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Foreword

Foreword

Comtech Software has been
designing software for the
Wholesale Trade since 1998.
You can find out more about our
products from our websites at
www.selectdata.co.uk and
www.wholesalersoftware.co.uk.

You can contact Comtech
Software by writing to Comtech
Software, 7 Woodpark Avenue,
Knaresborough, HG5 9DJ, or by

telephone at 01423 862247, or by
e-mail at
davidcayre@ntlworld.com.
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1 Introduction

Wholesaler 32 is a completely rewritten version of the standard Wholesaler which has been in use
for the last ten years. The new version is written in 32 bit code which will run on all modern
operating systems.

There are many new features included in the 32 bit version, such as :-

1. The ability to e-mail documents directly to customers.

2. The ability to allow customers to e-mail their orders directly to you.

3. Better data presentation.

4. The ability to run on 64 bit operating systems such as the latest versions of Windows.

The programme will use the existing set of data that you have been using with the original version
of Wholesaler and no complicated upgrade will be needed. In fact it will run along side the older
version, which you will be able to revert back to at any time if required.

1.1 Welcome

We would like to welcome you to the new version of Wholesaler, which you
will find is very similar in operation to the older version, but with some very
useful additions.

Should you come across any problems with the new version, you can
always revert to the older version until you have learnt how to use the new
one. However, this should not be necessary, as the new version operates in
much the same way as the original and should not look strange to you.

1.2 Installation

Network

When several computers are used, you will need a licence to include all the terminals.

The data will be housed on one computer (it doesn't matter which one) in the WSaler folder on the
C:\ drive.

The programme files are housed in the aws32 folder on each machine.

The machines that do not house the data must have a drive mapped to the C:\ drive on the
computer that does house the data. This will most likely be the Z:\ drive.

The original system was installed into the c:\aws folder on each machine on the network, while the
data was housed in the c:\wsaler folder on the server (or the machine that had internet access).
The new version is installed into the c:\aws32 folder on each machine and accesses the same data
as the original system. In this way, both systems can be used, though it is intended that the new
version will eventually be used exclusively.

As with the original system, the path to the data must be stated in the c:\aws32\paths.ini file as

follows :-

[PATHS]

DATA=c:\wsalen (if on the same machine)

MULT=

1=c:\wsalen\ (This should be the same path as the DATA statement)

or

[PATHS]

DATA=z:\wsaler\ (if the data is on another machine and z: is the mapped drive to the c:
drive on the machine where the data is stored.)

MULT=

1=z:\wsaler\ (Same as DATA statement. This is for version reference if multiple

companies are installed)
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When the programme is started on any machine on the network, it will first check for any updates
on the internet and if there is one, it will download it into the data folder. Then it will run the update
on the machine where the programme is being run before opening Wholesaler.

When Wholesaler is started, on any other machine, it will run the new update before opening
Wholesaler.

Installing Wsaler32 on a Network

1 2 3 4 ‘ 5 N
‘ Network | | |
Computer 1 is just one of Computers 2 - N are the slave computers. Each has
a set of networked computers. the programme folder aws32 installed on it.
The programme folder, aws32 The paths.ini file contains :-
contains the programme files.
paths.ini contains :- [PATHS]
DATA=z:\wsaler\
[PATHS] 1=z:\wsaler\
DATA=c:\wsaler\
1=c:\wsaler\ There is no wsaler folder on these computers. They all share
the data with computer 1. A drive 'Z:" is mapped on each of these
The data is stored in c:\wsaler computers to the c: drive on computer 1. When you map a drive
on this computer. wsaler is set you are automatically presented with the next available drive
to be shared as ‘C’. letter, starting at Z and moving down the alphabet. If a different drive

letter is used, replace ‘'z’ in the above path settings with the actual
drive letter set.

Make sure that all aws32 folders and the wsaler folder are set
to allow data to be changed. l.e. not read only.

New Users

If you are not already a user of WSaler, you can install the Demo Version, obtainable by download
from www.selectdata.co.uk/aws32/installdemo32.exe. This will install the executable files in the
folder c:\aws32, and the demo data will be installed in c:\playdata. The paths will be automatically
set for the programme to access the playdata folder. The demo version is actually a full version but
is only licensed for 30 days from installation. Feel free to create orders, print delivery notes and
invoices, and try out all aspects of the programme before you decide to buy a full year's licence.

Going Live

When you are ready to go live we will send you an invoice, and on receipt of payment, will send
you a registration disk. We can also help with the import of your static data into the database, such
as customer and product lists. If you supply us with your customer list, including addresses, and
your product list with prices, we will import the data into the wholesaler database for you.

Existing users

If you already are using the old version of WSaler, you can still install the demo version of

W Saler32 without interfering with your WSaler installation. The demo data is installed into a folder
named 'Playdata’ in the c: drive while the programme is installed in a new folder called aws32, also
in the c: drive. You can experiment with this, using the play data while still using the old system for
handling your live data. However, if you don't want to bother with the playdata, you can install the
upgrade version from www.selectdata.co.uk/aws32/install32.exe.

© 2014 Comtech Software
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Going Live

As with the new user situation, you can switch to the new version quite simply. When this is done,
the paths will be changed so that the new aws32 software will operate on the existing live data.
Now you can run either the old WSaler, or the new WSaler32 on the same data with no problem.
However, after switching to the new system you should not need to use the old system again.

Downloads

The Upgrade can be downloaded from www.selectdata.co.uk/aws32/install32.exe.
The Demo Version can be downloaded from www.selectdata.co.uk/aws32/installdemo32.exe.

1.3  Help Files and Handbook

There is Context Sensitive help in WSaler32 which can be viewed by pressing the F1 key or
clicking on the 'Help' button on the screen (if there is one). This will bring up the help files opened
at the relevant section.

There is also a copy of the Handbook in pdf format. This can be viewed on screen but you will
need a pdf viewer such as Adobe Viewer, which can be downloaded, free,

from www.adobe.com. This will display it on screen but will also allow you to print a hard copy.
Alternatively, you can buy a printed copy from Comtech Software by contacting one of the Help
Lines.

You can also download a copy of the handbook from www.selectdata.co.uk/aws32/aws32.pdf.

1.4  Starting Wholesaler

Double-click the desktop icon to start Wholesaler. This will give you the Startup window:-

E —ipl=l

Loading Wholesaler - Please walit

This will check the internet to see if there are any updates available.
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Checking for Update

If there are, they will be automatically downloaded and installed before the main programme starts.
After any available update is installed, an automatic backup is done. This saves all your data in a
backup file. Backups are kept for 7 days after which the oldest backup is discarded and a new one
added. The most recent backup will be named backup.zip. The backup from the previous day will
be backup1.zip and so on to backup6.zip.

AutoPack

|Item 45 of 0 |

If your registration is within 30 days of running out, you will get this reminder:-

! E Licensed from 2622011, There are QNLY & days remaining. Contact Select Data Services Ltd For new licence! Tel, 01423 862247
L

Invoices for licence renewal will be sent out 30 days before the month of renewal to give you time
to send your remittance before the licence expires. On receipt of payment, a new licence will be
sent to you.

Next, you will see the welcome screen:-

© 2014 Comtech Software
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Copyright 2004 Comtech Software
For use by Registered User Only

Registered to -
*COMTECH*

333333333

i

b ade in Great Britain

Wergsion 5.1.2.4 [Releazed 16/12/2010]

Click OK to continue. This will then show the Main Menu screen with all the options disabled with
the exception of the Login and Logout buttons:-

% /Control Panel for, *COMTECH®

Current Date/Time

Login Logout
‘: 20/2/2012 - 10:38 l::>

Version 5.1.2 6 (Released 01/01/2012)

Click the Login button to login. If you have entered Users with Passwords, you will then see a
window which will allow you to enter your user name and password. If no users have been entered,
the Login window will not appear and you will go straight to the 'Convert Standing Orders' screen.

141 Login

If you have entered Users with Passwords, the following window will appear:-

© 2014 Comtech Software
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1.4.2

1.4.3

@ Login New User (=13

Izer Mame |

Paszword

Apply

Enter your Username and Password and then click Apply. If your Username and Password are
recognised, you will then move on to the main menu which will have all the buttons enabled that
you are entitled to access. Different users may have different access restrictions.

Convert Standing Orders

Each Morning, when you first start Wholesaler, you will be presented with this screen (assuming
you have Standing Orders entered for your customers).

© Convert Standing Orders

BS BLACE SWAN Print Convert Convert
BETR BIRCH TREE RESTAURANT List None

CAF COCK AND FERRET =

CR CENTURY RESTAURANT -

HA TEST COMPANY

HAL TEST COMPANY 2 c )
HAH HARE AND HOUNDS

JD JOES DINER

KHE KING HENRY THE ETIGHTH

KHH KINGS HEAD HOTEL

OOR OLD OAK RESTAURANT After conversion, individual

=3 POLLYANNAS PANTRY .
orders may be edited as Current

Orders in the Order Processing
Section

Click Convert to convert all Standing Orders for the following day. Click 'Convert None' to skip this
operation. Standing orders can be converted at any time during the day if you re-start the
programme, or you can use the Advance Standing Orders in the Orders section.

N.B. Standing Orders should not be entered for customers using Web Ordering.

Memos

After converting Standing Orders (or skipping this process) you will be presented with the Memo
screen which allows you to enter messages, to yourself or other users, to appear on a set date. If
there are any messages for the present day, they will appear on the screen.

© 2014 Comtech Software
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1.5

© Memo Notepad

Print Cancel Apply o
List
o >< ¢
2000202012 Edt To enter a new memo, set the date when the: i iry‘?:ia;i:ear, then enter the message: in the top box. Click.

This is a message that was entered to appear today.

This is another message that was entered to be displayed today.

If you wish to enter a memo, to yourself or any other operator, set the date for the message to be
displayed by clicking the Date button and selecting the date from the calendar, then enter the
message in the box at the top and click Apply to save it.

You can Print your messages by clicking the 'Print List' button.

Setting the Date

In many of the screens there is a button to let you set the date. This brings up the following screen
(or a similar one) :-

&) Calendar |-_| |E| E'
Click on the Maornth to
February 2012 select a different month,
: Click on the year to select
Mon Tue Wed Thu Fri Sak Sun a different year. You can
P ; g 130 141 152 also use the scroll arrows
= at the top. Double-click on
13 14 15 16 pEl 15 19 o s i el
20 21 22 23 24 25 26 l:'il "
27 23 29 SElECL
[ IToday: 17/02/2012
Dake Selected | 17/02/2012

Double-click the date to set that date, or select the date and click OK. If you require a different
month, click on the month and select the one required.
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1.6

et Dellvery Time{Date
ack
=
18:02:2012 i
sanrday
Quick Find Custamer
orercats [
@ Ccalendar EFBEX
BS BLACK SWAN et
BTR BIRCH TREE RESTAURANT Click o the Marth to
caF COCK AND FERRET select a different month,
[l CENTRAL CATERING SERVICES January Click on the year to select
CR CENTURY RESTAURANT 1on Tue Wed  Febryary a different year, vou can
Ha TEST COMPANY o 5 5 Mach also use the scroll arrows
HEL TEST COMPANY 2 15 14 15| el at the top. Double-click on
HAH HARE AND HOUNDE o0 oz sz My the dats you wish to
D JOES DINER 27z 29 June ealiEm,
KHE KING HENRY THE EIGHTH July
ok
KHH KINGE HEAD HOTEL [IToday: | August x|
OOR OLD OAK RESTAURANT September Date Selected
PP POLLYANNAS PANTRY October
SCHL HARROGATE COUNCIL Hovember
SCHZ HARROGATE COUNCIL December
STOCK STOCK (1}
swc SPINNING WHEEL CAFE a
WMH WILLIAM AND MARY HOTEL 0
nt Ord ]

ek Delivery TimejDate

ack
17022012 i E>

ity

Quick Find Customer

e

© calendar,

BS BLACK SWAN
BTR BIRCH TREE RESTAURANT Click o the Marth to
CAF COCK AND FERRET I — B3 select 2 different month.
[l CENTRAL CATERING SERVICES Click on the year to select
CR CENTURY RESTAURANT M””“W% a different year, vou can
HA TEST CCMPANY 5 5 0 6 i m 8 also use the scroll arrows
Hal TEST CoMPANY 2 A at the top. Double-click on
HAH HARE AND HOUNDE 20 31 32 23 24 25 26 the dats you wish to
Jp JOES DINER 7 @ 29 select,

KHB KING HENRY THE EIGHTH o ]
KHH KINGE HEAD HOTEL [IToday: 17/02/2012 ox
OCR OLD OAK RESTAURANT Date Selected
23 POLLYANNAS PANTRY

SCHL HARROGATE COUNCIL 0

SCHZ HARROGATE COUNCIL 0

STOCK STOCK 0

s SPINNING WHEEL CAFE o

WMH WILLIAM AND MARY HOTEL 0

In this case, use the up or down arrows to change the year.
Main Menu

Double-click the start icon on the desktop to open Wholesaler 32. It will first run through a
sequence of tests to find out if there is a current update to download. If there is, it will do that and
then run the update before opening the programme.

Firstly, a Splash screen will appear showing the Version number, company that the software is
licensed to, and the number of days left for the licence to run.

Click 'Apply' to clear Splash screen.

The Main menu screen will appear with all the buttons greyed out except for the 'Login' and
'‘Logout’ buttons. Initially there will not be any users registered so no login box will appear and you
will go straight into the programme. However, if you have entered users with passwords for access,

© 2014 Comtech Software
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a box will appear for you to enter the user name and password before being given access. Setting
User Access will be discussed later, but initially, you will be given immediate access.

The first screen to appear is the 'Convert Standing Orders' screen. This will only appear if the
standing orders for the next day have not been converted. You have the option at this point of
converting the standing orders into current orders for the following day's delivery, or skipping this
option.

The next screen to appear is the Memo page where you can leave messages to appear at a later
date. Close this page and the Main Menu page will appear. The 'Convert Standing Orders' and
Memo pages will be discussed later.

The Main Menu screen:-

2% Control Panel for, *COMTECH®

Current Date/Time:

Logout
? 9/2/2012 - 15:48 ':'>

Order
Processing

Control

Tngredient

Finance

End-of Day
Routines
e Y
B0
|

Backup
Data

Data
Maintenance

o

Utilities
1

g

Stock

Contrel

=0 un
-y

M L
i—

ler

Wersion 5.1.2.6 (Released 01/01/2012)

The Login button will now have been replaced by the Help button. The active buttons are now :-

1. Order Processing - which includes all the functions associated with creating orders.

2. Finance - this includes the Receipts, Statements, Audit and reports sections.

3. End-of-Day Routines - while orders can be entered throughout the day, at the end of the day
there are a set of routines that must be run before the night's production. These include the
printing of production lists, delivery notes, invoices and reprinting of various documents.

. Data Maintenance - contains all the static data entry and editing screens.

. Utilities - for setting all the preset user options, user and password entry and data admin
screens.

. Ingredient Control - stock control of ingredients.

. Stock Control - stock control of finished products.

. Backup Data - allows you to make a backup of your data to a memory stick.

. Help - opens the Help files and displays them on the screen.

0.Logout - logs the user out of the programme and allows a new user to login or close the
programme.

[$ 088

=2 O0~N®

Each of these sections will be dealt with separately.
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2 Main Menu

After logging in, the main menu will appear. This will give you access to all the main sections of the
programme.

2% Control Panel for, *COMTECH®

Current Date/Time:

Logout
? 9/2/2012 - 15:48 ':'>

Order Finance Data .
Processing £ End of Day Maintenance Utiies
= s
- i£ i3 | e ﬁ |/‘J
| -
Tngredient Stack
Control Backup Control
= bt
CRNARY

ler

Wersion 5.1.2.6 (Released 01/01/2012)

The main sections are as follows:-

1. Order Processing - This deals with all aspects of order creating and editing.

2. Finance - This gives access to the Mini-Accounts section, Archived records and Reports.

3. End-of-Day routines - This includes printing/emailing of production lists, delivery notes
invoices, statements and reprinting/emailing of documents.

4. Data Maintenance - This allows entry and editing of all static data such as customer, products,
ingredients and recipes.

5. Utilities - This allows access to the operational preferences, user access control and data
management.

6. Ingredient Control - Allows stock control of ingredients. You need to have setup recipes for this
to be operational.

7. Stock Control - Allows you to keep track of stock, if products are made for stock purposes.

8. Backup Data - It is sensible to take regular backups of your data, especially just before doing an
invoice run or similar bulk data operation, so that if anything goes wrong during this operation,
you will be able to restore the data to the situation it was at just before the bulk operation. N.B. It
is advisable to contact Wholesaler Software support before restoring data.

2.1 Order Processing

This section deals with all aspects of order creating and processing.

Standing orders

A set of typical order template can be created for each customer for any day of the week with four
possible delivery times. These can be AM (normal delivery), PM, D3 and D4. Orders for different
times in the same day will be stored as separate orders. In general, most users only use the AM or
default delivery time.

Converting Standing Orders
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Standing Orders would usually be converted into Current Orders first thing in the morning and
would be edited as and when required if the customer rang in with a variation to the Standing
Order. Editing of orders is carried out in the Current Orders Section.

