 1 45 45
_l O oooooo 200712431 [l 2 45 Qg
_l O 112234 2008/07/26 vl 1 42 42
_l O 35412 2008/07/26 O 1 45 45
Tl O LOT_697 | 2008/07/26 [wl 1
_l O 111234 2008/07/30 [w] G 40 240
_l O 111336 200208401 ] 1
_l O 1123584 2008/08/02 o] 1
[ =14 [ = 462|

Check the “Stock Take” checkbo ¥ ” and modify the quantity taken and
the unit cost (if required). Repeat for all iterafi [ocations) in the
warehouse.
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Sep 4: Complete stock take
Change the “Status” of stock take from “Started"@@mpleted” and click
“Id” to save.

@ Cancelled

Stock Take Completed A

Sep 5: Unlock warehouse

Locate the warehouse to be stock taken in (Sys&pS> Warehouse)
warehouse setup. Clear the “locked” check box efwtarehouse and click
“Idl” to save. All users are allowed to dispatch, reeeir transfer stock in
and out the warehouse.

Sep 6: Cancel stock take

Stock take note can only be cancelled when itagesd but not completed
yet. Change the “Status” of stock take from “Swirte “Cancelled” and
click “&l” to save.

Cargo Stock Take Note Listin{l cargo stock Take Note Listing  (Stock
Operations—Cargo Stock Take Note Listing)

Input the search criteria in the master filter ahck “Open” (or the open
buttor) to search specific (or all) CST(s).

The CST(s) match the search criteria would be dygd in the result
window. Click the k=" button to open a CST and us@ B” at the top to
navigate among the list.

CRD - Cargo Repackaging Dispatch Note

(f) CRD - Cargo Repackaging Dispatch Note (Stock Operations>CRD - Cargo
Repackaging Dispatch Note)

Cargo Repackaging is used to change the packagengitem. For instance
change the unit of an item from a roll to 100 meter

Click the “5#” (on the tool bar) to add a new cargo repackadisgatch
note (CRD) or input a CRD number and click “Opentétrieve a CRD.
There are 3 tags in a CRD, namely “General” hotdsksitem information,
and “Others” keeps remarks and dates, and “Repgsholds different



document type of a CRD. Click the tags and seleg@house.

Every CRD must be accomplished with a (or morej@aepackaging
complete note (CRA).

Click the “*” (under the Item box) to insert items to CRD. Ihftam Code
(user may click =" search button to search item code from item degal
Quantity, Unit before and after the repackaging.

Click the tick *¥” when finished inputting each row. /=" plus sign under
the “Status” will be displayed if item has beenezad. Click =", and then
click somewhere under the “Edit Item Location”, ahdn ‘* " (under the
Item box) to list items available in the warehouse.

ftListing

Master Filter

Lot Code

|Loc Code | Oty

Item Info | tem Unit

D14 |# |[Item Code | Stock Date |Laot # [ W fH

20 {21 (000000 Hong Kong
2/ D014 2008/07/26 112234  Hong Kaong
30014 2008/07/30 |111234  HongKong |R1 10/ Pc

4 DD14 2008/08/01 | 111336 Hong Kong | R1 1Pc

Loc Code

Stock Remark
Az of Stock Date

2008/08/07 =

[ stock Location Locked

Click the “*” to select the row (item LOT# and Location Cod&jd
another row if the quantity required is not enough.

Change 'Use Stock Type' to... =

|status  alcode | Oty | Unit |FIFO/Specific | Cost | sub Total  |Remark
M= DD14 2 Pe Specific &6 132
o,| Status | Type |stock Location | allocated Oty |Remark | stock Date | Stock Lot |
| Roam Rl 2 2007/12/31 000000
Tl Roam Rl 1 2008/07/26 112234
| =2
L[ |

Click “* " (under the Item box) to add more rows or clic=™to remove a
row. Click “2” to preview or print and click&l” to save CRD.

NOTE: Click the position (marked in yellow in theeture below, the actual

display is not in yellow) and click* " or “'=" is to add or remove item
record. Whereas click the position (marked in rethe picture below, the
actual display in not red) and clic*” or “ =" is to add or remove stock

location.
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+ = x

[Status |code | Oty | Unit |

e DD14 12 Pc

Edit Ttem Location |
o, Status | Type |Stock Location | W/H Qty |
|= Room R1 &
Foom F1 =]
| = 12|
4

User can save all relevant information relatechts €RD which cannot be
input in previous tag, such as scanned imagesstboudeclaration or
shipping documents. Click the*” under the “Repository” tag to insert file.
Check the departments which can read this file.