Advance Standing Orders

Orders may be created for future delivery days rather than the standard next-day-delivery, using
the Advance Standing Orders Section. In this section you can set the date to a day in the future
and convert Standing Orders for each customer selected.

Current Orders (Orders)

The Current orders allows you to create an order, usually for delivery the next day, but can be for
any day in the future. This is done by selecting individual products from the list and entering the
quantity required. Exiting orders may also be edited tis way.

Editing Deliveries

Before orders are delivered, a delivery note must be printed. When this is done, the order status is
changed from 'Order' to Delivery'. The same data is contained in the record, but it is now classed
as a delivery. This means that it will no longer appear in the Orders section and if you need to edit
it (if an item wasn't delivered or the customer took extra from the van, for example) you would have
to edit it in the 'Edit Deliveries' section.

Only 'Deliveries’ will appear in the invoicing section. That is, you cannot invoice an order until it has
been delivered.

Delivery Credits

After invoicing, deliveries cannot be edited. So if an item or items are returned and the delivery is
not edited before the invoice is printed, a 'Delivery Credit Note' will have to be raised. This is to
keep the accounting straight.

Internet Ordering

There is a facility for you to download orders from a set of web pages on the internet where
customers have placed their orders. These pages can be obtained from Comtech Software and
can be added to your own website or can be hosted by Comtech Software for you. These pages
interface directly with WSaler32 and will import the orders directly from the web pages into the
WSaler database.

EDI Orders

Some large organisations, such as supermarkets, like to place orders and receive invoices by

electronic means known as EDI. We have facilities built into WSaler32 to allow EDI communication

via two main channels.

1. Falcoe handles data from most big outlets and converts their data into a common format to
communicate with WSaler32. This is accessed via the 'Falcoe EDI' button.

2. Enterprise Foods handle orders mainly from the Co-op. WSaler32 handles the invoicing to
Enterprise Foods automatically, but the Orders can be imported via the 'Enterprise Foods'
button.

Order Processing

This section deals with the entry of all current and standing orders.
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() Order Processing
Current Date/Time:
Help ok
9 19/6/2014 - 15:59 E{>
.
Standin Tnternet Ads q Delis
(j:{:lerfg Ordermg S.@?\;::; Orders DeEﬁ?;tries Cere‘;:sy
Stock Print Credits
Returns A
;1 QOrder
.
g)rocessmﬁ
Falcoe Enterprise
EDI Foods
= <=

This section allows you to create and edit Standing orders, create and edit current orders, edit

Deliveries and create Delivery Credits.

e Standing Orders can be created for any customer who has similar orders on a regular basis.
These can be different for each day of the week.

¢ Import Orders. This allows you to import Orders emailed to you by customers who have been
given the Wholesaler Order Creating software. Now obsolete. See Web Ordering

¢ Advance Standing Orders This allows you to convert a Standing Order into an order for any
future date.

* Orders This opens the current Orders Window and allows you to create a new order for a
customer manually, or change one that has already been created.

¢ Edit Deliveries Once delivery notes have been printed, the orders are redesignated as
deliveries. In this state they are ready for invoicing, however, if items are not actually delivered,
as per the delivery note, the delivery can be edited to correct this before invoicing.

* Delivery Credits After invoicing, delivery corrections can only be done by creating a Credit Note.

¢ Internet Ordering This section supersedes the the customer based ordering system as it is
easier to implement and easier to use.

* Falcoe EDL. If you have a contract with Falcoe for the transmission of EDI orders and/or invoices
and credits, this section will be activated. The EDI code, to be entered in the Utilities/Prefences
section is '4' for Falcoe and is added to any other EDI codes in use.

¢ Enterprise Foods. This section will be activated if you have a contract with Enterprise Foods to
transmit order and invoice data by EDI. The EDI code to be entered in the Preferences section is
1",

Transaction Structure

A Standing Order is a template which contains the details of a typical order. These can be
different for each day of the week though they don't relate to any particular date. That means that a
Standing Order for a Thursday will be the same for any Thursday and is used as a pattern for
creating an actual order.

An Order, or Current Order, is an actual order which is to be delivered on a particular date. This
has a 'Transaction' structure which has a flag which identifies its state. This record, once created,
is transferred through the system with only small changes. Up until the time it is delivered, it is
flagged as an Order.

As soon as you print the delivery notes, the transaction becomes a Delivery. This is done by
changing the flag to Delivery. This means that these records will not now be included in production
lists as they are deemed to have already been produced and delivered.

At the end of the week, an invoice run is usually printed. This prints the invoices and flags the
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deliveries as Invoices and moves them to the invoice file. Only transaction flagged as Deliveries
can be invoiced. Once invoiced, the record cannot be edited. The only way to correct a wrongly
invoiced transaction is to raise a credit note.

2111 Standing Orders

A set of template orders can be created for each customer for the days they receive orders. These
are compiled in the Standing Orders section.

2. Standing Orders

ack
Cuick. Find
Customer Code

,7
B: BLACE SWAN *
ETR EIRCH TREE RESTAURANT *
CAF COCE AMD FERRET *
ccs CENTRAL CATERINGC SERVICES

CR CENTURY DESTAUDRANT *
Hi TEET COMDANY &
Hal TEST COMPAMNY 2 *
HAH HARE AND HOUNDZ *
an JOES DINER *
EH2 KINC HENDY THE EICHTH *
EHH KINCE HEAD HOTEL *
00R 0L DAK RESTAURANT &
PP POLLYANNAS PANTRY *
3CHL HARROGATE COUNCIL

SCHE HARROGATE COTNCIL

STOCK STOCE

EuC SPINNING WHEEL CAFE

WHH WILLIAM AND MARY HOTEL

This brings up a list of the customers. Those with Standing Orders have an asterisk ™' after them.
To create standing orders for a customer who has none, double-click the customer.
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2. Standing Orders

WILLIAM AND MARY HOTEL

Cancel

>~

[~ wWednesday
[~ Thursday
[ Friday

™ saturday

™ sunday

View AN

Select Days
AP | Dajo4 |
ol PM
[~ Monday [~ Monday
[~ Tuesday [~ Tuesday

™ wednesday
™ Thursday
[~ Friday

™ saturday

™ Sunday

View PM

23

This shows the days all unticked. If the customer had had standing orders for any of the days,

those days would be ticked.

Create the First Standing Order

Tick the first day for which you wish to create a standing order.
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= Standing Orders

WILLIAM AND MARY HOTEL Pint ol

List
FEa ;><:
MON AM
LARGE /M LOAF
HEW TEST PRODUCT

AlZ1 SMALL W/M LOAF
AlZlz SMALL W/M SLICED
ALZZ LARGCE W/M SLICED
Alz4 LG WHITE SLICED
Alz4h DOUBLE SLICED PACK
ALZE LG WHT THICK SL
AlZE LARGE BROWN LOAF
L1Z7T7 Lz EROWN SLICED
ALZEZ LG BROWN THICE

Alz3 CRAN LARGCE

A129-T TRAY GRAN LARGE
A130 GRAN LG SLICED
A131 GRAN LG THICK

L1ZZ SMALL WHITE LOLF
AL22 EM WHT ELICED

Al34 SN WHT THICK

A135 SMALL EROVN LOAF
AlZE SM EROWN SLICED
A137 SM EROWN THICE

L1z2 SMALL GRAN LOLF
AL29 EM GIAN SLICED

A140 SM GRAN THICK

E100 WHITE COE LG

E101 BROWN COE LG

E10Z GRAN COEB LG

EBLl02 WHITE COE SM

EB1l04 BROWH COEB EM

EL05 GRAN COE SH

B334 WHITE COBS & PACK
B335 BROWN COES & PACK
E326 GRAN COBZ & PACE
B227 WHITE COBS SM 1Z PE
B222 BROWHN COEBE EM 1Z PE
B339 GRAN COES SM 12 PH
c1o0 PORK PIE LARGE
cza0 PORK PTIE SMALL & PE
CEZ01 DORK PIE SMALL

L1o0 FRULIT CAEE LAPCE
HOO1 BEST HAM

PO01 PORK PIE STANDARD

Now double-click the first product that you wish to add to the standing order.

= 'Standing Orders

WILLIAM AND MARY HOTEL

Cancel

MON AM

A120

Quankity ﬂ
Apply
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Enter the quantity and then click 'Apply' button. This quantity may vary, but enter a typical figure.

2. Standing Orders
WILLIAM AND MARY HOTEL -  Orier ol
ist
FEa S ><
MON AM
LARGE WM LOAF alzo LARGE WM LOAF 1z -1
ALZ0A HEW TEST PRODUCT
AlZ1 SMALL W/M LOAF
AlZlz SMALL W/M SLICED
ALZZ LARGCE W/M SLICED
Alz4 LG WHITE SLICED
Alz4h DOUBLE SLICED PACK
ALZE LG WHT THICK SL
AlZE LARGE BROWN LOAF
L1Z7T7 Lz EROWN SLICED
ALZEZ LG BROWN THICE
Alz3 CRAN LARGCE
A129-T TRAY GRAN LARGE
A130 GRAN LG SLICED
A131 GRAN LG THICK
L1ZZ SMALL WHITE LOLF
AL22 EM WHT ELICED
Al34 SN WHT THICK
A135 SMALL EROVN LOAF
AlZE SM EROWN SLICED
A137 SM EROWN THICE
L1z2 SMALL GRAN LOLF
AL29 EM GIAN SLICED
A140 SM GRAN THICK
E100 WHITE COE LG
E101 BROWN COE LG
E10Z GRAN COEB LG
EBLl02 WHITE COE SM
EB1l04 BROWH COEB EM
EL05 GRAN COE SH
B334 WHITE COBS & PACK
B335 BROWN COES & PACK
E326 GRAN COBZ & PACE
B227 WHITE COBS SM 1Z PE
B222 BROWHN COEBE EM 1Z PE
B339 GRAN COES SM 12 PH
c1o0 PORK PIE LARGE
cza0 PORK PTIE SMALL & PE
CEZ01 DORK PIE SMALL
L1o0 FRULIT CAEE LAPCE
HOO1 BEST HAM
PO01 PORK PIE STANDARD

This enters the first item into the standing order list. Continue until you have added all the products
for that order. Then click 'Order Complete'. This will take you back to the Customer List.

Adding Standing Orders for Other Days

Double-click the customer.
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2 Standing Orders

WILLIAM AND MARY HOTEL

Cancel

<

Select Days
AP | Dajo4 |
ol PM
[~ Monday
[~ Tuesday [~ Tuesday

[~ wWednesday
[~ Thursday
[ Friday

™ saturday

™ sunday

View AN

™ wednesday
™ Thursday
[~ Friday

™ saturday

™ Sunday

View PM

This shows Monday ticked as we have already entered a standing order for Monday. Click 'View

AM'
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= Standing Orders
LARGE WM LOAF
HEW TEST PRODUCT
AlZ1 SMALL W/M LOAF
AlZlz SMALL W/M SLICED
ALZZ LARGCE W/M SLICED
Alz4 LG WHITE SLICED
Alz4h DOUBLE SLICED PACK
ALZE LG WHT THICK SL
AlZE LARGE BROWN LOAF
L1Z7T7 Lz EROWN SLICED
ALZEZ LG BROWN THICE
Alz3 CRAN LARGCE
A129-T TRAY GRAN LARGE
A130 GRAN LG SLICED
A131 GRAN LG THICK
L1ZZ SMALL WHITE LOLF
AL22 EM WHT ELICED
Al34 SN WHT THICK
A135 SMALL EROVN LOAF
AlZE SM EROWN SLICED
A137 SM EROWN THICE
L1z2 SMALL GRAN LOLF
AL29 EM GIAN SLICED
A140 SM GRAN THICK
E100 WHITE COE LG
E101 BROWN COE LG
E10Z GRAN COEB LG
EBLl02 WHITE COE SM
EB1l04 BROWH COEB EM
EL05 GRAN COE SH
B334 WHITE COBS & PACK
B335 BROWN COES & PACK
E326 GRAN COBZ & PACE
B227 WHITE COBS SM 1Z PE
B222 BROWHN COEBE EM 1Z PE
B339 GRAN COES SM 12 PH
c1o0 PORK PIE LARGE
cza0 PORK PTIE SMALL & PE
CEZ01 DORK PIE SMALL
L1o0 FRULIT CAEE LAPCE
HOO1 BEST HAM
PO01 PORK PIE STANDARD

WILLIAM AND MARY HOTEL Print
List

Standing Order Array
<---Double-click product in List Box to Save ‘ Cancel |
add it to the array, then enter values
Copy | Copy | Copy | Copy | Copy | Copy | Copy |
Products Monday Tuesday Wednesday Thursday Friday |Saturday |Sunday |
a120 12| [ [ [ [ 0 [
AlZ48 E o o o o 0 o
A127 12 o o o o 0 o
AlZE 4 o o o o 0 o
A13Z 25 a a a a 1} a
Tokal 58 o o o o 0 o

This shows a grid of all the orders for the week. You will see the order you have already created in
the Monday column. All entries for the other days are zero. If the other days have similar orders
you can copy the Monday order to the other days. Click the 'Copy' button above the Monday

column.
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Standing Orders
WILLIAM AND MARY HOTEL
Standing Order Array

1204 HEW TEZT PRODUCT <---Double-click product in List Box to Save ‘ Cancel |
FNES] SMALL W/M LOAF B
. ST [ S add it to the array, then enter values
e b bt _ Fiish Copuing_| Paste | Faste Paste | Paste | Fae | Page |
ALEGR EODLE ERAED HREH Products Monday Tuesday Wednesday Thursday Friday |Saturday |Sunday |
ALZE LG WHT THICK SL
K176 LARGE BROUN LOAF alz0 12| 0 0 0 0 0 0
L1z7 LG EROWN SLICED
Alzs LG EROUN THICK A1Z44 H 0 0 0 0 0 0
Alz3 CRAN LARGCE
4123-T  TRAY GRAN LARGE ALz7 12 a a a a g a
A130 GRAN LG SLICED
B131 GRAN LG THICK — u . . . . . .
L13z SMALL WHITE LOAF 137 25 o o o o 0 o
A133 SN WHT SLICED

Al34 SN WHT THICK

A135 SMALL EROVN LOAF

A136 &M BROWN SLICED Tokal 58 a a a a 0 a
5137 SM BROUN THICK

L1z SMALL GEAN LOLF

A139 SM GRAN SLICED

A140 SM GRAN THICK

E100 WHITE COE LG

E101 BROWN COE LG

El0Z GRAN COE LG

EL03 WHITE COE SH

E104 EROWH COE SH

EL05 GRAN COE SH

B334 WHITE COBS & PACK

B335 EROWN COBS & PACK

E336 GRAN COES & DACK

E337 WHITE COBS SM 12 DK

E338 EROWH COBS SM 1z PE

B339 GRAN COES SM 12 PH

c1o0 PORK PIE LARGE

czon PORK PIE SMALL 6 PK

czol PORK PIE SMALL

D100 FRULT CAKE LARGE

HOO1 BEST HAM

PO01 PORK PIE STANDARD

Then click the 'Paste’ button above the days you wish to make the same as Monday. Click 'Finish

Copying' when you have copied all you require.
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= Standing Orders

AlZ1

ALZZ
ALZ4

ALZE
AlZE
L1Z7T7
ALZEZ
ALZES

ALZ0
A131
L1ZZ
AL22
ALl34
AL3E
AlZE
A137
L1z2
AL29
A140
E100
E101
E10Z
EBLl02
EB1l04
EL10S
E334
B335
E326
B227
B222
E3329
ciloo
cza0
CEZ01
L1o0
HOO1
FOOL1

ALZOA

AlZlz

AlZ4A

A1Z9-T

LARGE W/M LOAF

NEW TEST PRODUCT
SMALL W/M LOAF
SMALL WM SLICED
LARGE W/M SLICED
LG WHITE SLICED
DOUELE SLICED PACE
LGz WHT THICK 3L
LARGE BROWN LOAF
Lz EROWN SLICED

LG BROWN THICE
GRAN LALRGE

TRAY GRAN LARGE
GRAN LG SLICED
GRAN LG THICK
SMALL WHITE LOLF
EM WHT ELICED

EM WHT THICK

SMALL EROWHN LOAF
SM EROWN SLICED

SM EROWN THICE
SMALL GRAN LOLF

EM GIAN SLICED

SM GRAN THICHK
WHITE COE LG
BROWN COE LG

GRAN COEB LG

WHITE COE SM
BROWH COEB EM

GRAN COB 5N

WHITE COES & PACK
BROWN COES & PACK
GRAN COBZ & PACE
WHITE COBS SM 1Z PE
BROWHN COEBE EM 1Z PE
GRAN COBES SM 1z PE
PORE PIE LARGE
PORK PTIE SMALL & PE
DORK PIE SMALL
FRULIT CAEE LAPCE
BEST HAM

PORE PIE STANDARD

WILLIAM AND MARY HOTEL

Standing Order Array

Print
List
FEe 9

<---Double-click product in List Box to Save ‘ Cancel |
add it to the array, then enter values

Copy | Copy | Copy | Copy | Copy | Copy | Copy |
Products Monday Tuesday Wednesday Thursday Friday |Saturday |Sunday |
A120 12‘ 12 1z 1z 12 12 a
A1Z48 =1 1 1 1 1 5| a
A127 12 12 12 12 12 12 o
125 4 4 4 4 4 4 a
A132 25 25 25 25 25 25 o
Tokal 55 58 o5 58 S5 55 a

However, the other days may need to be slightly different from Monday's order. To change
quantities, place the cursor into the cell to be changed by left-clicking that cell. Then double-click
the cell to select the number. Enter a new quantity. repeat this for every quantity to be changed.

You can use the tab key to move along the rows.

Adding another Product
You may require another product for some of the days. to do this, double-click the product in the
blue list. this will add another product line to the grid with all quantities set to zero. You can then
change the quantities for any day that requires this product to be included. When you have finished
entering data, click the 'Save' button. Click 'Cancel' to exit this screen.
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2 ' Standing Orders

WILLIAM AND MARY HOTEL

Select Days

AM{PM |

Cancel

>~

D3jD4 |

AM
v Monday
¥ Tuesday
v wWednesday
[ Thursday
v Friday
[ saturday

™ sunday

View AN

FM
[~ Monday

™ Tuesday
™ wednesday
™ Thursday
[~ Friday

™ saturday

™ Sunday

View PM

This now shows you the list of days. Each one that is ticked will contain a standing order for that

day.

Editing a Standing Order for a single Day

If you need to change a Standing order for just one day, you can do it by clicking the day you wish

to change.
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21.1.2

= | Standing Orders
WILLIAM AND MARY HOTEL Pint ol
List
FEa S ><
THUR AM

LARGE W/M LOAF Alzo LARGE W/ LORF 1z
L1Z0A NEW TEST PRODUCT AlZdA DOUELE SLICED PACK 5
a1zl SMALL WM LOAF alz? LG EROWH SLICED 1z
alzls SMALL W/M SLICED ales LG BROWN THICE 4
alzz LARGE W/M SLICED Al3z SMALL WHITE LOAF 25
Alzd LG WHITE SLICED
FAELSN DOUELE SLICED PACK
a125 LG WHT THICK SL
L1zE LARGE EROWN LOAF
n127 LG BEROWH SLICED
alze LG EROUN THICK
a129 CRAN LARGE
£129-T TRAY GRAN LARGE
A130 GRAN LG SLICED
5131 GRAN LG THICK
L1322 SMALL WHITE LOAF
FAE-ES SM WHT SLICED
FAE-LS &M WHT THICK
L1325 SMALL EROWN LOAF
L13E SM BROWN SLICED
5137 SM BROWN THICE
L13E SMALL GRAN LOAF
a139 SM GRAN SLICED
A140 SM GRAN THICK
E100 WHITE COE LG
E101 EROWN COE LG
E10Z GRAN COE LG
E10Z WHITE COE SH
E1l04 EROWN COE SH
E105 GRAN COE SM
B33 WHITE COES & PACK
E33E ELOWN COES & PACK
E336 GRAN COES & PACK
E337 WHITE COBS SM 1Z PE
E3zE EROWN COBS EM 1Z PE
B339 GRAN COES SM 12 PK
c100 PORK PIE LARGE
czoo PORK FIE SMALL & PE
czol PORK PIE SMALL
D100 FRUIT CAKE LARGE
HOO1 BEST HiM
POOL PORK PIE STANDAERD

This gives you the standing order for that day. The Customer name is shown at the top of the
screen and the Day and delivery is shown in the centre at the top in blue. Now you can add a
product by double-clicking it, as described previously, and entering the quantity, or you can change
the quantity of an existing product by double-clicking it in the right-hand list and then entering the
new quantity.

When you have finished editing, click 'Order Complete' to save the changes.

To remove a product from the list, double-click it and then enter zero for the quantity.

Advance S/Orders

This section allows you to create current orders for any day in the future based on the standing
order for that day. This is an alternative to the standard daily conversion of standing orders that you
would do when first opening the programme at the start of the day.
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2 Convert Standing Orders

jik) BLACE 3WAN

BTE BIRCH TREE RESTAURANT Set Delivery Date Convert e
CAF COCE AND FERRET None
R CENTURY RESTAURANT —

E TEST Copay 09/06/2011

HAL TEST COMPANY 2

HAH HARE AND HOUNDS i

i JOES DINER Tlllll‘Sda}-

KHa KING HENRY THE ETGHTH

KHH KINGS HEAD HOTEL

00R OLD 0AK RESTAURANT

I3 POLLYANNAS PANTRY .

P e Set the Delivery Date for the Orders to be created.
WMH WILLTAM AND MARY HOTEL

After conversion, individual orders may be edited as
Current Orders in the Current Orders Section

This shows the list of customers that have standing orders for that day. The default date is the
following day, however this can be changed. Click the button next to the date.

Al Select Date M=1E3

June 2011

Last Marnth MHext bonth

4 [ 5
Last Vear MNext ear

Today (] 4

ElIEIEIIEE
B oo 136201

Double-click on the date for which the order is to be created. NB this is the date when the products
are to be delivered. The date will then be shown as the date you have selected and the day of the
week will be displayed also. The customers in the list will then be the ones that have Standing
Orders for the set date.

Creating the Orders

If you wish to create orders for all the customers in the list, simply click 'Convert'. However, if you
wish to create orders for only a few customers, select the ones your want orders for before clicking
'‘Convert'. To select one or more customers, click the first one that you want, then, holding down
the CTRL key, click on each of the other customers you want to select. If you need to deselect a
customer, hold down the CTRL key and click on the customer to be deselected.

If you decide not to create the orders, for some reason, click 'Convert None'.
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2.1.1.3 Orders

This section allows you to create current orders manually or edit orders already created. Click the
'‘Orders' button.

% Create/Edit Current Orders

Set Delivery Time/Date

ack
14/06/2011 E:>

Tuesday | ~

Quick Find Customer

Customet Code

Ba BLACE SWAN o
ETR BIDCH TREE RESTAUPANT Q
CLF COCE AND FERPET o
cce CENTRAL CATERING SERVICES o
CR CENTURY RESTAURANT o
Ha TEST COMPANY o
Hil TEST COMPANY Z o
HAH HADE AND HOUNDZ Q
JL JOES DINER o
KHE2 EINGC HENIY THE EIGHTH o
HHH EINGES HEAD HOTEL o
00R 0L OAK RESTAURANT o
PP POLLYANMAS PANTRY o
SCHL HADPOGATE COUNCIL Q
ECHEZ HAPROGATE COUMCIL o
STOCK STOCK o
STC SPINNING WHEEL CAFE o
WMH WILLTAM AND MARY HOTEL o

This brings up the above screen showing the date of the next delivery and the list of customers
showing the number of current orders outstanding for each customer. This is the number down the
right-hand side of the list.

Creating/Editing an Order

Double-click the customer for whom you wish to create or edit an order. If there is already an order
for the set date/delivery, it will be displayed in a new list box at the right-hand side of the screen.
Otherwise you will see the following:-

COPY EXISTING ORDER X

.{/ Do wou wish bo base this on an exisking Order?
-

o |

If you wish to base the order on a previous order or on a standing order, click 'Yes'. Otherwise,
click 'No'.

Basing a new Order on a Standing Order
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urrent Orders

Product Details

Product Code
Quankity

Line Nate:

Set Delivery Time/Date

14/06:2011

Tuesday av - =

Stack

[ Take from Stock

OLD OAK RESTAURA!

Selling Price 0.00

Tokal Quantity

ALZD
ALZ0A
ALZ1l
AlZ1E
ALEE
ALE4
Alz4d
ALZE
ALZE
RB1ET
AlEg2
ALED
AlZ9-T
AL30
A131
A13F
Aal33
AL324
AL3E
Al3E
A137
138
Al33
A140
BlOD
BlOl
Bloz
Bloz
BlO4
BlOE
B334
B335
B33

LADGE W/M LOAF
NEW TEST PRODUCT
SMALL WM LOAF
SMALL WsM SLICED
LARGE WM SLICED
LG WHITE ELICEL
DOUELE SLICED DACE
LG WHT THICE SL
LARGE EROWHN LOAF
LG BEROWMN SLICED
LG EROWN THICK
GRAN LARCE

TRAY GRAN LARCE
GRAMN LG SLICED
GRAN LG THICK
SMALL WHITE LOAF
EM WHT SLICED

&M WHT THICK
SMALL BROWN LOAF
SM BROWM SLICED
&M EROWMN THICH
SMALL GRAN LOALF
SM CDAN SLICED
&M CRAN THICK
WHITE COE LG
EROWH COE LG
GRAN COE LG
WHITE COE =M
BROWN COE SM
CIAN COE EM
WHITE COES & PACKE
EROWH COES & PACKE
GRAN COES & PACE

Select Days

v amJeM
AM

v Monday

IV Tuesday
v Wednesday
v Thursday
Iv Friday

[ Saturday

[~ Sunday

Cancel

X

Order Ref "7
Ord{Del Mo, ’7
Order No. ’7
Order Yalue ’7

[ D3iD4
PM

[~ Monday

[~ Tuesday
[ wednesday
[~ Thursday
[~ Friday

[~ Saturday

[~ Sunday

If there is a standing order there will be a tick in the box for that day. Click the one that you want to
base your order on.
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Create/Edit Current Orders

Set Delivery Time/Date
Notes
Delete Order
Order
' 147062011
Tuesday av - =
Product Detalls
Stack ’— Crder Ref ’7
Froduct Code |
[~ Take from Stock OrdfDel Ma.
i v B
Quentty OLD OAK RESTAURANT singprice | 3014 orderme, |
Line Nate:
| Tokal Quantity Crder Yalue

2120  LARGE W/M LOAF -
21204 NEW TEST FRODUCT ]
A121  SMALL WsM LOAF Alzda DOUELE SLICED PACK 4 1.41750 0.00000 0
21213 SMALL W/M SLICED B334 WHITE COES 6 PACK 61.03165 0.00000 0
R12Z  LARGE W M SLICED B335 EROWN COES & PACK 1z 0.37815 0.00000 O
Al24 LG VHITE SLICED B33 GRAN COBS § PACK 71.07724 0.00000 O
11244 DOUBLE SLICED PACK
2125 LG WHT THICK 5L
2126  LARGE EROWN LOAF
127 LG BROWUN SLICED
128 LG BROVN THICK
129  GRAN LARGE
A129-T TRAY GEAN LARGE
2130  GRAN LG SLICED
2131  GEAN LG THICK
137  SMALL UHITE LOAF
R13% &M VHT SLICED
134 SN WHT THICK
135  SMALL EROWN LOAF
2136  SM BREOWN SLICED
2137  SM BROUN THICK
138  SMALL GRAN LOAF
133  SM GRAN SLICED
140 SM GRAN THICK
Bl100  WHITE COE LG
B10l  EROWH COE LG n
B10Z  GRAN COE LG
BEl10%  WUHITE COE M
BEl04  EROWH COE SM
B1OE  GRAN COE SM
B334  WHITE COBS 6 PACK
B335  EROWN COBS 6 PACK
B336  GRAN COES 6 PACK v

The new order will appear in the list box on the right while a product list will appear in the blue list
box on the left.

Adding a New Product

To add another product to the order, double-click on the required product in the blue list.
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2 Create/Edit Current Orders

Set Delivery Time/Date

14/06/2011

Tuesday av - =

g Delete
= / Delete e

Product Detalls

Product Code  |A130 GRAN LG SLICED
Quankity

Line Nate:

OLD OAK RESTAURANT

Apply Order

v

Stock | 58

[ Take from Stock

Selling Price | 0.98199
Tokal Quantity

(=1

Production
Notes

Order Ref ’7
Ord{Del Mo, ’7
Order No. ’7
Order Yalue ’7

Enter the quantity in the 'Quantity’ box.

The dark blue box gives a list of line notes that can be appended to the product in the order. If you
use these, double-click the note you want to add, or enter a new note into the 'Line Note' box.
Click 'Apply' or hit the RTN key to enter the product into the order list.

Edit and Existing Entry

If you wish to change the quantity of an item already in the order, double-click the item and enter
the new quantity in the same way that you did for adding a new product.

Take From Stock

If you have stock of the product, the Stock Quantity will be shown in the 'Stock' box at top centre. If
you wish to use this stock for the order, tick the 'Take from Stock' tick box. This will mean that the

production list will not call for these items to be made.

Selling Price

The Selling Price for a product is calculated using the price list set for the customer and the various
discounts that might also be set for the customer. NB The price that is applied at the time the
order is created is the price the customer is charged, even if there is a price change before

the product is delivered.

You have the option to change the calculated price, manually by changing the price shown in the

'Selling Price' box before clicking 'Apply'.

Each item that has been added or modified, will have an asterisk * after the product name.
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urrent Orders

Product Details

Product Code
Quankity

Line Nate:

Set Delivery Time/Date

Delete
Order

i

14/06:2011

Tuesday av =

OLD OAK RESTAURAI

Order

Stock | 9%

[ Take from Stock

Selling Price  |1.07724

ALZD
ALZ0A
ALZ1
AlF1E
ALEE
ALE4
Alz4d
ALZE
AlZE
B1ET
AlZg
ALED
ALZ9-T
AL30
A131
A13F
PRk
ALZ4
AL3E
Al3E
A137
Aa138
pRRcl
Al40
BlOD
BlOl
BloZz
Bloz
BlO4
BlOE
B334
B335
B33

LADGE W/M LOAF
NEW TEST PRODUCT
SMALL WM LOAF
SMALL WsM SLICED
LARGE WsM SLICED
LG WHITE ELICEL
DOUELE SLICED DACE
LG WHT THICE SL
LARGE EROWHN LOAF
LG BEROWMN SLICED
LG EROWN THICK
GRAN LARCE

TRAY GRAN LARCE
GRAMN LG SLICED
GRAN LG THICK
SMALL WHITE LOAF
EM WHT SLICED

&M WHT THICKE
SMALL BROWN LOAF
SM BROWM SLICED
&M EROWMN THICH
SMALL GRAN LOALF
SM CDAN SLICED
&M CRAN THICK
WHITE COE LG
EROWH COE LG
GRAN COE LG
WHITE COE =M
EBROWN COE SM
CRAN COE EM
WHITE COES & PACH
EROWH COES & PACK
GRAN COES & PACE

Tokal Quantity

Order Ref
OrdfDel Ma.
Order No.

Order Yalue

Fast Edit

=

—
—
—
 —

A
AlZ4h
AL30
E334
E22C
B22c
v

DOUELE SLICED PACK
GRAN LG SLICED
WHITE COES & PACK
EROWH COES & PACKE
CRAN COEBE & PACK

4 1.41750 0.00000 O

* 1z

0.981%3 0.00000 O

A 1.03163 0.00000 0
1z 0.3781% 0.0000 0 O

* 1z

1.077z4 0.00000 O

Saving the Order
Click 'Order Complete' to save the order. There will now be a '1' after the customer name to show
that he now has 1 current order in the system.
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2. Create/Edit Current Orders

Motes

Guick Find Customer

Customer Code

Set Delivery Time/Date

ack
14/06/2011 E:>

Tuesday av - =

BE BLACE ESWAN

BTR BIRCH TREE RESTAURANT
CAF COCKE AND FERRET

ccs CENTRAL CATERING SERVICES
CR CENTURY DRESTAUDANT

Hi TESET COMPANY

Hil TEST COMIMANY 2

HAH HARE AND HOUNDS

o JOES DINER

EHE KING HENEY THE EIGHTH
EHH KINCS HEAD HOTEL

O0R OLD OAK RESTAURANT

rr POLLYANNAE PANTRY
SCHL HARROGATE COUMNCIL
SCHE HARROGATE COUNCIL
STOCH ATOCE

STC SPINNING WHEEL CAFE
WHH WILLIAM AND MARY HOTEL

DCocooocOoOrROoOODOOOOOOOOO

Fast Edit

This is a useful facility if you have created the order from the day's standing order. More often than
not, you will have to change quantities after the order has been converted. To do this, double-click
on the customer to display the order.
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% Create/Edit Current Orders

Set Delivery Time/Date

Notes
Print Delete
List o 14/06/2011
ey 34| |m
) il B 8]

Tuesday av =

Product Detail
T ’|— Stock | 9% Crder Ref
Product Code
’— [ Take From Stock OrdfDel Ma.
uankit - v -
uantity OLD OAK RESTAURANT Seling Price | 0.00 Order Ho.