There are 3 actions that a cargo repackaging aispeite can be performed.

Click Zelect an Action ™ to choose an action.
Selections Action to be performed
Create Cargo Repackaging | Create Cargo Repackaging Complete
Complete Note Note to complete items from this Cargo

Repackaging Dispatch Note and select
store location(s) manually

List all CRAs for this CRD List all Cargo RepackagiComplete
Note relating to item of this Cargo
Repackaging Dispatch Note

Cargo Repackaging Dispatch| Pop-up a window showing all

Note Tracking documents relating to this Cargo
Repackaging Dispatch Note

CRD Listing - Cargo Repackaging Dispatch Note higti

[M] CRD Listing - Carga Repackaging Dispatch Mote Listing (Stock Operations
—CRD Listing - Cargo Repackaging Dispatch Note hig}i

Input the search criteria in the master filter ahick “Open” (or the open
buttor &) to search specific (or all) CRD(s).

The CRD(s) match the search criteria would be diggd in the result
window. Click the k" button to open a CRD and us€2 2" at the top to
navigate among the list.
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CRA - Cargo Repackaging Complete Note
[ CRa - Cargo Repackaging Complete Note  (Stock Operations-CRA -
Cargo Repackaging Complete Note)

Click the “5#” (on the tool bar) to add a new cargo repackagmmplete
note (CRA). Input a CRD number when a window is-ppp

Accept Cargo from a CRD Note

CRD Number RDOB -

| Open | | Cancel |
4

The content of the CRD will be copied to that of CRJser may click
“laccept AllQty” button to accept all items and quantity and sedecommon
stock location for all the items.

Accept All Oty from the CRD

Default Cargo Location hd

| Apply || Cancel |

User may accept partial “CRA” items or quantitiesl @tore the items in
different locations. Click [*I” under the “Status” to expand the “Edit Item
Location” window. Click the " in the “Stock Location” and select a
location, input “Accepted Qty” and click~” for one item. Select and input
for the rest.

User can save all relevant information relatechis €RA which cannot be
input in previous tag, such as scanned imagesstboudeclaration or
shipping documents. Click the+” under the “Repository” tag to insert file.
Check the departments which can read this file.

Click “2” to preview or print and click&l” to save CRA.

CRA Listing - Cargo Repackaging Complete Note higti

] CRa& Listing - Cargo Repackaging Complete Mote Listing (Stock Operations
—CRA Listing - Cargo Repackaging Complete Note)

Input the search criteria in the master filter ahck “Open” (or the open
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buttor) to search specific (or all) CRA(S).

The CRA(s) match the search criteria would be diggd in the result
window. Click the k=" button to open a CRA and us@ 2" at the top to
navigate among the list.

Stock Ledger= stock Ledger  (Stock Operations»> Stock Ledger)

Input the search criteria in the master filter ahck “Open” (or the open
buttor =) to search specific (or all) item(s). The reptmws stock ledgers
(detailed transaction of stocks) of the selectexhs (warehouse, and time).
To search all items do not input anything in itemde.

|code |code 2 | Unit | Type | category |Brand | 5ales Description
| CAMCE CAMCA Pc Item Case & Pow... WO BRAND Micro ATX Case
_| CBPUSBEA CBPUSBG Pc Item Cable MO BRAND USB Printer Cahble &'
T|E| oo14 DD14 Pc Item Driver NO BRAND 1.44 MB Flappy Driver
o| # | LedgerDate |TxnType| Stock T#nMo. |DocType| DocMo, | DR.Qty | DR CostHKD | CR, Qty | CR, CostHKD | Bal
r|= B/F
7| 1 2007/12/31 CSsT C5T08-000001
7| 2 2008/07/24 CDN CDNOB8-000003 =10 5008-000004 1 43
7| 3 2008/07/24 CDN CDNOB-000004 =10 5008-000005 1 43
7| 4 2008/07/26 CAan CAMOB-000002 PO POO03-000003 1 42
7| 9 2008/07/26 CAan CAMOB-000003 PO POO03-000002 1 43
_| 6 2008/07/26 CaN CANO8-000004 PO POO08-000004
_| 7 2008/07/30 CaN CAND8-000005 10 400
_| g 2008/08/01 CaN CANDE-000006 PO POO08-000005
_| 9 2008/08/02 CaN CANOB-000007 PO POO08-000005 1
_| 10 2008/08/07 CTD CTDOS3-000001 2 a0
_| 11 2008/08/08 CTa CTa0e-000001 2 a0
_| 12 2008/08/11 CDN CDNOE-000008 S0 S008-000011 2 a7
L Kl |
|¥ HD320G7-5EA HD320G7-5EA Pc Item Driver Seagate Seagate 320GE Y200RPM 5ATA HDD
7| HDBOG7-5EA HD80G7-5EA Pc Item Driver Seagate Seagate 0GB ATA HDD

Click “Z” under the “Ledger Entries” to expand an item led@lick “.2”
to preview and click & to print.

Stock Listing 2" stock Listing (Stock Operations»> Stock Listing)

Input the search criteria in the master filter ahck “Open” (or the open
buttor©) to search specific (or all) item(s). The reptmdws current stock
guantities of each Lot code at each warehouse.

Edit Stock = edit stock  (Stock Operations»> Edit Stock)

Edit stock is used to modify the stock locationtem(s) in a warehouse.
Select “Edit Stock” function menu and input eititem code or Lot code
and warehouse to search.



Itemn Code

Lot Code

\Warehouse ~ | Qpen | | Cancel |

Locate the Lot code (or item) to be modified. Cli+” to show item
location.

P
| status [Lot # | BTB S/0 | Stock Date  [Code
= 000000 2007/12/31 DD14
(3] 0oooo0a 2007/12/31  HD320G7-SEA
M= 000000 2007/12/31  MSP-LOG
9, Status | Type | Stock Locatian WiH Qty  |Remark
b Room R1 5
| Room R2 s
L[ |

Change the quantities stored at each locationk @ie scissors %" under
the “Item” window to split one store location todwocations and modify

the quantities. Click+” when finished modify one Lot code and click&l”
to save.

9.18 Stock Summary=: stock summary - (Stock Operations»> Stock Summary)
This report shows the overall stock status of aftetiouses including stock
in each warehouse, dispatching quantities of oudétg sales order,
receiving quantities of outstanding purchase otolsck-to-back orders
guantities and queued order quantities. Input daech criteria in the master
filter and click “Open” (or the open butt) to search specific (or all)
item(s).

9.19 Edit Stock Queue:+: Edit stock queus  (Stock Operations»>Edit Stock Queue)
In order to use the stock queue function, an itamstrhave checked “stock
gueue” enabled for a warehouse (refer to item @eetbove). When a sales
order is created with such item and warehousate¢hewill be placed in
the stock queue. The item of a sales order crestdiggr will be queued in
earlier position (therefore smaller queue numbdégnder limited stock
conditions, stock will be assigned to sales ortismiaccording to the queue
sequence automatically. Therefore sales orderextesgrlier can dispatch
stock whereas later may not.



Manager (or groups with security rights) can adibstsequence manually.
Select “Edit Stock Queue” function menu and inpetni code, unit and
warehouse and click “Open” to search.

[ e

[~ v« = 3] 2]
Status | # |Scheduled D...A| DocType | Related Docg | .| Customer |
1 2008,/07/24 Sales Order SO08-000003 L RS HRLE
- | 2008/07/24 | Sales Order | S002-000006 ' Pk B L SR B
3 20028/07/24 Sales Order So0e-000010 L FRREESHRELE
4 20080724 Sales Order SO08-000007 o HERE R AR T
5 2008/08/01 Sales Order | SO02-000011 ... Lota Electronic Limited

User may rearrange the queue by clicking the colbead(s), edit the “#”
manually, drag and drop the “#”. Click thi2I™to refresh the sequence. And
click “&l” to save.



10. Account Operations
10.1 General VouchellGl Generalvoucher (Account Operations>General
Voucher)
Click “5#” (of Tool Bar) to add a new general voucher oning@ general
voucher number and click “Open” to retrieve a gaheoucher. There are 4
tags in a general voucher namely “General”, “Apaitv‘Header, Footer,
Remark” and “Repository”.

Input post date, reference, descriptions, branchsatect if the general
voucher is related to a customer, a vendor orlnptit customer or vendor
alias where necessatry.

Partner O Ny @ Customer Ovendor

Click “+” or “=" to add or remove entry to general voucher. Irgmgount
code, currency and amount, clic4” to auto-balance the voucher, click
“LJ” to copy line description from “description”. Useray use “Tab”
(keyboard) or mouse to navigate. Clic¥™when finished editing one entry.
Click “/&" to save or & to print.

If a “Document Prerequisite” has been defined fmayal voucher, user has
to review the approval status. The “approved” bhuttdall be checked
automatically if the creator has general vouch@rayal right. But the
“approved” button will remain uncheck if the creatimes not have
approval right. A user with approval right has &ify the general voucher
and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthéen‘Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WoieE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file. There isugity no limit on the
number of file attached in the repository database.

10.2 General Voucher ListingG] General woucher Listing (Account Operations
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—General Voucher Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) general voucher(s).