Line Nate:

| Tokal Quantity Order Yalue

iing :\;‘;;GEE‘;!T{MPEE;ECT e Current Order for OLD OAK RESTAUTRANT

ALZ1l SMALL WM LOAF AlZ4h DOUELE SLICED PACK 4 1.41750 0.00000 O
Al213 SMALL WM SLICED AL30 GRAN LG SLICED lz 0.981%3 0.00000 O
ALEE LADCE W/M SLICED EB334 WHITE COB3 & PACK & 1.0316% 0.00000 0
ALE4 LG WHITE ELICEL E33E EROWN COES & DPACK lz 0.5972l3 0.00000 0
Alz4A DOUBLE SLICED PACKE EB33E GRAN COBS & PACKE lz 1L.077Z4 0.00000 0

ALZE LG WHT THICE SL
ALZE LARGE EROWHN LOAF
RB1ET LG BEROWMN SLICED
AlEg2 LG EROWN THICK
ALED GRAN LARCE

ALZ9-T TRAY CIAN LARCE
AL30 GRAMN LG SLICED
A131 GRAN LG THICK
A13F SMALL WHITE LOAF
Aal33 EM WHT SLICED
AL324 &M WHT THICK
AL3E SMALL BROWN LOAF
Al3E SM BROWM SLICED
A137 &M EROWMN THICH
138 SMALL GRAN LOALF
Al33 SM CDAN SLICED
A140 &M CRAN THICK
BlOD WHITE COE LG
BlOl EROWH COE LG
Bloz GRAN COE LG

Bloz WHITE COE =M
BlO4 BROWN COE SM
BlOE CIAN COE EM

B334 WHITE COES & PACKE
B335 EROWH COES & PACKE
B33 GRAN COES & PACE v

Then click the 'Fast Edit' button. This will put the first item in the order into the editing boxes at the
top with the Quantity highlighted. Enter the new quantity, if it is different, and hit the RTN key. This
returns the edited item to the list and puts the next into the editing boxes. Repeat the operation
until you have complete the full order. Then click 'Order Complete' to save the order.

Delete Item

If you wish to delete an item in an order, double-click the item in the order list and then click 'Delete
ltem' button.
If you are using Fast Edit, just set the quantity to zero when the item appears in the editing box.

Delete Order

Double-click the customer to display the order, then click 'Delete Order'.

Editing an Order for a Day other than the Date Set

If a customer has several orders in the system for different days, you can edit orders for days other
than the following day by setting the date to the delivery date for the order (if it is known), and
editing as described above. However, if the dates are not known, single-click the customer.
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Guick Find Customer

Customer Code

Set Delivery Time/Date

14/06:2011

Tuesday av =

FEHH KINCS HEAD HOTEL

rr POLLYANNAE PANTRY
SCHL HARROGATE COUMNCIL
SCHE HARROGATE COUNCIL
STOCH ATOCE

STC SPINNING WHEEL CAFE
WHH WILLIAM AND MARY HOTE

BE BLACE ESWAN

BTR BIRCH TREE RESTAURANT

CAF COCKE AND FERRET

ccs CENTRAL CATERING SERVICES
CR CENTURY DRESTAUDANT

Hi TESET COMPANY

Hil TEST COMIMANY 2

HAH HARE AND HOUNDS

o JOES DINER

EHE KING HENEY THE EIGHTH

o
o
o
o
Q
o
o
o
o
o
o
1
o
o
o
o
Q
o

L

Edit Orders

This will produce a new button, 'Edit Orders'. Click this to display a list of orders.

Set Delivery Time/Date

14/06:2011

Tuesday | ~

OLD OAK RESTAURA!

Delete
Item
Product Details
Product Code
Quankiky
Line Mate
|
41270  LARGE W/M LOAF
AlZOL NEW TEST PRODICT
A1Z1  SMALL WM LOAF
Alzls ESMALL W/M SLICED
AlZZ LARGE W/M SLICED
AlZd LG WHITE SLICED
Al174L DOUELE SLICED PACK
AlZ5 LG WHT THICK 5L
AlZ6  LARGE BROWN LOAF
ALZT LG EROWHM ELICED
Alzs LG EROWM THICKE
ALZ3 GRAN LARGE
A179-T TRAY GRAN LARGE
A130  GRAN LG SLICED
AlZ1  GRAN LG THICK
Al3Z SMALL WHITE LOAF
ALl33 SM WHT SLICED
Al34  SM WHT THICK
A135  SMALL BROWN LOAF
4136  SM EROWN SLICED
A137  EM EROWN THICK
Al3s SMALL GRAN LOAF
AL39 SM GRAN SLICED
Al40  SM GEAN THICK
BlOO  WHITE COE LG
BlOL  BROWN COE LG
BlOZ  GRAN COB LG
BlO3 WHITE COE SM
BlO4 EROWH COE SM
B1OS  GREN COE SM
B334  WHITE COES & PACK
B335 BROWN COES & PACK
B23E CIAN COEE & PACE

Cancel Production
Notes
<
Stock ’45— Order Ref
[ Take from Stock. OrdfDel Mo,
Selling Price ’T Crder No.
Tokal Quantity Order Yalue

Current Orders for OOR

100665

Tuesday LM 14/06/2011 ORD
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In this case, there is only one order. The entry shows the order number, day of the week and date.
Double-click this to display the order. Edit the order as described previously. You can enter a
customer's Order No and/or Order Ref. if you wish, before clicking 'Order Complete'.

Line Notes

It is possible to add notes to individual lines on the order. To do this, double-click the product to be
inserted into the order (as normal) and insert a note in the 'Line Note' box. This will then be
included in the order. It will also go into the database for future use. Any Line Notes that have been
added will appear in the dark blue box as below.

= Create/Edit Current Orders

Set Delivery Time/Date
Motes - Parl ord Producti
= Delete e pply rder roduction
= / Item D=y Complet Notes
i . 157062011 V =
Wednesday |pM =~ =
Product Details D . .
- St [e] R
broduct Cote. iz SMALL WHITE LOAF * e
[ Take from Stock, OrdfDel Ma.
e BIRCH TREE RESTAURANT solrgrice [061%65  overno |
ne MNoke
‘ | Tokal Quantity Order Yalue

Current Order for EIRCH TREE RESTATTRAMT

To use one of the previously entered notes, just double-click the note you require and it will appear
in the 'Line Note' box.

To delete a Saved Line Note

If there are line notes in the list that are no longer relevant, it is possible to delete them by clicking
the button with the blue rubber, just to the left of the 'Line Note' box. This will delete the note from
the box and from the database also.

Setting the Delivery Date for an Order

When you open the Orders section, the date will automatically be set for the next delivery date,
usually the following day, AM delivery.
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2. Create/Edit Current Orders

et Delivery Time/Date

ack
15/06/2011 | E:>

Wednesday IAM v[

Quick Find Customer

Customer Code I

BE BLACE ESWAN o
BTR BIRCH TREE RESTAURANT 1
CAF COCKE AND FERRET o
ccs CENTRAL CATERING SERVICES o
CR CENTURY DRESTAUDANT Q
Hi TESET COMPANY o
Hil TEST COMIMANY 2 o
HAH HARE AND HOUNDS 1
o JOES DINER o
EHE KING HENEY THE EIGHTH o
EHH KINCS HEAD HOTEL Q
O0R OLD OAK RESTAURANT o
rr POLLYANNAE PANTRY o
SCHL HARROGATE COUMNCIL o
SCHE HARROGATE COUNCIL o
STOCH ATOCE o
STC SPINNING WHEEL CAFE Q
WHH WILLIAM AND MARY HOTEL o

If today's date is Tuesday 14/6/2011, the date will appear as above. If you want to enter orders for
Friday 17/6/2011, click the button to the right of the date.

,U;L,l Select Date

Double-click the 17 in the calendar to set that date.

© 2014 Comtech Software



Main Menu 43

2 Create/Edit Current Orders

Set Delivery Time/Date

176/2011 E:>

Motes

Friday v =
Quick Find Customer
Customer Code

BE BLACE ESWAN o
BTR BIRCH TREE RESTAURANT 1
CAF COCKE AND FERRET o
ccs CENTRAL CATERING SERVICES o
CR CENTURY DRESTAUDANT Q
Hi TESET COMPANY o
Hil TEST COMIMANY 2 o
HAH HARE AND HOUNDS 1
o JOES DINER o
EHE KING HENEY THE EIGHTH o
EHH KINCS HEAD HOTEL Q
O0R OLD OAK RESTAURANT o
rr POLLYANNAE PANTRY o
SCHL HARROGATE COUMNCIL o
SCHE HARROGATE COUNCIL o
STOCH ATOCE o
STC SPINNING WHEEL CAFE Q
WHH WILLIAM AND MARY HOTEL o

You can see that the date is now set to Friday 17/6/2011. If you wish to enter orders for several
customers for this delivery date, click the button with the padlock on it and this will lock the date to
the one set, otherwise it will revert to the default setting for the next customer. When locked, the
word 'Locked' will appear above the date.

Setting Delivery Time

There is the facility to have more than one delivery a day. In fact there are four possible deliveries.
The default is AM and this is all you need if you only have one delivery a day. To set a different
delivery, select a different one from the dropdown list.

© 2014 Comtech Software



44 Wholesaler32

2 Create/Edit Current Orders g@@

Set Delivery Time/Date

ack
1762011 E:>

Friday [T

-
pi)
D4

Guick Find Customer

Customer Code

Motes

BE BLACE ESWAN o
BTR BIRCH TREE RESTAURANT 1
CAF COCKE AND FERRET o
ccs CENTRAL CATERING SERVICES o
CR CENTURY DRESTAUDANT Q
Hi TESET COMPANY o
Hil TEST COMIMANY 2 o
HAH HARE AND HOUNDS 1
o JOES DINER o
EHE KING HENEY THE EIGHTH o
EHH KINCS HEAD HOTEL Q
O0R OLD OAK RESTAURANT o
rr POLLYANNAE PANTRY o
SCHL HARROGATE COUMNCIL o
SCHE HARROGATE COUNCIL o
STOCH ATOCE o
STC SPINNING WHEEL CAFE Q
WHH WILLIAM AND MARY HOTEL o

The options are AM, PM, D3 and D4.

Notes

This is the same as the Notes button on other sections. It allows you to leave a message for a
particular date that will appear on that date when you start the programme. The note can be a
reminder for yourself or a message for another user.

2.1.1.4 Edit Deliveries

This allows you to edit the contents of any order that has been delivered but not yet invoiced.
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2 Edit Deliveries

Set Delivery Time/Date

ack
16/06/2011 E:>
Thursday [P 2

Guick Find Customer

Customer Code

BE BLACE ESWAN

BTR BIRCH TREE RESTAURANT
CAF COCKE AND FERRET

3 CENTURY RESTAITRANT
Hi TEST COMPANY

Hil TEET COMPANY Z

HAH HARE AND HOUNDE

KHE EING HENRY THE EIGHTH
KHH EINGE HEAD HOTEL

O0R OLD OAK RESTAITRANT

P POLLYANMNAZ PANTRY

EuC SPINNING WHEEL CAFE
WHH WILLIAM AWD MART HOTE

The date defaults to the next day, though you can change this to the day of the delivery that you
wish to edit. This will then show a list of customers that had deliveries on that day.

Editing a Delivery

The delivery is the record of what was required in the order and is what was recorded on the
delivery note. However, there are occasions when the amount delivered does not match up with
the amount on the delivery note. This may be because an item was lost or damaged or simply not
required at the time of delivery. This means that the delivery note needs to be corrected to match
what was actually delivered. This is important as the contents of the delivery note is what will be
invoiced.

Double-click the customer whose delivery needs correcting.
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2115

= Edit Deliveries

Set Delivery Time/Date

Motes
Delete
Order Tuly
16:06:2011
b Thursday [P 2
Product Detalls
Stock. Order Ref  [ADYANCE
Product Code
[ Take from Stock, OrdfDel Ma.
Quankity . - n .
BIRCH TREE RESTAURANT Seling Price Order No.
Line MNate
[ Total Quantity Order Yalue
LARGE W/M LOAF #| |CoDE DESCRIPTION QTY PRICE
Alz0A NEW TEST PRODUCT
A121  SMALL WYM LOAF al26 LARGE BROVH LOAF 3.000 0.3219
21215  SMALL W/H SLICED a127 LG BROWH SLICED 5.000 0.3450
ALEE LADCE W/M SLICED AlZs LG BEROWM THICE 7.000 0.3410

ALE4 LG WHITE ELICEL
Alz4k DOUBLE ELICED PACK
ALZE LG WHT THICE SL
ALZE LARGE EROWHN LOAF
RB1ET LG BEROWMN SLICED
AlEg2 LG EROWN THICK
ALED GRAN LARCE

ALZ9-T TRAY CIAN LARCE
AL30 GRAMN LG SLICED
A131 GRAN LG THICK
A13F SMALL WHITE LOAF
Aal33 EM WHT SLICED
AL324 &M WHT THICK
AL3E SMALL BROWN LOAF
Al3E SM BROWM SLICED
A137 &M EROWMN THICH
138 SMALL GRAN LOALF
Al33 SM CDAN SLICED
A140 &M CRAN THICK
BlOD WHITE COE LG
BlOl EROWH COE LG
Bloz GRAN COE LG

Bloz WHITE COE =M
BlO4 BROWN COE SM
BlOE CIAN COE EM

B334 WHITE COES & PACKE
B335 EROWH COES & PACKE
B33 GRAN COES & PACE A

This will display the contents of the delivery note as above. Double-click the item to be corrected
and change the quantity.

Hit the RTN key or click 'Apply' to return the corrected record to the list or click 'Delete Item' to
remove it from the order.

When you have done all the corrections, click Editing Complete to save the changes. You will then
be asked if you wish to print the corrected delivery note.

PRINT DELIVERY X

‘“"\r/‘ Do wou wish ko print this Delivery Mote?

Click 'Yes' to print or 'No' if you don't require a print.
It is the best procedure to correct delivery notes before invoices are raised. This avoids
having to raise credit notes which complicates the accounts.

Deleting a Delivery
If a complete order was not delivered, for some reason, you can delete the delivery by clicking the
'Delete Order' button while the order is being displayed.

Stock Returns

If stock is returned by a customer before the delivery has been invoiced, it can be entered onto the
delivery note where it will be shown as a return. This is a preferred way of dealing with returns as it
is much tidier than issuing dozens of credit notes.

When you open this window you get a list of customers who have uninvoiced deliveries. Double-
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click the customer, and if there are several deliveries uninvoiced, you will get a list of these.
Double-click the required delivery to get a list of products delivered.

To enter a return, double-click the item in the list and then enter the quantity returned in the
appropriate box.

Click 'Apply' to enter it into the list. Returned items show as a negative quantity.

©) Enter returnedstock

Set Delivery Time{Date

27/01/2012

This section is to allow you ko register
returned stock before it is inwoiced. This will
show up o the stock returns report but
anly defivered stock will be invoiced.

Friday
Product Details
Order Ref ADWANCE
e pow: ]
Quantty BIRCH TREE RESTAURANT sbngrice | | oweme. ||
CODE DESCRIPTION QTY FRICE

Al1Za LARGE BROWH LOAF 3.000 0.9240
a1z7 LG BROWN SLICED 5.000 0.9450
ilzg LG BROWN THICE 7.000 0.9410

Click 'Order Complete' to save the changes. You will be given the option to print the amended
Delivery Note.

When the invoice is created, the returns will be taken into account, but you may need a list of
returned items. In this case, click the Reports button at the top of the screen. This will give you a
list of customers and two buttons to allow you to set the start and end dates for the report.

@ Print Returns

BS BLACE SWAN Set Seart and End Dates For printaut

BIH) BIRCH TREE RESTAURANT Selext the start and end dates for ack
CaF COCE AND FERRET wour report, Dauble-cik n
ccs CENTRAL CATERTNG SERVICES customer fr a single reportor click
- T SR Prin Al For 3 complete repart.
Hi TEST COMPANY

Hal TEST COMPANY 2

HiH HARE AND HOUNDS

n J0E3 DINER

kze KING HENRY THE EIGHTH

FEH RINGE HEAD HOTEL

oR OLD 0AK RESTAURANT

3 POLLYANNAS PANTRY

SCHL HARROGATE COUNCIL

scHZ HARROGATE COUNCIL

5TOCK STOCK

suc SPINNING WHEEL CAFE

wmH UILLIAM AND MARY HOTEL

Click the top calendar button and double click the start date. Returns on this day are included.
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21.1.6

Then set the end date in the same way.

To print out returns for one customer, double-click the customer in the listbox and the report will

print out for that customer.

To print reports for all customers with returns in that period, click the 'Print All' button. It will then

printout a report for each customer with returns in that period.

Delivery Credits

Once a delivery has been invoiced, the only way it can be changed is to raise a Credit Note. Click

'Delivery Credits' to obtain the Credits screen.

Delivery Credits

Stock.
Returns

*
Bty

Invoice Data
Customer Code: Companty

Product Code Product
Quick Find Code [ Quantity [ClEnter Returns CIFul nvoice
CODE COMPANTY
AT AT )
AL AL
ANGIES ANGIES
ARSHAD ARSHAD
ASETOR A 8 BTORES
BAHTA BAHTA
BAHIAL BAHTA
BOMGOS BOMGOS
BRUNCH BRUNCH BOX
CAFE CAFE
CHARLE CHARLE ST OWN
CLAYTO CLAYTON CARAVAN PARK
CosTCl COSTCUTTER
CcosTcz COSTCUTTER LOCHORE
COSTSA COSTSAVERS
CROBEG CROSSCATES
DATRPO DATRSIE POST OFFICE
DEEEIE DEEBIES CAFE
DF DF
DOREEM DOREENE SNACEVAN
EATGO EAT AND GO
ESAMCT ESA MCINTOSH
FATRDE FATRDEAL

rAAnYD TAAD vDDTaa

-

Delivery Mumber
Invoice Number

Seling Price:

This shows a list of customers.