User can define report layout and limit the nunifettata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ £ at the top
to navigate among the list.

User may check “Show Txn Detail” to expand the Jaar¢s) to list all
entries in the voucher(s); the summed (debit aadigrlocal amounts are at

the bottom of the list. Click.2” to preview and export to Excel or other
documents.

Sales Vouchel's' sales voucher (Account Operations->Sales Voucher)
Click “=i” (of Tool Bar) to add a new sales voucher or inpstles voucher
number and click “Open” to retrieve a sales vouchkere are 4 tags in a
sales voucher namely “General”, “Approval”, “Headeooter, Remark”
and “Repository”.

Sales voucher can be created in three ways. Goecrgate using invoice
(click the action button of an invoice, refer taab section), or create using
batch posting (select post to sales voucher iniaevitsting, refer to above
section) and create a sales voucher here. Thetearypes of sales
vouchers: sales invoice related sales voucher aiwhaelated sales
voucher. Sales invoice related sales voucher naubhked directly to a
sales invoice (one to one) and the informatioralesvoucher must be the
same as that in the invoice.

Input a customer and click the “Document” thenicli=" to select an
invoice from the pop-up window. Most of the infortoa will be filled
automatically according to the selected invoiceulrreference,
descriptions and others if required.

vl Document

If the “Document” is not checked, a non-relatecgesaloucher can be
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created. Select customer, payment terms and dasargnd update entries
of the default accounts.

User may add additional entry to the sales voubleaicking “+” or “=".
Input account code, currency and amount, cl'“'*to auto-balance the
voucher, click 11" to copy line description from “description”. Useray
use “Tab” (keyboard) or mouse to navigate. Cli*{ Wwhen finished
editing one entry. Click &"” to save or & to print.

If a “Document Prerequisite” has been defined &des voucher, user has to
review the approval status. The “approved” buttalhbe checked
automatically if the creator has sales voucher@mdiright. But the
“approved” button will remain uncheck if the creatimes not have
approval right. A user with approval right has iy the sales voucher
and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthén“Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WoiteE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file.

Sales Voucher Listings] sales voucher Listing  (Account Operations»>Sales
Voucher Listing)

Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) sales voucher(s).

User can define report layout and limit the nunidfettata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ 2" at the top

to navigate among the list.

To show outstanding receivables, click the “Showm Detail” and “Not Yet
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Settled”. All sales vouchers (outstanding receigaphnd the outstanding
amount will be displayed.

lw| Show T=n Detail
[w| Mot Yet Settled

Purchase VoucheP' purchase voucher (Account Operations>Purchase
Voucher)

Click “*” (of Tool Bar) to add a new purchase voucher putra purchase
voucher number and click “Open” to retrieve a pasgvoucher. There are
4 tags in a purchase voucher namely “General”, ‘tApal”, “Header,
Footer, Remark” and “Repository”.

Purchase voucher can be created in three waysisQoereate using
purchase receive (click the action button of a pase receive, refer to
above section), or create using batch postingdsplest to purchase
voucher in purchase receive listing, refer to ab&eeion) and create a
purchase voucher here. There are two types of paechiouchers:
“purchase receive” related purchase voucher aramhaelated purchase
voucher. Purchase receive related purchase vouulngrbe linked directly
to a purchase receive (one to one) and the infeomat purchase voucher
must be the same as that in the purchase receive.

Click the “Document” then click==" to select a purchase receive from the
pop-up window. Most of the information will be 8l automatically
according to the selected receive. Input referetesgriptions and others if
required.

vl Document

If the “Document” is not checked, a non-relatedghaise voucher can be
created. Select vendor, payment terms and deseriphd update entries of
the default accounts.

User may add additional entry to the purchase vewulol clicking “+” or
“=". Input account code, currency and amount, cl'4”to auto-balance
the voucher, click 21" to copy line description from previous line. User
may use “Tab” (keyboard) or mouse to navigate.kC1¥” when finished
editing one entry. Click &"” to save or & to print.
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If a “Document Prerequisite” has been defined farchase voucher, user
has to review the approval status. The “approverdton will be checked
automatically if the creator has purchase voucppraval right. But the
“approved” button will remain uncheck if the creatimes not have
approval right. A user with approval right has tify the purchase voucher
and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthéen“Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WoreE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file.

Purchase Voucher Listin P] Purchase woucher Listing (Account Operations
—Purchase Voucher Listing)

Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) purchase voucher(s).

User can define report layout and limit the nunidfettata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ £ at the top
to navigate among the list.

To show outstanding payables, click the “Show Tatdll” and “Not Yet
Settled”. All purchase vouchers (outstanding pagslband the outstanding
amount will be displayed.

lw| Show T=n Detail
[w| Mot Yet Settled

Credit Note Voucher (Account OperationgCredit Note Voucher)

Click “5#” (of Tool Bar) to add a credit note voucher oruhp credit note
voucher number and click “Open” to retrieve a dredite voucher. There
are 4 tags in a credit note voucher namely “Gehevapproval”, “Header,
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Footer, Remark” and “Repository”.

Input reference, select a customer (or a vendarjency and descriptions.
Click “+” or “=". Input account code, currency and amount, cl'“'"*to
auto-balance the voucher, clictd” to copy line description from previous
line. User may use “Tab” (keyboard) or mouse toigete. Click ‘¥” when
finished editing one entry. ClicklEl” to save or &” to print.

If a “Document Prerequisite” has been defined fedd note voucher, user
has to review the approval status. The “approverdton will be checked
automatically if the creator has credit note vouapproval right. But the
“approved” button will remain uncheck if the creatimes not have
approval right. A user with approval right has tify the credit note
voucher and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthéen“Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WoieE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file.

Credit Note Voucher Listing (Account OperatiorgCredit Note Voucher
Listing)

Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) credit note vouchger(s

User can define report layout and limit the nunifettata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ 2" at the top
to navigate among the list.

Debit Note Voucher (Account OperationsDebit Note Voucher)
Click “=i” (of Tool Bar) to add a debit note voucher or ihpudebit note



voucher number and click “Open” to retrieve a delbite voucher. There
are 4 tags in a debit note voucher namely “Gengtafiproval”, “Header,
Footer, Remark” and “Repository”.

Input reference, select a customer (or a vendarjency and descriptions.
Click “+” or “=". Input account code, currency and amount, cl'“'"*to
auto-balance the voucher, clictd” to copy line description from previous
line. User may use “Tab” (keyboard) or mouse toigete. Click ‘¥” when
finished editing one entry. ClicklEl” to save or &” to print.

If a “Document Prerequisite” has been defined fitnote voucher, user
has to review the approval status. The “approverdton will be checked
automatically if the creator has debit note vouamgroval right. But the
“approved” button will remain uncheck if the creatimes not have
approval right. A user with approval right has iy the debit note
voucher and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthéen‘Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WoieE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file.

10.10Debit Note Voucher Listing (Account OperatiorgDebit Note Voucher
Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) debit note voucher(s)

User can define report layout and limit the nunidfettata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ 2" at the top
to navigate among the list.



10.11Deposit Voucherd! peposit voucher (Account Operations»Deposit
Voucher)
Deposit voucher must be used together with a smtés. The overall
deposit amount must be input in the sales ordesl{@&n in below).
Multiple deposit entry can be entered in the sateer. When deposit is
received create a deposit voucher for each depoBiy.

Ceposit t -

Status | Deposit Description | Deposit & | Received
first 30%: deposit 10
second 30% deposit 10

| =20

There are two ways to create a deposit voucherfifldtene is to select
“create deposit voucher” from the action of saletea The second one is to
create using the method stated below.

Click “5#” (of Tool Bar) to add a new deposit voucher onina deposit
voucher number and click “Open” to retrieve a dépasucher. There are 4
tags in a deposit voucher namely “General”, “Ap@idy‘Header, Footer,
Remark” and “Repository”.

Click the “Document” then click==" to select a sales order (with
outstanding deposit) from the pop-up window. Mdghe information will
be filled automatically according to the selectalds order. Input reference,
descriptions and others if required.

vl Document

Update entries of the default accounts. User mayaalditional entry to the
deposit voucher by clicking+” or “=". Input account code, currency and
amount, click ‘4" to auto-balance the voucher, clic{3” to copy line
description from previous line. User may use “Té®yboard) or mouse to
navigate. Click ¥” when finished editing one entry. CliclEl” to save or
“=” to print.

If a “Document Prerequisite” has been defined fpakit voucher, user has
to review the approval status. The “approved” bhuttall be checked
automatically if the creator has deposit vouchgragal right. But the
“approved” button will remain uncheck if the creatimes not have



approval right. A user with approval right has &ify the deposit voucher
and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthéen“Header, Footer,
Remark” tag. User can change the header or foettias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WorxeE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file.

10.12Deposit Voucher Listing®] beposit voucher Listing (Account Operations
—Deposit Voucher Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button ) to search specific (or all) deposit voucher(s).

User can define report layout and limit the nunifettata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ & at the top
to navigate among the list.