Enter the first letter of the code into the 'Quick Prod Code' box to reduce the list. If you enter the

next digit of the code, it will reduce the list even more.

Double-click the required customer. This will bring up a list of invoices for this customer.
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2 | Delivery Credits

Stock ack
Returns
Clzp

Invoice Data

Customer Code | Compary | Delivery Number

Product Code | Product | Inwoice Number
Quarniticy ™ Enter Returns [ Full Invoice selling Price

CODE COMPANTY Inwoices for FHE

B3 ELACK SWAN 10018l Thursday AM 164642011 Inv

ETR. EBIRCH TREE RESTAURANT

CAF COCE AND FERRET

CcCs CENTRAL CATERING SERVICES

CR CENTURY RESTAURANT

Ha TEST COMPANY

HAL TEST COMPANY 2

HAH HARE AND HOUNDS

JD JOES DINER
5 EING HENEY THE EIGHTH

FHH KINGS HEAD HOTEL

OOR OLD 0AK RESTAURANT

PP POLLYANNAS PANTRY

SCHL HARROGATE COUNCIL

SCHZ HARROGATE COUNCIL

STOCKE STOCK

SWC SPINNING WHEEL CAFE

T WILLIAM AND MARY HOTEL

In this case there is only one invoice shown, but after the programme has been used for some time
the list will grow.

A Credit Note must be raised against an invoice. Double-click the invoice to be credited and you
will then get a list of all the deliveries included in this invoice.

Again, the example only has a single delivery, but in practice you might have 5 or more deliveries
in the invoice.

Double-click the delivery that needs to be corrected.
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2 Delivery Credits

Stock Load Cancel Print
Returns Retuns Credit
Invoice Data
Customer Code | Company | Delivery Number
Product Code | Product | Invoice Number  |100161
Quantity ™ Enter Returns [~ Full Invoice Selling Price
CODE DESCRIPTION QTY PRICE CODE DESCRIPTION QTY¥  PRICE WaT
A132 SMALL WHITE LOAF 34.000 0.6197
A135 SMALL EROWN LOAF 50.0000.6397
CREDIT CaSH CREDIT 0.010
< ?

This shows the original delivery in the blue box. It shows that the delivery note had 50 small brown

loaves. However, if only 45 were delivered, you will need to credit them for 5 small brown loaves.
Double-click the line containing the small brown loaves.
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Delivery Credits
Remave Stock Load Apply Print
ity Returns Retuns Credit

Invoice Data
Customer Code | Company | Delivery Number

Product Code |"“35 Product | Invoice Number  |100161

Quantity |31 ™ Enter Returns [~ Full Invoice selling Price  |0.6397
CODE DESCRIPTION QTY PRICE CODE DESCRIPTION QTY¥  PRICE WaT
SMALL WHITE LOAF
CREDIT CaSH CREDIT 0.010
& 3

Enter the number to be credited, which in this case is 5, and click 'Apply' or hit the RTN key.

Delivery Credits

Cancel

X

Load

Stock
Retwns

Returns

Print

Cy

Apply

v

I E—

Delivery Number

Invaice Data

Customet Code |

Zomparny |

Invoice Number  |L00161

Froduct Code

| Product |

Quantity ™ Enker Returns [ Full Invoice
CODE DESCRIPTION QTY PRICE ZODE DESCRIPTION QTY  PRICE WAT
34.0000.6197 |A135 SMALL EROWN LOAF 5.000 0.6397 0.0000 O

Selling Price  |0.6397

SMALL WHITE LOAF

Al3z
LL BROWN LOAF
CREDIT CASH CREDIT 0.010
< b
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The number credited appear in the white box to the right. If you have to credit any other items,
repeat this procedure until completed. All the items credited will now be in the white box.

Click ' Print Credit' to complete the operation. The credit note will be printed and the record entered
into the accounts database.

Full invoice

If you are not sure which delivery the credited items were in, or if there are items from several
deliveries from the same invoice, tick the 'Full Invoice' tickbox. This will list all the items in the
selected invoice rather than just those in one delivery.

Full List

There may be an occasion when you need to credit a particular item but do not know which invoice
or delivery it was in. In this case, click 'Full Invoice'. When you do this, another tickbox will appear
labelled 'Full List'. Tick this.

Now double-click the customer to be credited and double-click any invoice in the list. The whole
product List will now appear in the blue bow. Create the credit note as before.

Cash Credit

If you need to give a cash credit (maybe if the customer was not happy with the quality or condition
of the products), you can credit them with cash rather than the actual product.

Double-click the customer, then double click the Invoice, then the delivery as you would do
normally. Then select Cash Credit from the product list. This will have been entered as a product in
the Product Maintenance section. N.B. Remember that the Cash Credit is in pence. So, if you are
making a credit of £20, for example, you would enter 2000 (i.e. 2000 pence).

Stock Returns
When you enter the Delivery Credits screen, you can click the 'Stock Returns' button to update the
stock figures if items have been returned to stock.

= Stock Returns

Full Print ack
List List
is: oy 3

(=

Product data

Code Quantity v Return S.P.
I Remove
Description | Cost
[~ Waste
CODE FRODUCT STOCK SALES WALUE COST
2170  LARGE W/M LOAF i 0. 00 0_00 A
R1Z0L NEW TEST PRODUCT 0 0.00 0.00
B1Z1  SMALL W/M LOAF 0 0.00 0.00
Alzls  SMALL W/M SLICED a 0.00 0.00
AlZZ LARGE W/M SLICED a 0.00 0.00
2124 LG UHITE SLICED 85 88.18 17.28
B174L DOUBLE SLICED PACK -3 -1z.78 -0.00
R1ZE LG WHT THICK SL 23 g6.10 16.88
1126  LARGE EROWN LOAF 0 0.00 0.00
Alz7 LG BROWN SLICED 74 69.93 15.24
AlZS LG BEROWN THICK 20 84.63 15.54
2129  GRAN LARCE 17 1651 330,91
R129-T TRAY GERAN LARGE -3 -g0. 80 -0.00
2130  GRAN LG SLICED 15 45.17 375
Al3l GIAN LG THICE a7 2E.ZE 12,432
Al3z SMALL WHITE LOAF a5 £z.e7 l546.62
Al33 3M WHT SLICED 53 33.41 637
2134  SM WHT THICK 83 51.88 10,92
R135  SMALL EROWN LOAF 113 7z.z3 9E.45
136  SM BROWN SLICED 49 21.65 115
Al137 &M EROWN THICK 103 EE.4Z Z.41
Al3g SMALL GRAN LOAF a5 &1.77 7953
Al39 3M GRAN SLICED [T} 4z.01 2.45
140  SM GRAN THICK 113 7408 1663
El100  WHITE COE LG 0 0.00 0.00
BE10l  EROWH COE LG 0 0.00 0.00
BlOZ GIAN COE LG a 0.00 0.00
BlO3 TWHITE COB SM a 0.00 0.00
El104  EROWN COE 3M 0 0_00 0_00
B10OE  GRAN COE SM 0 0_00 0_00
B334  UHITE COBS § PACK 100 103.17 17.04
B335  BROWN COES 6 PACK £z £0.87 9.13 B
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2117

2118

Double-click the item to be returned and enter the number of items returned and click 'Apply' or hit
the RTN key.
You can also remove stock or assign it to waste by ticking the appropriate tickbox.

Print Credits

If products have not been returned before they have been invoiced, you will have to produce a
credit note using the Delivery Credits section.

If you require lists of all credited items for the selected period you will need to go to 'Print Credits' to
do this. You will find this window almost identical to the window for Stock Returns and the same
procedure must be followed.

Set the start and end dates and double-click a customer in the list to print the report for that
customer, or click 'Print All' to print reports for all customers with credits in that period.

Internet Odering

This section has been added to supersede the customer based ordering system as it is easier to
implement and does not require installation of software on the customer's computer.

If you have a website, Wholesaler software will install an ordering web page for you. If you haven't
a website of your own Wholesaler Software can host an ordering page for you.

When you have the ordering page installed, you can inform your customers that they can place
their orders via the internet if they wish to.

N.B. customers should not have standing orders set up if they are ordering via the internet
as this can cause confusion.

The customer will need to be supplied with the internet link eg www.yourdomain.co.uk/ordering,
and their customer code. This is the code that you use in your customer database. They will need
this to login.

Setting up the internet data

Before you can download orders from the internet you will need to set the internet site data from
which the orders will be downloaded.
Click the 'Internet Ordering' button.
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@) Internet Functions

Download
Orders

efimn

Then click 'Utilities'.
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@ Utilities FEX

etirn

Set Parameters for your Website Access

Ftp Site Address |Ftp.selectdata.cu.uk

Usernarme |selectdata.c0.uk |

Passwaord |-------- |

weh Folder ||:uu|:u|ic_htm|,|'u:urdering | apply

You will need to know the ftp address, the user name, password and web folder where the ordering
is done. These should be entered, as above and the 'Apply' button clicked to save the data.

Click 'Return’ to return to the previous screen, then 'Return’ again to exit the internet ordering
section.

Return the the Internet Ordering section and click 'Download Orders'. This will first upload the
product data and customer list to the website. It will then give you a message telling you that there

are no orders to download.
After orders have been placed on-line, you can download them by clicking 'Download Orders'.
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() Internet Functions
Sending data - 778 bytes
(ERERNANNRNRARNRNNARNRNRNANARARNRN AN ANAN AR R ANARA RN RN R AN NRAR AR AR RN ARARAR |
Download
Orders
SELECT BAKERS LTD 17/10/2012
16GRLN 8 GRAIN LALRGE oty 15
32CROL ALMCND CROISSANT Qty 35
43 APFL APPLE FLAN Qry 5
434PFT LPPLE LATTICE Qry 25
46LPST LPFLE STRUDEL Qty 1z
494LSL ALMCND SLICE Qry 75
The orders are listed in the display box, as above. This shows a single order, but in practice, all the
orders would be displayed and can be printed out by clicking the 'Print List' button.
Nothing else needs to be done as the orders have all been imported into the database and can be
inspected by going into the Current Orders section, where they can be edited if required.
21.1.9 Falcoe EDI

Click this button to open the Falcoe End-of-Day section. NB. this requires a contract with Falcoe for
transmission of EDI data to and from one or more of your customers.
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@) Falcoe EDI Interface for Wholesaler

Falcoe EDI Module fCreale invoices. credifs and imporf EDS orders)

Print Delivery e Logout:
Invoices Credits Utilities
2y

= g

i

Yersion 5.0.1.1  06/01/2012

This allows you to import EDI orders and send EDI invoices and credits via the Falcoe network.

Import Orders

Orders sent via Falcoe in EDI format must be downloaded into the c:\wsaler\orders folder. They will
then appear in the orders box at the top left of the Orders window.

© Process Incoming EDI Orders EEX

120120-0002 tut Return

120120-0001 tat ‘

Print Invoices

This allows Invoices to be printed and and EDI export file to be created for sending via Falcoe.
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(® Export and Print Invoice to EDI

Wiol WILSDEN CO-0OP

Wiz ALLERTON CO-0B Apply — el
w103 DENHOLME CO-0P

wind THORNTON CO-0P ¢ ><

wi0s DUCKWORTH LANE CO-OP

wi0e SALTAIRE CO-OP

win7 OXENHOPE CO-0P

wiog HEIGHTS LANE CO-0P i 8 7

heid P LeeTs CooD Set latest date for which deliveries should
W1lo MYTHOLMROYD CO OP bE im:luded

Invoice Date

23/0172012

Print Invoices

[J Do NOT Prirt Invaices

You can tick the appropriate tickbox to allow the invoices to either be printed or not, as required.
The export file will be created regardless.

N.B. The Falcoe tickbox must be ticked on each of the customer records that are dealt with
via Falcoe.

Either select the customers to be invoiced, or leave them all unselected if you want to invoice all of
them.

Delivery Credits

If Credit notes have to be created due to corrections to deliveries that were not picked up before
the order was invoiced it must be done through the Falcoe section if the invoices are handled by
Falcoe.

(@) Delivery Credits

Tnvoice Data

Customer Code [ | company | | Delivery Humber (I
ProductCode | [ | ok imber 1]
Quantity l:l [Jenter Returns CIFul Invaice [JPrint hard capy Seling Price I:l

CODE compaNTY

wiol WILSDEN CO-OF

w10z ALLERTON CO-OP

w103 DENHOLME CO-OF

w104 THORNTON CO-0OF

w105 DUCKWORTH LANE CO-OP

w06 SALTAIRE CO-OP

w107 OXENHOPE CO-OF

w108 HEIGHTS LANE CO-OP

w109 CULLINGWORTH COOP

w110 MYTHOLMROYD CO OF

This will show a list of the customers who are invoiced via Falcoe EDI. Double-click the customer
to be credited. This will then give you a list of the invoices that have been raised.
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©) Delivery Credits LE®E
Stock ack
Rotums E>
&
ity
nvoice Data
Customer Code [ | company | | Delivery Humber (I
ProductCode || | produst | | ok imber 1]
Quantity l:l [JEnter Returns CIFul Invaice [CJPrint hard capy Seling Price I:l
CODE CompANT Invoices for W10l
0 WILSDEN CO-0P 175063 Monday AM 18/12/2011 TNV
w0z ALLERTON CO-OF 175063 Monday AM 19/12/2011 NV
w103 DENHOLME CO-OF 175063 Monday AM 19/12/2011 NV
w104 THORNTON CO-0OF 175063 Monday AM 19/12/2011 NV
w105 DUCKWORTH LANE CO-OP 175063 Monday AM 19/12/2011 NV
w06 SALTAIRE CO-OP 175063 Monday AM 19/12/2011 NV
w107 OXENHOPE CO-OF 175063 Monday AM 19/12/2011 NV
w108 HEIGHTS LANE CO-OP 175063 Monday AM 19/12/2011 NV
w109 CULLINGWORTH COOP 175063 Monday AM 19/12/2011 NV
w110 MYTHOLMROYD CO OF 175063 Monday AM 19/12/2011 NV
175063 Monday AM 18/12/2011 INV
175063 Monday AM 13/12/2011 INWV
175063 Monday AM 13/12/2011 INWV
175063 Monday AM 13/12/2011 INWV
175063 Monday AM 13/12/2011 INWV
175063 Monday AM 13/12/2011 INWV
175063 Monday AM 13/12/2011 INWV
175063 Monday AM 13/12/2011 INWV
175063 Monday AM 13/12/2011 INWV
175063 Monday AM 13/12/2011 INWV

Double-click the invoice you wish to credit. This will then give you a list of the deliveries.

Utilities

© Set EDI Parameters DExR
Enter all the parameters required for receiving orders and sending inveices using Falcoe FDI Return
communications. These parameters will have to be agreed with the Trading Partner AF? Cancel p

EDI Parameters

Falcoe EDI Supplier Name ‘YC)U’R COMPANY NAME

Suppler Code Supplier BAN o [YOUR EAN CODE \

Lacation of Falsoe Output File ‘r falcoe |

First, make sure that the Falcoe EDI tickbox is ticked. Then set the other data as follows :-

1. Supplier Code - this is normally '1°'.

2. Supplier Name - this is your own company name.

3. Supplier EAN Code - this is the thirteen digit number given to you by Falcoe to identify
you as the supplier of the invoices you send.

4. Location of Falcoe Output file - the exported EDI invoice file that you send to Falcoe will
be placed in this folder when you run the invoices. The default location is c:\falcoe.

Click 'Apply’ to save the data.
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2.1.1.10 Enterprise Foods

Click this to access the Enterprise Foods Ordering import facility.
You will need an arrangement with Enterprise Foods to be able to make use of this section.

©J Enterprise Foods Orders Import

Impart Orders from Enterprise Foods

QOrder
_. _= | (Processing

Mersion 5.0.0.1 06/01/2012

Import Orders

Orders are sent from Enterprise Foods in the form of text files in comma separated format. They
will include either the customer code that you use in Wholesaler, and/or the ANA number of the
customer. This will be supplied by Enterprise Foods. Your customers' ANA numbers should be
entered into the Dept. field of the customer record.

Location of Files. Files should be placed in a subfolder of your main data, named 'orders'. E.g. if
your data is kept in c:\wsaler, the order file should be copied into c:\wsaler\orders folder.

When the files have been placed in the orders folder, they will appear in the orders box as shown
below.

+Z Process Incoming EDI Orders

PO-KIROOT-12-01-201 2-1201 002872337 tat Y

PO-KIRO0T-12-01-2012-1 201 002873078 ot Return
POKIRO01-12-01-2012-1 201002672090 st Apply

PO-KIRO0T 1201201 24 20 002673252 ot

PO-KIRO0T-12-01-2012-1 201 002873902 tt Fiit

POKIRO01-12-01-2012-1 201002673989 tot

PO-KIROOT-12-01-201 2-1 201 002674045 tat
PO-KIRO0T-12-01-201 21201 002874080, txt
PO-KIROO 1201 -201 2-1 201 O0287 4277 tut -

Click 'Apply' to import the orders into Wholesaler. Details of the imported orders will appear in the
large box. These can be printed out for cross-checking by clicking the 'Print’ button.
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ing EDI Orders

POKIRDN 201 2-1 201 O0287 2997 tat ~

PO-KIROOT-12-01-201 2-1 201 002873078 tat Return
PO-KIRO0T-12-01-201 21201 00287 3090, txt Apply
PO-KIROO 120 -201 2-1 201 O0287 3262 tut
PO-KIROO -

120124 20 002673902 tot Print
PO-KIRO0T-12-01-2012-1 201 002873986 ot

PO-KIROOT 1201 -201 2-1 201 O0287 4046 tat
PO-KIROOT-12-01-201 2-1 201 002674080 tat
PO-KIRO0T-12-01-201 2-1201 002874277 tut v

H.N,1201002674611,12/0112,14/01/12,, MARKET HARBOROUGH FOOD STORE.COVENTRY ROAD. MARKET HAREOROUGH LEICESTERSHIRE LETE 98,14,29,
0.COOPS078 Belgian Bun X 2.2.1..

D.CO0P1 4575 Breakiast Mutfing 3 4,41,

0.CO0P296 Brown Baps % 66,4,

D.CO0F238 Cheese Topped Ovals X 4.4.2..

D.CO0P234 Large Eccles Cakes X 4,41

D.CO0P416 Large Fruited Teacakes
0.CO0P4IET Maked Baps < E6.2.,
D.CO0F297 Seeded Ovals X 4.4.2.
D.CO0P14423 Semoling Topped Sub Ralls < 2,21,
0.CO0P415 Sulkana Scones % 4,41,

0. COOP2B2 w/hite Baps X 6.6.4.
D.CO0P222 Large Soft Rells X 66,2,

ErrorLog File. Any errors in importing the orders are recorded in an errorlog file named errorlog.txt in your c:\aws32
folder. (This would be c:\aws in earlier versions of Wholesaler).

[ ErrorLog. txt - Notepad
File Edit Format View Help

20/09,/2011 HOR 3 Customer CodesanAa Mumber not found
20/08,/2011 HOR 3 Customer CodesanAa Mumber not found
20/08,/2011 HOR 3 Customer CodesanAa Mumber not found
12/11,/2011 HDR 3 customer Code/aNA Mumber not found
12/01,2012 Customer Code not found!

12/00,2012 Customer Code not found!

12/00,2012 Customer Code not found!

12/001,2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 customer Code not found!

12/01,/2012 customer Code not found!

12/01,/2012 customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/00,/20012 Customer Code not Tound!

12/00,/20012 Customer Code not fTound!

12/00,/20012 Customer Code not fTound!

12/00,/20012 Customer Code not Tound!

12/01,/2012 Customer Code and ama Mo, not found!
12/01,/2012 Customer Code and ama Mo, not found!
12/01,/2012 Customer Code and ama Mo, not found!
12/01,/2012 customer Code and ana no. not found!

2.2 Finance

The Finance section includes the Mini-Accounts module, the Archived Records viewer and the
Reports section.
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2.21

HEIP Current Date/ Time: o
? 16/6/2011 - 18:52 ‘;5
ccounts —l _l
£
Mini-Accounts
Records
Reports
Mini-Accounts

Click the Mini-Accounts button.

10:49:34
1112013

Receipts

Audit

Accounts Section
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This then gives you the five Mini-Accounts options.

Receipts

Age of Debt

Statements (This can also be accessed from the End-of-Day
section).

Retrospective Statements

Audit

2.2.1.1 Receipts

It is important to enter the receipts against issued invoices through Wholesaler, even if you use
another accountancy package. All transaction can be exported to Sage, so it is sensible to do the
work once rather than duplicate it. Also, if you do not enter the receipts in this section, the invoices
file will accumulate unpaid invoices and the system will become clogged up and slow. When the
receipts are entered the invoices are flagged as paid and the receipt record is entered into the
database. This allows statements to be raised and the audit section is kept in order. Also the
Customer balances are kept correct, which they won't be if the receipts are not entered.

Click the receipts button to get the following screen:-

= /Cash Receipts

= SIieE S TR Nomindl &/C o, [0 ] pr—
ETR BIRCH TREE RESTAURANT 0.00 els
CAF COCK AND FERFET 71.66 21062011 o

ok CENTRAL CATERING SERVICES 628,35

R CENTURY RESTAURANT 0.00 :

Hi TEST COMPANY 44,28

Hal TEST COMPANY 2 0.00

HAH HARE AND HOUNDS 59.86

m T0ES DINER 1796.92

KHS KING HENRY THE EIGHTH 0.00

KHH KINGS HEAD HOTEL 17.01

00R. OLD 04K FESTAURANT 0.00

3 POLLYANNAS PANTRY 19.36

SCHL  HARROGATE COUNCIL 56.58

SCHZ  HARROGATE COUNCIL 0.00

STOCK  STOCK 0,00

ST SPINNING WHEEL CAFE 15.58

I UILLTAN AND MARY HOTEL 0.00

This gives you a list of the customers with the amount they owe. Any customers owing money are
shown in RED.

Set Receipt Date

Click the button next to the date to get the calendar. Double-click on the date to set the date of the
receipt if it is not the current date when the money was received.
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Set Nominal Account Number

Above the date is the Nominal Account Number for export into Sage Line 50 accounting package.
The default is 1200, but more options can be added in the Utilities/Preferences section. Then you
will be able to select an alternative from the dropdown box.

Entering a Receipt
Double-click the customer, in the list, whose account you wish to pay.

= Entering Receipt E‘[Elgl

Mominal &{C Mo, (1200

: Fost Cancel ek
21062011 -' ><

Balance for JOES DINER 1s 1796 .92. Enter receipt below.

Match Invoices/Receipts

[~ Cash
I™ Electronic Transfer Unrnatched Credits - £ 0.00

§ Total of Invoices Selected - £ 0.00
™ standing Order

Payment Batch Mo, 000032
[ Direct Debit
IV Cheque Cheque MNumber Amount Received |
Unpaid Invoices Invoices to Pay Payments Received

There are three Listboxes. The RED box shows all outstanding unpaid invoices. You can move the
invoices that you wish to pay into the BLUE box by double-clicking them. As each invoice is moved
from the RED box to the BLUE one, the total selected will be shown above in the "Total of Invoices
Selected' line. When you have moved all the invoices that are to be paid, select the method of
payment by ticking the appropriate tickbox. If you select Cheque, you can enter the cheque number
in the appropriate box.

Post the Receipt

Click the 'Post' button to post the receipt. A message box will ask if you wish to pay the invoices
exactly. If the receipt matches the total of the selected invoices, click 'YES'. The invoices will then
be paid and the customer balance adjusted to match.

Receipt Does Not match Sum of Invoices

Enter the amount received into the 'Payment Received' box.

If the amount is less than the invoice total, then the last invoice in the group selected will be
part paid.

If the amount is more than the invoice total, then the excess receipt will be saved as an
unmatched payment on account. However, if there is another unpaid invoice, it would be better to
move it into the BLUE box for part-payment.

Payment On Account
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If the customer is making regular payments by standing order, or just sends a sum on account
when there are no invoices to pay, the amount can be received 'On Account'. Enter the amount into
the 'Amount Received' box, select the payment method, and click 'Post'.

= Entering Receipt

Mominal &{C Ma. |1200

21062011

Cancel ﬁk
X

Match Invoices/Receipts
Balance for JOES DINER 1s 1796 .92. Enter receipt below.
[~ Cash
I™ Electronic Transfer Unrnatched Credits - £ 100.00
Total of Invoices Selected - £ 0.00
Payment Batch Mo, 000032

™ standing Order
I™ Direct Debit

V¥ Cheque Cheque Humber Amnount Recelved  |0.00

Unpaid Invoices Invoices to Pay Payments Received

000055 100.00

A message box will ask if you wish to accept a receipt On Account. Click 'Yes' to accept, and the
amount will appear in the WHITE box labelled 'Payment Received'.

Paying an Invoice Using an On-Account Receipt

Next time that you enter a receipt for this customer, you will have the option of using the On-
Account receipt to pay or part-pay the invoice before any other receipts are applied. Move an
invoice to the BLUE box for payment and click 'Post'.
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Entering Receipt
Mominal &{C Mo, (1200 -

21062011

Pust Cancel

Match Invoices/Receipts
Balance for JOES DINER 1s 1796 .92. Enter receipt below.
[~ Cash
I™ Electronic Transfer Unrnatched Credits - £ 100.00
Total of Invoices Selected - £ 248.74
Payment Batch Mo, 000032

™ standing Order
I™ Direct Debit

V¥ Cheque Cheque Humber Ammount Recelved  |0.00

Unpaid Invoices Invoices to Pay Payments Received

000055 100.00

Entering Receipt

Morninal A/C Mo, |1200 ﬂ

21062011

Cancel

Match Invoices/Receipts
Balance for JOES DINER is 179691, Enter receipt below.
[~ cash
™ Electronic Transfer Unmatched Credits - £ 0.00
Total of Invoices Selected - £ 248.74
Payment Batch Mo, 000032

™ standing Order

I™ Direct Debit

v Cheque Cheque Nurmber Amount Received |0.00

Unpaid Invoices Invoices to Pay Payments Received
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After clicking the 'Post' button, the amount in the 'Invoices to Pay' box is now £140.74, and

the £100.00 credit has now disappeared from the WHITE box. You can now opt to pay the
remainder of the part-paid invoice (if a further receipt has been received), or leave it as part-paid
until further receipts are received.

Invoices with Credits

If an invoice has had a Credit Note raised against it, the invoice will still be shown as the full
amount, but the credit will be shown separately with the amount credited. If this invoice is to be
paid, when it is double-clicked, the credit will be taken across as well. Similarly, if the credit is
double-clicked, the matching invoice will be taken across also.

If the receipt is for the invoice minus the credit, the credit will be refunded first then the invoice will
be paid in full. This will show in the accounts as a fully paid invoice plus a refunded credit.

2.2.1.2 Age-of-Debt

It is useful to know which of your customers owes the most money and how old the debt is. To see
this, click the 'Age-of-Debt' button to get the report as shown below:-

© Age of Debt [ (=) 3

Frint Report

Age of Debt as of 7/1/2012

Code Company Total Currant >30 days >60 days >80 days

BS BLACK SWAN 1002.77 1002.77 0.00 0.00 0.00

CAF COCK AND FERRET 35.85 35.85 0.00 0.00 0.00
ccg CENTRAL CATERING SERWICES 0.00 0.00 0.00 0.00 0.00
Hi TEST COMPANT 177.25 177.25 0.00 0.00 0.00
Hil TEST COMPANY 2 2557.19 2557.19 0.00 0.o0 0.00
HAH HARE AND HOUNDS 239.49 239.43 0.00 0.00 0.00
JD JOES DINER 276.63 276.63 0.00 0.00 0.00
KHH KINGS HEAD HOTEL 68.04 68.04 0.00 0.00 0.00
PP POLLYANNAS PANTRY 98.77 98.77 0.00 0.00 0.00

This report may be printed out by clicking the 'Print Report Button.
There are many other reports in the 'Reports' section.

2.2.1.3 Statements

The Statements section is also duplicated in the End-of-Day section and allows you to view, print
and/or e-mail the statements to your customers. To allow e-mailing, you must first enter the
customer's e-mail address into the customer record in 'Customer Maintenance'. If there isn't an e-
mail address for the customer, the statement will be printed instead.

Click the 'Statements' button to enter this section:-
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@) Email/Print Statements

B BLACK SWAN NETHER POPPLETON 1002.77

Return
CAF COCE AND FERRET GLAZSHOUSES 35.85 Apply
cos CENTRAL CATERING SERVICES RIEON 437.14
HA TEST COMPAINY ENARESEOROUGH 177.25 \/
HAL TEST COMPANY 2 HARROGATE 2557.19
HAH HARE AND HOUNDS TADCASTER 239.49

ap JOES DINER SOUTH STAINLEY 216, Gl Double-click any customer to display Statement, or select Customers for whom you

KHH RINGS HEAD HOTEL SBOFFORTH 68.04 wani staiemenis printed‘emailed and click 'Agply’. To send to ALL Customer, do
EF POLLYANNAY FANTRY RIFON 28.77 not seleci any, bui jusi click "Apply’. When you have displayed a single staiemeni,
you can Printiemail it hy clicking *Apply'.

[JLoad all
Set Selection Parameters

Email Customers are those with an email address entered into
the Customer Database.

[]print Only (This will not email Statemerts.)

[Jprint and email (Print all Statements and email to email
customers as well.)

[“] email Only (Print non-email invoices)

(This aption will print nar-email Statements and nat email tem.
Ermail Statements will be emailed but not printed.)

[]Print an extra copy

Enter or Edit the e-mail message below

Print Options

Click the appropriate tickbox to select the printing options.

¢ Print Only. This will cause the statement to print a single copy only.

¢ Print and email. this will print a single copy of each statement and will also e-mail a copy to all
customers who have an e-mail address.

¢ Email Only. This will send an e-mail copy to each customer with an e-mail address and will print
a single copy for each customer without an e-mail address.

* Print an extra copy. This will print an extra copy of the statements, whether they have been e-
mailed or printed. This is useful if you need a file copy.

Email Message

The box at the bottom right of the screen is for you to enter the body text of the e-mail which will be
included with every e-mail sent. It should be a general message telling them that attached is their
current Statement of Account, and perhaps add a note reminding them of your credit terms. This
message will be saved for future use then you send an e-mail.

Load All

The customer list in the left-hand box will only contain the customers owing money. To display all
the customers, tick the tickbox labelled 'Load All'.

Printing Statements

¢ Print/email All Statements. Just click the 'Apply' button to print and/or e-mail statements to all
the customers in the list.

¢ Print/email a selection of customers. Select all the customers, in the list, that you want to
whom you want to send statements. Do this by clicking on the first you wish to select, and then,
while holding down the CTRL key, click each of the others you wish to select. Then click 'Apply'
to print/email the statements.

¢ Print/email a single customer. To view and then print/email a statement to a single customer,
double-click the customer in the box on the left. This will display the statement for that customer
as follows:-
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Statements
BLACK SWAN
; ; Apply Cancel
Date Inv Ho Debit Credit Type Batch Total V
B/F 1657.05 ><
01/01/2012 100175 z63.45 INVOICE 263.45
03/01/2012 100175 RECETPT 100.00 CHEQUE 000033 163.45 Double-click any customex to display Statement, or select Customers for whom you
03/01,2012 S EERE THVOTCE FEEREE wani statemenis prinied/emailed and click "Apply’. To send fo ALL Customer, do
tselect any, but jusi click "Apply’. When you hiave displayed a single stafement,
03/01/2012 100187 RECEIEPT 26.03 CHEQUE 000033 163.45 L “J‘;sv:cmrﬁnmvz .“",:)’,':'ﬁd. 'hfwi'; B
03/01/2012 100198 26.83 INVOICE 190.28
05/01/2012 1001399 5.24 INVOICE 199.52 Cltesdal
o
06/01/2012 100203 1002.77 INVOICE 1202.29
07/01/2012 100175 RECETET 163.45 CHEQUE 000033 1038.84 Sl Sl R e D i i )
07/01/2012 100198 T 26.8% e 000033 101201 Email Customers are those with an email address entered into
: : the Customer Database.
07/01/2012 100199  RECEIPT 5.2 CHEQUE 000033 100z.77
Total 1328.38 325. 61 EeilemEn 1002.77 [print only (This will not email Statements.)

[Jprint and email (Print all Statements and email to email
customers as well.)

email Only (Print non-email invoices)

(This aption will print nar-email Statements and nat email tem.
Ermail Statements will be emailed but not printed.)

[_]Print an extra copy

Enter or Edit the e-mail message below

Here:is a copy of your current statemerts,
Plzase note that our payment terms are nett monttly.

Best regards,

A1 Other
Credit Contraller

This shows a display of the statement and may be all you require. However, it can be printed and/or emailed by
clicking 'Apply’.

2.21.4 Retrospective Statements

There are occasions when a customer might need a statement as of a date before the present.
This might be a statement of what was owing at the half year, for example.
Click this button to display the Retrospective Statements screen.

4 Retrospective Statements

Set End Date. 02{01/2013 - Print Exit

Dauble-click Customer to create statement

AIDE T AIDENZ C OF E SCHOOL ~
AIRE THE ROAST CAFE (TSCS LTD)
ALET ALBERTS

MET AMBIANCE CAFE

CH ANCHOR THN

ARCT ARCIMOELDO' S

AnTH TORK ART CALLERY

ASHY ASHVILLE COLLEGE

BARA JONES BARR GROUP (BAR 166)
EEDD E.E.D.