10.13Prepayment Vouchel prepayment voucher (Account Operations
—Prepayment Voucher)
Similar to deposit voucher, prepayment voucher rbastsed together with
a purchase order. The overall prepayment amount lneusput in the
purchase order (as shown in below). Multiple prepayt entry can be
entered in the purchase order. When prepaymeatis paid, create a
prepayment voucher for each prepayment entry.

Deposit t -

Status | Deposit Description | Deposit & | Received
first prepayment 50
final prepayment 40




There are two ways to create a deposit voucherfifdtene is to select
“create deposit voucher” from the action of saletea The second one is to
create using the method stated below.

Click “=i” (of Tool Bar) to add a new prepayment voucheinput a
prepayment voucher number and click “Open” to es®ia prepayment
voucher. There are 4 tags in a prepayment voudreely “General”,
“Approval’, “Header, Footer, Remark” and “Repositor

Click the “Document” then click==" to select a purchase order (with
outstanding prepayment) from the pop-up window. Mdghe information
will be filled automatically according to the setled purchase order. Input
reference, descriptions and others if required.

vl Document

Update entries of the default accounts. User mayaalditional entry to the
prepayment voucher by clickingt” or “=". Input account code, currency
and amount, click'# " to auto-balance the voucher, clict” to copy line
description from previous line. User may use “Té®yboard) or mouse to
navigate. Click ¥” when finished editing one entry. CliclEl” to save or
“i=" to print.

If a “Document Prerequisite” has been defined f@ppyment voucher,
user has to review the approval status. The “amgutdlgutton will be
checked automatically if the creator has prepaymeuather approval right.
But the “approved” button will remain uncheck iethreator does not have
approval right. A user with approval right has tify the prepayment
voucher and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthén‘Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WoieE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file.



10.14Prepayment Voucher Listin P Prepayment voucher Listing  (Account
Operations—Prepayment Voucher Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button ) to search specific (or all) prepayment voucher(s)

User can define report layout and limit the nunidfettata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ £ at the top
to navigate among the list.

10.15Receive VouchelR| receive voucher  (Account Operations>Receive
Voucher)
Receive voucher is used to settle the amount adptsales voucher.
There are two ways to create a receive voucherfiidtene is to select
“create receive voucher” from the action of salescher. The second one is
to create using the method stated below.

Click “=#" (of Tool Bar) to add a new receive voucher oninha receive
voucher number and click “Open” to retrieve a reeaioucher. There are 4
tags in a receive voucher namely “General”, “Ap@idyv‘Header, Footer,
Remark” and “Repository”.

Input or select a customer and input descripti@tisk the ‘" (A/C Txn
Num) button of account receivable account. A winddwwing all
outstanding receivables of the customer will be-pppSelect one (or more
than one by pressing CTRL key or SHIFT key) outditagy entry and adjust
the receive amount (if needed). To settle multgrizies (multiple sales
vouchers) click +” to add account receivable account and click ffett
select another sales voucher.

[F--vxEBED)
—

| status [ |afc Code | AJC Trn Mum | rRelated Doc Mum |
| 1 AR, A5 SVO3-000002 - IMY INOZ-000002
| 2 | BHSE

I| 3 AR, A5 SV03-000001 == IMY INOS-000001

User may add additional entry to the receive voublyeclicking “+” or



“=" Input account code, currency and amount, cli'“/™to auto-balance
the voucher, click 21" to copy line description from previous line. User
may use “Tab” (keyboard) or mouse to navigate.kCi¥” when finished
editing one entry. Click &"” to save or & to print.

If a “Document Prerequisite” has been defined &meive voucher, user has
to review the approval status. The “approved” bhuttall be checked
automatically if the creator has receive vouchgragal right. But the
“approved” button will remain uncheck if the creatimes not have
approval right. A user with approval right has &vify the receive voucher
and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthéen‘Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WoiteE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file.

10.16Receive Voucher ListingR] receive voucher Listing  (Account Operations
—Receive Voucher Listing)
Input the search criteria in the master filter ahck “Open” (or the open
buttor &) to search specific (or all) receive voucher(s).

User can define report layout and limit the nunidfettata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ £ at the top
to navigate among the list.

10.17Payment Vouche [T payment voucher (Account Operations>Payment
Voucher)
Similar to receive, payment voucher is used tdes#te amount created by
purchase voucher. Clict5=” (of Tool Bar) to add a new purchase voucher
or input a purchase voucher number and click “Openétrieve a receive



voucher. There are 4 tags in a purchase voucheelgd@eneral”’,
“Approval”, “Header, Footer, Remark” and “Reposytor

Input or select a vendor and input descriptiong&kGhe " (A/C Txn

Num) button of account payable account. A windoawghng all

outstanding payables of the vendor will be pop&giect one outstanding
entry and adjust the payment amount (if needed}etibe multiple entries
(multiple purchase vouchers) clic+* to add account payable account and
click the ‘=" to select another purchase voucher.