BELL BELLEREYS

EIEE EIB AND TUCKER

EIT0 THE BITOU

BOLR BORRS HERD

BOUT BOUTIQUE CATERING

ELEL EREAD EIN

BREW EREVERY TAP

BRIGC ERIGANTES

ERLID AL BIVIO (HOMEEAM PAEK] LTD
BROG EROD

BROW EROUNS

CAIR CAIFN HOTEL

CisH CASH CUSTOMER

CasHZ CASH ACCOUTH NUMBER 2
CATT CATTLEMANE

caTH CATUALE CAFE

CGCE CGC EVENTS

CHEE LOVE CHEESE

CHUR CHURCHILL HOTEL

CONC CAFE CONCERTO

CONF CVC  (KINGS SUITE)

CRAN CRANBERRIES

cpos CROSS KEYS PUB

CULL CULINARY QUEST

DA DAMIN YANKEE

DCLA DE' CLARE

DERN DEAN COURT HOTEL

DEVI DEVILANCEL

DILL DYLL DELI

LOouE DOWER HOUSE HOTEL

D DEUM + MONKEY

LVIN HOTEL DU VIN

LUTY HOTEL DE VIN

BAST EAST OF ARCADIA

EPIC EPICURELN

EXHI THE EXHIBITION HOTEL v

Set the date to the point where the statements are required then double-click the customer to
display the statement in the right-hand box.
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2215

+, Retrospective Statements

Set End Date. 02{01/2013 - Print Exit

Dauble-click Customer to create statement

4103 ST AIDENE C OF E SCHOOL A Statement for BROD as of 2/1/2013
AIRE THE ROAST CAFE (TSCS LTD)

ALET ALBERTS

WET AMEIANCE CAFE 271545 17/07/2012 THV 21.82
ANCH ANCHOR INH 271568 17/10/2012 IHV 21.82
ARCT ARCINOBLDO'S 271585 27/11/2012 INV 21.82
ARTH TORK ART GALLERY

asHY ASHVILLE COLLEGE

BaRa JONES BARR GROUF (BAR 166} Total £ 6546
EEDD E.E.D.

BELL BELLERBTS

BIEB BIE AND TOCKER

EITO THE BITOU

BOiR BOARS HELD

BouT BOUTIQUE CATERING

ELREL EREAD EIN

BRET BREUERY T2P

BRIG BRIGANTES

ELIO AL EIVIO (HORNEEAM DARK) LTD

BROW BROUNS

CAIR CAIFN HOTEL

CcasH CASH CUSTOMER

casEz CASH ACCOUTH NUMBER 2

CATT CATTLEMANE

caTi CATWALE CiFR

cocE CBC EVENTS

CHEE LOVE CHEESE

cHUR CHURCHTLL HOTEL

conc CAFE CONCERTO

conF CVC  {KINGS SUITE)

CRAN CRANEERRIES

cros CROSS HEYS DUB

cULL CULINARY QUEST

DAMN DAMN YANKEE

DLy DE' CLARE

DEAN DEAN COURT HOTEL

DEVI DEVILANGEL

DILL DYLL DELI

DowE DOVER HOUSE HOTEL

DU DEUM + MONKET

bvIn HOTEL DU VIN

bTY HOTEL DE VIN

EAET EAST OF ARCADIA

E01C EPICURELN

EXHT THE EXHIBITION HOTEL v

The statement can be printed out by clicking the 'Print' button.
Audit Section

The final section of Mini-Accounts is the Audit section. Click the 'Audit' button to display the Audit
screen.

Double-click Customer to show Audit Trail for that Start Dot vcices Aptly ot ackc
Customer only. Click Apply to include all Customers BT S -
within Date Range. Hrecsps Echeques [cash ¢ -
Audit Completed
[¥] Customer Order [irvoice No, Order [Ipate Order C )

EBS BLACK SWAN 100z.77 cust Inv Ho Date Debit credit Type Batch Balance

ETR BIRCH TREE RESTAURANT 0.00
CAF COCK AMD FERRET 35.85 B/F 1492. 24 1452.44
o CRNTRAL CATERING SERVICHS P ap 100131 28/12/2011 248.74 CHEQUE 000000 1243.70
o CENTURY RESTAURANT .00 ap 100141  28/12/2011 Z48.74 CHEQUE 000000 934,96
ap 100144 28/12/2011 248.74 CHEQUE 000000 746.22

HA TEST COMPANY 177.25
ap 100145 28/12/2011 248.74 CHEQUE 000000 497.48
Hal TEST COMPANY 2 255719 ap 100149 28/12/2011 248.74 CHEQUE 000000 248.74
e L) Ci R BB e ao 100152 28/12/2011 248.74 CHEQUE 000000 0.00
b JD 100171 27/12/2011 276.61 INWOICE 276.61
K8 KING HENRY THE BIGHTH 0.00 ap 100171 28/12/2011 276.61 CHEQUE 000000 0.00
KHH KINGS HEAD HOTEL £8.02 ap 100172 29/12/2011  276.61 INVOICE 276,61
aoR OLD OAK RESTAURANT 0.00 ap 100172 29/12/2011 50.00 CcHEQUE 000000 226,61
= T T o577 ap 100172 30/12/2011 226.61 CHEQUE 000032 0.00
SCHL HARROGATE COUNCIL 0.00 JD 100174 1/ 1/z01z 276.61 INVOICE 276.61
GoHE  HARROGATE GOUNGLL .00 ap 100174 06/01/201% 276.61 CHEQUE 000033 0.00
ap 100186 3/ 1/z01z  276.61 INVOICE 276,61

BTOCK BTOCK 0.00
ap 100186  06/01/2012 276.61 CHEQUE 000033 0.00
e SELHNING WHEEL CAFE 0.00 JD 100200 &/ 1/z012 276.61 INVOICE 276.61
e UCEEREER] L) [LRRS? EOME, B0 ap 100200 06/01/2012 276.61 CHEQUE 000033 0.00
ap 100201 6/ 1/2012  321.45 INVOICE 321.45
ap 100201 06/01/2012 321.45 CHEQUE 000033 0.00
JD 100202 &6/ 1/z01z 276.61 INVOICE 276.61
Total 3473.55  3196.9% Bal 276,61

The customer list will appear first and you can display the audit trail for a customer by double-
clicking the customer in the list. The above picture shows the Audit screen at this stage. The
customer list shows the customers owing money by displaying them in RED. Customers in credit or
with a zero balance are shown in BLACK.

The transaction can be shown in Customer Order if you are displaying the audit trail for all the
customers (by clicking 'Apply'), Invoice No. Order, or Date Order, by ticking the appropriate
tickbox at the top of the Customer list. You can also select which types of transaction you wish to
display; Invoices, Credits, Receipts, or types of payment method, by ticking the required tickboxes
at the top middle of the screen.
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Date Range. The default date range is a full year to the current date. However, you can select the
start and finish dates by clicking the date boxes.

© Audit DExR

Double-click Customer to show Audit Trail for that Seiben Ll b Apply I ack
Customer only. Click Apply to include all Customers eowe [ ST S ";>
L | Receipts v]
within Date Range. dm: » R L e - ¢ [/ ]
[4] Customer Order [inveice No, Order [oate order = lan 141 152 153?155 fﬁ )
3 N Debit credit Type Batch Balance A
24 25 26 27 28 29 30
ETR BIRCH TREE RESTAURANT 0.00 31
CAF GOCK AND FERLET 35.85 Today: 07/01/2012 2973.16 4973. L
con CENTRAL CATERTNG SERUICES rERNan B8 100134 28/12/2011 15.95 CHEQUE 000000 4953.2:
on CENTURY RESTAURANT ¥ BE 100146 28/12/2011 57.0Z CHEQUE 000000 4896.1:
BY 100150 26/12/2011 1005.85 CHEQUE 000000 3890.3:
HA TEST COMPANY 177.25
B8 100153 02/12/2011 36.32 INVOICE 3926. 61
Hal TEST COMPANY 2 255719 B8 100153 28/12/2011 36.32 CHEQUE 000000 38903
i £ R G SR e BY 100154 0z/12/2011  147.75 INVOICE 4038.0;
o JCES DINER 276. 61 BS 100154 28/12/2011 147.75 CHEQUE 000000 3890.3:
KHS KING HENRY THE EIGHTH 0.00 BE 100155 0z/12/2011 15,20 INVOTCE 3905.5:
KHH KINGS HEAD HOTEL 668.04 BY 100155 26/12/2011 19.20 CHEQUE 000000 3890.3:
OOR OLD CAK RESTAURANT 0.00 BE 100156 0z/12/z011 1s.z0 INVOICE 3909.5:
B5 POy GO aa.77 BE 100156 28/12/2011 15.20 CHEQUE 000000 3830.3
SCHL HARROGATE COUNCIL 0.00 EE 100167 03/12/2011 26.15 INVOICE 3916.4!
p— HARAGGATE GOUNGTL g B8 100167 28/12/2011 26.15 CHEQUE 000000 3890. 3
srock | smocK o 00 BE 100173 31/12/2011 40,43 INVOTCE 3930.8!
BY 100173 31/12/2011 40.45 CHEQUE 000032 3890.3:
e SELHNING WHEEL CAFE 0.00 EE 100175 01/01/z012 263.45 INVOICE 4153.7!
e UCEEREER] L) [LRRS? EOME, B0 B8 100175 03/01/2012 100.00 CcHEQUE 000033 4053.7:
BE 100175 07/01/2012 163.45 CHEQUE 000033 3830. 3
BY 100187 03/01/2012 26.03 INVOICE 3916.4:
B8 100187 03/01/2012 26.059 CHEQUE 000033 3890. 3+
BE 100198 03/01/2012 26.83 INVOTCE 3917.1°
BY 100198 07/01/z012 26.63 CHEQUE 000033 3890. 3+
B 100199 05/01/2012 8,24 INWOICE 3899.5¢
BE 100193 07/01/2012 9.24 CHEQUE 000033 3830. 3
BY 100203 6/ 1/zolz  1002.77 INVOICE 4893.1:
Total £550.65  1697.54 Bal 4893.1:v

Click the day required to select the date.

¢ Different Month. To select a different month, click the month name at the top of the calendar
and select the month from the dropdown list.

¢ Different Year. Click the year at the top of the calendar and use the up or down arrows to
increase or dedrease the year number.

¢ Click a day to select the final date.

Printing the Audit Trail
Click 'Print Audit' to print a copy of the report.

Deleting Erroneous Credits
If a credit has been wrongly raised, it is possible to remove it from the Audit Log by double-clicking
the Credit in the list. This will bring up an editing box:-

) Edit Record : E| E|

Invoice Mo, 1052052 CREDIT
Customer Code D /7003

Invniced Armount

Amount Paid

| cancel | | oDelete | | apob |

VAT on Invoice

This allows you to change the values or delete the credit completely.
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2.2.2

Archived Records

When Financial Transactions are made, i.e. Delivery notes, invoices or credit notes printed, a copy
of the printed document is archived. These are stored in zip files, one for each month and can be
extracted and reprinted using the 'Records' section.

Click the 'Records' button.

© Print Archived records

Set Month and Vear of Archive
Month Year
[ 1
mjodto. |

Irvvoice
Delivery Hote

Credit Mate

Apply

On this screen you have several options.

1. You can set whether you wish to retrieve an invoice, a delivery note or a credit note.

2. You can enter a date for the document, or

3. you can enter the invoice or delivery number.

4. If you don't have details of the item you can click 'Search Archives' to see all the items for a
particular customer.

@ Print Archived records

BS BLACK SWAN Set Month and Vear of Archive

BTR BIRCH TREE RESTAURANT

CAF COCK AND FERRET search Archives

ces CENTRAL CATERING SERVICER

CR CENTURY RESTAURANT

HA TEST COMPANY WMonth ‘ear
HAL TEST COMPANY 2

HAH HARE AND HOUHDE [ 1
JD JOES DINER

KHB KING HENRY THE ETGHTH nyoelbo, ||
KHH KINGS HEAD HOTEL

OOR OLD OAK RESTAURANT Gl

PP POLLVANNAS PANTRY

SCHL HARROGATE COUNCIL [IDeivery tote

HCHZ HARROGATE COUNCIL [ Credit Mote

STOCK STOCK

awe SPINNING WHEEL CAFE

WMH WILLTAM ANWD MARY HOTEL
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Then double-click the customer whose record you are looking for.

@) Print Archived records

BL. 100216 25/1/2012 INV |AR012012 Set Manth and Vear of Archive

ETR EIRCH TREE RESTAURANT 100219 27/1/2012 INV |ARD12012

ccs CENTRAL CATERING SERVICES

CR CENTURY RESTAURANT

HA TEST CCOMEANY Marith ‘ear
Hal TEST COMPANY 2

HAH HARE AND HOUNDE I:l
D JOES DINER

KHE KING HENRY THE EIGHTH Iru/Del Ma. l:l
KHH KINGE HEAD HOTEL

OOR OLD OAK RESTAURANT Pl

PP POLLYANNAS PANTRY

CHL HARROGATE COUNCTL [Fpeivery ote

SCHZ HARROGATE COUNCIL Gl

STOCK STOCK

Ul SPTNNING WHEEL CAFE

WHMH WILLIAM AND MARY HOTEL

Apphy

This will bring up a list of all the records for that customer giving the record number, date and the
name of the zip file in which it is stored. NB there would normally be a lot more records listed than
shown in the above example.

Double-click the item you require.

© Print Archived records

I Back

Set Month and Vear of Archive
Search Archives
Manth Year
a0tz
Iru/Del Ma. 100219

Invoice
Delivery Hote

Credit Mote:

Apphy

This puts the details into the boxes as shown above. Click 'Apply'.
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&) Restore Saved Data

| Cloze

Double-click item to be displayed. |

File Date Time Comp Bize Comp-size Path

il00z219_ inw 0lszeflz  15:30 50% a7 2339

If the record is found it will be displayed in the box, as shown above, and after about 1 second it will
display the document which can then be printed. If the document is not found, the total contents of
the zip file will be displayed.

0K

pymtech

park, Avenus

Page-> Zoom+

Your logo would go here
s}

Page <- Zoom:

BLACK SWAN
THE AVENUE
NETHER POPPLETON
Ale No. BS Alt Mo
27/01/2012  ORDER Ref ADVANCE VAN 30 INVOICE Mo. 100213
Customer Ref .
CODE  PRODUCT 100730 100792
Order Ref ADVANADVANCE Total  Unit Total
Delivery FriAM FriAM  Qty Price Price
A121{(1) SMALL W/M LOAF 5 5 10 0.2940 25400
A121(1)  SMALL W/M LOAF 12 12 4 01225 2.9400
41244 (1) DOUBLE SLICED PACK 0 0 0 01225 17.0100
41244 (1) DOUBLE SLICED PACE 0 0 0 01225 170100

Taotal 39.9000
Vat -0.0000

Total ~ 39.90

The document may now be viewed and printed, if required. To print it, click the 'Print' Button, or
click 'OK' to return to the previous screen.
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2.2.3 Reports

There is a wide selection of reports available. Many of these have been added at the request of
users and we are willing to add special reports, on request, for a small charge depending upon the
complexity of the work required. Any small additions will be carried out free of charge.

! Special Reports

Coudh Mives ~ Apply Cancel

Sales Analysis - Period ><

Sales Analysis - Quantity

Sales Analysis - Sales Value oy
Sales analysis - Cost
Sales Analysis - Profit WERSION 5.1.1.6 12m1/2012
Sales Analysis - Mil Activity (
Sales Analysis - Low Activity
Sales analysis - High Activicy
Analysis - Weekly History
Analysis - Daily Sales
Analysis - Yan Daily

Price List

Current Orders

Zales Analysis - Ingredients

Product Analysis - Quanticy

Product Analysis - Sales Value
Praduct analysis - Single Ttem
Machine Analysis - Quantity
Machine Analysis - Sales Yalue
achine Analysis - Cost

Machine Analysis - Profit

Machine Analysis - Nl Activity
achine Analysis - Low Activicy
Machine Analysis - High Activity
Graup Invaiced - Quantity

Group Invoiced - Value

Customer Analysis

Customer Analysis - Low Activity
Customer - Stop

Customer - Unstop

Customer Analysis - Product Group
Customer Analysis - Discount Group
Customer Analysis - Group Quantity
Customer Analysis - Weekly
Customer Analysis - Orders Yalue
Customer Analysis - Deliveries Value
Customer Overdue Credit

van Round Analysis

Customers Yan Round List

Van Round List

Froduct Price/Cost Analysis

HS Delivery Report

Delivery Report

ot Invoiced e
Predict Sales

weekly Returns - value b}

2.2.3.1 Dough Mix Analysis

Dough Mix Analysis
This option allows you to see how many products are required from each dough mix
with the option to show the recipe breakdown for a group of products.

After clicking the ‘Dough Mixes’ item in the dropdown list you will be presented with
the following screen:-

ecial Reports

For Delfvery | 10/01/2012 M
Apply Cancel
Internet Connected ¢ >< ::“ >

- VERSION 5.1,1,5 01/01/2012
m [ 1)
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2.23.2

Set the date by clicking the dropdown arrow on the date box. Then click the date

required.