[+ - x=s [l
[status [ L3T| |a/c Code & A4C Turn Mum | Related Doc Mum |
| 1 ars] AP PVOZ-000001 - PRM PMNOS-000001
3 3 AP
| 2 BHSB

User may add additional entry to the payment voublgeclicking “+” or
“=". Input account code, currency and amount, cl'4”to auto-balance
the voucher, click 2" to copy line description from previous line. User
may use “Tab” (keyboard) or mouse to navigate.kKC1¥” when finished

editing one entry. Click &"” to save or & to print.

If a “Document Prerequisite” has been defined fyrpent voucher, user
has to review the approval status. The “approverdton will be checked
automatically if the creator has payment vouch@rayal right. But the
“approved” button will remain uncheck if the creatimes not have
approval right. A user with approval right has &vify the payment voucher
and check the “approved” button later.

Predefined “Header” and “Footer” can be selectetthéen“Header, Footer,
Remark” tag. User can change the header or foet¢ias needed.
“Remark” will be saved but printed.

User can save all relevant information relateddocher which cannot be
input in previous tag, such as e-mail, PDF, WoixeE or image files. Click
“+” to under the “Repository” tag insert file to vdwes. Check the
departments which can read this file.

10.18Payment Voucher ListingT] Payment voucher Listing (Account Operations



—Payment Voucher Listing)
Input the search criteria in the master filter ahck “Open” (or the open
button &) to search specific (or all) payment voucher(s).

User can define report layout and limit the nundfedtata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ £ at the top
to navigate among the list.

11. Account Summary
11.1 Audit Trial lat auditTrial  (Account Summary-Audit Trial)

11.2

Audit trial helps user to search any voucher(g¢hasystem. Input the
search criteria in the master filter and click “@péor the open buttort?)
to search specific (or all) voucher(s). User magkdhe ‘i Show Txn Detail ”
to expand voucher entries and the summed valuébeviisplayed at the
bottom window.

User can define report layout and limit the nuntdfedtata retrieved (to save
time in remote connections) in the advance opti Advance Optian”,

The voucher(s) match the search criteria wouldigglayed in the result
window. Click the k=" button to open a voucher and us@ £ at the top
to navigate among the list.

Customer Ledge &= customer Ledger (Account Summary-> Customer
Ledger)

Customer ledger shows the accounting activitiesetédcted customer(s). All
transactions within the selected range will beetistSelect the function and
choose branch or a specific customer and seleetrdages and click
“Next” again. Click ‘4" to preview or click '& " to print or export to

Excel (or other format).

User may click thel=” button to review the corresponding voucher(s).

Txn Type | Txn # | Related Doc # |
Brought Forward
Deposit Youcher &0 DWVOS-000002 = S0 5C008-000011 =

Deposit Woucher  AD DWOB-000004 - SO SO0B-000013
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11.5

Customer Statemer: | Customer statement  (Account Summary->Customer
Statement)

Customer statement summarizes accounting actiwafieslected
customer(s) and prepares a printed statement shomers. Select the
function and input specific customers (or blank)est branch and date
ranges, change the local currency and click “Of8reary” or “Next”.

The outstanding (O/S) summary runs faster and slalwsuchers/invoices
which has not been settled. User can click *&tb expand detailed
vouchers of each customer.

It takes longer time to prepare the statement éxXtNis clicked. The
windows is divided into two major portions namehg tupper and the lower
portion. The upper portion lists the customers whsithe lower portion
lists the outstanding vouchers/invoices of thaeéceld customer. Select a
customer and click'2” to preview or click ‘& to print. User may click
the ‘" button to review the corresponding voucher(s).

Use mouse (and SHIFT or CTRL keys) to select mleltgpstomers, the
statement of the customers will be printed by dfigk' =" (only the first
can be previewed if 2" is pressed).

Vendor Ledger & vendor Ledger  (Account Summary-Vendor Ledger)
Vendor ledger shows the accounting activities tdcted vendor(s). All
transactions within the selected range will beetistSelect the function and
choose branch or a specific vendor select dateesaagd click “Next”.
Click “4” to preview or click ‘" to print or export to Excel (or other
format).

User may click thel=” button to review the corresponding voucher(s).

Txn Type [ Tun # | Related Doc # |
Brought Forward
Purchase YWoucher AP PYOE-000001 = PRN PNOS-000001 -
Prepaymento... AV TWOB-000001 = PO POO0Z3-000009 -

Vendor Statemena | vendor statement (Account Summary-Vendor
Statement)
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11.7

Vendor statement summarizes accounting activitieglected vendor(s)
and prepares a printed statement for vendors. Ske¢unction and input
specific vendors (or blank), select branch and datges, change the local
currency and click “O/S summary” or “Next”.

The outstanding (O/S) summary runs faster and sladlws
vouchers/purchase receives which has not beeprdettker can click the
“[+]” to expand detailed vouchers of each vendor.

It takes longer time to prepare the statement éxXtNis clicked. The
windows is divided into two major portions namehg tupper and the lower
portion. The upper portion lists the vendors whettba lower portion lists
the outstanding vouchers/purchase receives ottiatted vendor. Select a
vendor and click 2" to preview or click '&” to print. User may click the
“l+" button to review the corresponding voucher(s).

Use mouse (and SHIFT or CTRL keys) to select mieltygendors, the
statement of the vendors will be printed by cligkfi©=” (only the first can
be previewed if 4" is pressed).

Trial Balance [& Trial Balanee - (Account Summary-Trial Balance)

Trial balance provides a way to check accountirtg dapidly. Select the
function and choose a branch and currency and tlekt”. Input the start
and end dates and click “Next”. Check the valuesliok the ‘=" at the left
of the “A/C Name” to view the transactions of atpadar account.

Trial Balance Info

4/C Code |&fC Mame

= Current Assest
Account Receivables
Bank Accounts
Bank of China Cfa
HSBC Bank CfA
Cash

Ledger = Ledger (Account Summary-Ledger)

Ledger lists selected transactions (of a seleetégdr, branch with a date
range). Select the function and choose a brancltamency and click
“Next”. Locate the ledger to be viewed by clickitige column with »”,
change date range if required and then click “Nedser may click



“Preview all” to list all transactions of all ledge

Account
|£/C Code |&fC Name
=) CA Current Assest
T| AR, Account Receivables
|| ;l BANK Bank Accounts
| LeeOC Bank of China C/a
L L BHSB HSBC Bank C/f
|| i casH Cash
j op General Deposit

Click “[*" to view the related voucher. Multiple branches te selected
and the local currency can be modified when viewirggledger.

Ledger of BHSE HSBC Bank CfAa

| PostD/T | DueDfT | Txn Type | Tun # | & | Ex Rate | Dr & | Cri |
2008/07/01 Brought Forward !

| 2008/07/22 Receive Voucher AR RVOS-000001 - HKD 1 S00

|EDDEI,I‘DEI,I{DI Deposit VWoucher  AD DWVO2-000004 - HKD 1 50

| 2008/08/09 General Woucher AG GW0B-000001 =+ HKD 1 1,000

| 2008/08/09 General Woucher  AG GW02-000002 - HKD 1 1,000

11.8 Balance Shee~# ealance sheet (Account Summary->Balance Sheet)
Balance sheet serves three functions. One is theguw balance sheet as at
a particular date and the other is to perform pkeiod and review previous
period ended balance sheet. Select the functiortlaoolse a branch and
click “Preview B/S”. Select as at date and clickofly”. Click “ 2" to
preview or click '&” to print or export to Excel (or other format).i€d the
“l" at the left of the “A/C Name” to view the trangians of a particular
account.

Select the function, choose a branch and click tNé&elect as at date and
click “+” to perform period. Click =” to perform to remove a period end
if necessary. Please be noted that vouchers withetpial or earlier than
the period end data will be locked and cannot bdifieal. Period end
cannot be performed if there is any un-approvedkeu(within the period
end period).

Click “Apply” to continue. Click ‘2" to preview or click '&"” to print or
export to Excel (or other format). Click th=*at the left of the “A/C

Name” to view the transactions of a particular acto

To review previous balance sheets, select theifumathoose a branch and
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click “Next”. Check the desired period and clickéit” to view.
Select Period End Dates

| select | Period End Date |
I| vl 2008/02/14 23:59:59

Profit and LOSS .l Profit and Loss  (Account Summary-Profit and Loss)
User may view the profit and loss report by sefeggthis function and
select a date range. Check the “Compare” to confgarees with previous
periods. Click “Next” to view the report. Click2” to preview or click

“ & to print or export to Excel (or other format).i€K the ‘=" at the left
of the “A/C Name” to view the transactions of atpadar account.

Get Profit and Loss Report by

& Date Range Start Date 2008/07/01 -
QO Month End Date 200808731 -
O week vl Compare

Start Date 2008/05,/01 -

End Date 2008/06,30 -