2. Special Reports

| Daugh e

v

Internet Connected

For Delivery | 10/01/2012 -
Bl senvaryzorz B

Mo Tue Wwed Thu Fri Sat Sun
1

2 3 4 5 6 7 8

o Gl 11 12 13 14 15

VERSION 5.1.1.5 01/01/2012

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

Today: 09/01/2012

Then click the *Apply’ button to produce the report as follows:-

<. Special Reports

Douigh Mixes

Internet Connected

[JPrirt in Colour

For Delivery | 10/01/2012 -

Cancl

Print Back
List
s

VERSION 5.1.1.5 01/01/2012

Dough Mixes

BROWN COBLG
BROWN COBS 6 PACK

Total Weight of Mix

BROWN COB MIX
BROWN COB LG

Total Weight of Mix

BROWN COB SM
BROWN COBS SN 12 PK

Total Weight of Mix

BROWN DOUGH MIX
LLRGE BROWN LOLF

Total Weight of Mix

GRAN COBLG
GRAN COES 6 PACK

Total Weight of Mix

MD AN COD TV

For 10/01/2012

Qty  Unit Total
Weight Weight

24 0.185 3.960
3.960

50 0.000 0.000
0.000

3 o.172 1.032
1.032

21 0.450 9.450
9.450

13 0.185 3.135
3.135

>

[E3

This shows each major dough mix as set up by the recipes section in Wsaler. In each
section is a list of the products, required for production, that use that dough mix and
the finished weight for each, as entered in the product database.

Click the ‘Print List’ button to print the full list.

Recipe Breakdown

Recipe Breakdown
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It is possible to create a detailed ingredient breakdown for one or more products in
a dough mix group by selecting the products required. This is done by dragging the
cursor over the lines required. Make sure you select the complete lines.

Z. Special Reports |;HEHX|

Dough Mixes v/ For Delfvery | 10/01/2012 -

i Back
N Cancel o
Internet Connected i
H =

[JPrirt in Colour

- VERSION 5.1.1.5 01/01/2012
m 1]

SMALL GRAN LOAF ha
SM GRAN THICE El 0.231 1.848 112
Total Weight of Mix 1.848
SMALL WHITE LOAF
SMALL W/M SLICED 1z 0.zs0 3.000 113
Total Weight of Mix 3.000

WHITE COBLG
WHITE COBS 6 PACK 18 0.165 2.970 114

Total Weight of Mix 2.970

WHITE COB MIX
WHITE COB LG 50 0.000 0.oo00 115

Total Weight of Mix 0.000

WHITE COB SM
WHITE COBS SM 12 PR 5 0.172 0.860 116

Total Weight of Mix 0.860

Total Weight of Mix 14.940

| B

Now when you release the mouse left-button, the following display will appear.

<. Special Reports

Douigh Mixes v For Delfvery | 10/01/2012 -

i Back
N Cancel o
Internet Connected i
H =

[JPrirt in Colour

- VERSION 5.1.1.5 01/01/2012
m 1)

GRAN COB MIX Recipe for selection
GRAN COB LG Z
LG BROWN SLICED 10 0.450 4.500 kg
Total Weight of Mix L& BROWH THICK 20 0.453 9.060 kg
GRAN COB SM Total Finished Weight 13.560 kg
GRAN COBS SM 12 PK 3

Total Weight of Mix

a1122 FLOUR BROWN 13.5000 kg £0.1603
N B3141 YEAST 0.3600 ky £0.2343
GRAN DOUGH MIX C€3346 WATER 9.0000 Litre £0.0450
CRANRLARCH 9E3324 SALT 0.26880 ky £0.0714
E3350 TMPROVER 0.1080 ky £0.1757
Total Weight of Mix 71133 ELECTRICITY 0.0450 Unit £0.0027
21134 MAH-HOURS 0.0036 Unit £0.0135
GRAN LARGE
GRAN LG SLICED 5
21133 ELECTRICLTY 0.0450 Unit £0.0027
Total Weight of Mix 71134 MAH-HOURS 0.0600 Unit £0.2262

PLASTIC WRAP 10.0000 Unit £0.1575
SLICING 10.0000 Unit £0.0200
Total Weight of Mix
F1000 PLASTIC WRAP 20.0000 Unit £0.3150
LARGE WM LOAF 21135 SLICIHG 20.0000 Unit £0.0400

LARGE W/M SLICED 5

Total Weight of Mix

If you now click ‘Print List’ the section in blue will print out. This section shows the
products, quantities and weights at the top and the total ingredient list requirement
below. These quantities should be correct to make the required number of the
products listed. It is always worth setting up your recipes with a small surplus
to allow for errors.
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2233

Sales Analysis - Period

Sales Analysis - Period

This allows you to create a report of the quantity of each product sold between two
dates for a single customer or all customers.

Select Sales Analysis — Period in the drop down list.

AP& ‘ Cancel ::>

VERSION 5.1,1,5 01/01/2012

q )

! Sales Analysis

Customer Code From |09/01/2012 v
Internet Cannected To |03j01/2012 v

Group.

Set the first and last dates to be included in the report.
If you want the report for a single customer, enter the customer code in the box.
Click Apply and wait for the report to compile.

. Sales Analysis

Sales Analysis - Periad - Customer Code From |U3/01/2012 v e ol Print e
e ] To D= List
>< oA
[“Groun
Dlerint in Colour VERSION 5.1.1.5 01/01/2012

0 )
Sales Analysis - Period - 9/1/2012 to 9/1/2012

cone PrODUCT arr

2121 SMALL WM LOAF [

21218 SMALL WM SLICED 1z

a1z LARGE /1 5LICED s

ALl24A DOUELE SLICED DACK 4l

2126 LARGE BROUN LOAF 170

biz7 LG BROUN ELICED 10

Alzg LG EROWN TEICK z0

1123 GRAN L1ARGE 1323

a1z5-1 TRAY GRAN LARGE 154

ALl30 CRAN LG ELICED £

2132 SHALL UHITE LOAF 62

bi3s SMALL BROUN LOAF 7

Al3g EMALL CGRAN LOAF 12

1140 S GRAN THICK 8

Bl00 UHITE COB 16 )

ELOL EROWN COE LG &0

Bloz GRAN COB Le 20

B34 UHITE COBS 6 PACK 18

E33E EROWN COEE & PACK 4

5336 GRAN COBS 6 PACK 13

5337 UHITE COBS SM 17 PK s

E338 EROUN COES SM 1Z DK €

5333 GRAN COBS 5K 2 PK 3

cLo0 PORK PIE LARGE 1z

To print the report, click Print List button.
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2.2.3.4 Sales Analysis - Quantity

Sales Analysis — Quantity

This report, and all the other sales analysis reports, break the results down on a
monthly basis. If you require a shorter period than a month, this can be done, but the
results will appear in the month covered by the selection.

Select Sales Analysis - Quantity in the dropdown list.

! Special Reports

Sales Analysis - Quantity v Customer Code From |01/11/2011 v
Apply Cancel Back
Internet Connected To |io/oyj201z &/ ¢
[ eroup ><
o] YERSICN 5.1.1,5 01/01/2012
m [ 1

Enter a customer code if required, otherwise the results will include the total of all
customers for that period.

Set the date range as required. Then click Apply.

After the report has been compiled, the results will be shown in graphical form.

© Graphical Display of Data

Print Graphical Representation of Resuits Close
Sales Analysis - Quartity

4,593 Jan
OFeh
O Mar
0 pr
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0un
oJdul
04ug
0Sep
00ct
oy

1561 Dec

s Jan
4,800 -

46001°

44001
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40004

38004

36004

34004

320047

30004

2800 1°

200"

24001

22004
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2.23.5

2.2.3.6

This can be printed if required.
Click Cancel and the screen will return to the listed results.

Z. Sales Analysis

Sales Analysis - Quantity v Customer Code From  01/02{2011 v B Cancel Print Back
@t o L List ::>
>< Y
[erint in Colour VERSION 5.1.1.5 01/01/2012

( )
Sales Analysis - Quantity - 1/2/2011 to 10/1/2012

conE DRODUCT JAN  FEE  MAR  APR  MAY JUN  JUL  AUG  SEP  OCT  NOY  DEC  TOTAL

a120 LARGE U/ LOAF s1 o o o o o o o o o o 1es 216

ALzl SMALL U/H LOAF 75 0 0 0 0 0 0 0 0 o o oz L0z

ilzls SMALL U/2 SLICED 48 o o o o o o o o o o z4 7z

alez LARGE U/I SLICED 20 o o o o o o o o o o 13 203

alzd L& UHITE $LICED 20 0 0 0 o o o o o o ) ) 30

ilzak DOUBLE SLICED PACK 187 o o o o o o o o o o as 281

ales LARGE BROUN LOAF 545 o o o o o o o o o oz 587

aLz7 L& EROUN ELICED 40 0 0 0 0 0 0 0 0 o oz &0

ilze LG BRON THICK 20 o o o o o o o o o o 40 120

aleo GRAN LARGE 1632 o o o o o o o o o o 1se  1se

aLzs-T TRAT GRAN LARGE 415 0 0 0 o o o o o o o 1 555

il30 GRAN LG SLICED 20 o o o o o o o o o o 10 30

a3z SMALL UWHITS LOAF 221 o o o o o o o o o o 106 327

aL3s SHMALL EROVN LOAF 268 0 0 0 0 0 0 0 0 o o 1z 254

il3s SMALL GRAN LOAF 76 o o o o o o o o o o s 114

als0 SM GRAN THICK 22 o o o o o o o o o o 16 8

EL00 WEITE COE LG 146 0 0 0 o o o o o o o 100 246

B0l BROUN COE LG 220 o o o o o o o o o o 100 20

B0z GRAN COE LG 20 o o o o o o o o o o a0 120

BL04 BROUN GOE St 5 o o o o o o o o o o o 55

B34 UEITE COES & PACK 7z 0 0 0 o o o o o o 0w 108

B335 BROUN COBS 6 FACK 6 o o o o o o o o o o s las

B33s GRAN COBS 6 PACK 76 o o o o o o o o o o s 114

E337 UEITE COES SN 12 DK 20 0 0 0 0 0 0 0 0 o o 1 EtS

B338 BROUN COES SH 12 BE 24 o o o o o o o o o o 1z 36

B339 GRAN COBS SM 12 K 12 o o o o o o o o o o e 18

cloo PORE PIE LARGE 48 0 0 0 o o o o o o o oz 7z

Taral as93 o o o o o o o o o o lesl  ezs4

[ {wm F g

Similarly, these can be printed out by clicking Print List.

Sales Analysis - Value and other Variants

Sales Analysis — Value and other Variants

If you select the Sales Analysis — Value, the results will be in £ value of the sales.
Similarly you can select Cost or Profit reports. N.B. You must have recipes entered
for all products and a fully priced Ingredient List for this to work.

You can also select Nil, Low or High Activity filters.

Sales Analysis - Ingredients

Sales Analysis — Ingredients

This is the same, in essence, as the Sales Analysis — Quantity, except that the
constituent ingredients are listed instead of the Products.
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Z. Sales Analysis

Sales Analysis - Ingredients v Custamer Code From |01j02[2011

Cancel Print HaS
Internet Connected To | 10j01/2012 Data List
FEow' S
Fleraun -

[erint in Colour VERSION 5.1.1.5 01/01/2012
( )
Sales Analysis - Ingredients - 1/2/2011 to 10/1/2012

CODE INGREDIENT JAN  FEE MAR APR MY JUN JUL AUG  SEP  OCT  NOV  DEC  TOTAL

allzl FLOUR UHITE 199 o o o 0 0 0 0 0 0 0 229 4z9 kg
allzz FLOUR EROUN 371 [ [ [ 0 0 0 0 0 0 [} 20 450 .
allz3 FLOUR GRAN 788 o o o [ [ [ [ [ 0 0 10 @97 kg
aze13 PORE PIE LG ag o o o 0 0 0 0 0 0 0 24 72 Uit
E314l TEAST 3 [ [ [ [ [ [ [ [ [ ] 3 47 ky
clize MILE 13 o o o 0 0 0 0 0 0 0 10 27 Lit!
C3346 WATER 887 o o o 0 0 0 0 0 0 0 zvz  1lsa Lit.
E3324 ZALT 24 [ [ [ 0 0 0 0 0 0 [} 7 £ .
E3350 IMPROVER a o o o [ [ [ [ [ 0 0 3 1a kg
FL000 PLASTIC WRAR 250 o o o 0 0 0 0 0 0 0 10 ae0 Uit
Fll00 EOX TYPE 1 244 [ [ [ [ [ [ [ [ [ 0 12z 36E Unic
Fl200 BOX TYPE 2 56 o o o 0 0 0 0 0 0 0 28 a4 Uit
21133 ELECTRICITY E) o o o 0 0 0 0 0 0 0 9 20 Unir
Z1134 MAN-HOURS 4 [ [ [ 0 0 0 0 0 0 0 1 1z Unic
211385 SLICING 270 o o o [ [ [ [ [ 0 0 gs3  se3 Unit

It is necessary to have the recipes and costed ingredients present in the database for
this to give results.

2.2.3.7 Analysis - Weekly History

Analysis — Weekly History

This reports allows you to compare the product performance with the previous week
and the corresponding week from the previous year.

2 Sales Analysis

Internet Connected WE | 10/01/2012 v

[] Prirt in Colour VERSION 5.1.1.5 01/01/2012

‘ )

Select Customers to include in Report

BS ELACK SWAH HETHER POPPLETON
BIR BIRCH TREE RESTRURENT SUMMERBRIDGE
CIF COCK HD FERRET GLASSHOUSES
s CENTRAL CATERING SERVICES RIPON

® CENTURY RESTAURANT BURNT YATES
HA TEST COMPANY KHARESBOROUGH
HAL TEST COMPRHY 2 HARROGATE
HAH HARE FHD HOUNDS TADCASTER

D JOES DINER SOUTH STAIHLEY
KHE KING HENRY THE EIGHTH FORK

KHH KINGS HERD HOTEL SPOFFORTH

00R OLD 07K RESTAURANT BOROUGHERIDGE
PP POLLYAHNAS PANTRY RIPON

SCH1 HARROGATE COUNCIL HIARROGATE

SCH2 HARROGATE COUNCIL HARROGATE
STOCK STOCK TNTERHAL

swe SPIHNING VHEEL CAFE PATELEY BRIDGE
WwH WILLIAM AHD MARY HOTEL HARROGATE

Select all the customers that you require to be included in this report then click
*Apply’ to run the report. If you don't select any of the customers you will be given
the option to include them all in the report.

Firstly, you will be shown a Bar Chart of the results, which you can print out if you
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wish.

) Graphical Display of Data

Graphical Represertation af Results
Analysis - Weskly History

oL Gty
- 0LV Value
EE 23ELW Gl
3,034,659 LAY Value
3,500 Curr Gty
B 5525512 Curr Value
35006
5525612 Value

o vae ] vane]
g Curr Veiue Value

5,500
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5,200
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1,254 Oty
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&00
600
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200

LAY Yalue Li value Curr Gty Curr Yalue

Click ‘Close’ to return to the listed results.

2 Sales Analysis

analysis - Weekly Histary v M cancel — Back
Internet Connected WE | 10jo1f012 o e >< List
tirk in Colour Archives 100% completed VERSION 5.1.1.5 01/01j2012
C )
- Weekly History - Week Ending Tuesday 10/1/2012
Code Product Last Year Last Veek Current Year Diff Week Diff
oty Value Qty  Value Qty  Value oty  Value oty  Value

alzo LARGE /M LOAF [ 0.00 o 0.00 51 38.28 51 3828 51 38,28
alel SMALL /M LOAF o 0.00 a3 25.28 53 34.69 59 34.69 16 9,41
al2ls SMALL W/H SLICED o 0.00 a5 21.17 a5 21.17 36 21.17 0 0.00
alaz LARGE /M SLICED 0 0.00 15 15.30 15 15.a0 15 1530 0 0.00
ilea Le WHITE SLICED o 0.00 o 0.00 30 al.1z 30 3112 30 1.1z
[SETTY DOUBLE SLICED PACK o 0.00 150  zlz.6a  lal  les.es 13l  185.63 -1  -26.98
alze LARGE EROUN LOAF [ 0.00 362 334.43  22E  207.%0 22§ 207.30 -137 -126.53
a2 Le BROVN SLICED o 0.00 a0 28.35 a0 28.35 20 28.35 0 .00
alce LG EBROVN THICK o 0.00 60 s6.46 0 56.46 50 56.46 0 0.00
alzs GRAN LARGE 0 0.00 303  2z34.23 1516 1471.44  1ELE 147144 121z 1177.1%
ilea-1 TRAY GRAN LARGE o 0.00 261 2305.55 328 2879.07 328 2893.07 &7 57352
a3 GRAN LG SLICED o 0.00 15 14,78 15 14.73 15 14.73 0 0.00
a3z SMALL VHITE LOAF [ 0.00 18 33.56 163 104.14 163 104.14 s .58
aL3s SMALL BROWN LOAF o 0.00 157  125.64 197  125.64 197  lp5.64 0 0.00
alae SMALL GRAN LOAF o 0.00 57 35.75 57 a5.75 52 35.75 0 0.00
aldo SH CRAN THICKE 0 0.00 24 14.38 24 1438 24 14,38 0 0.00
BLO0 WHITE COB LG o 0.00 123 25.83 123 25.83 123 25.83 0 0.00
BLOL BROUN OB LG o 0.00  len 35.z8  ls0 as.za 160 as.z8 0 0.00
BloZ GRAN COB LG o 0.00 60 13.86 60 13.86 &0 13.86 0 0.00
BLO4 BROUN COE 0 0.00 o 0.00 s£ 5.24 5 5,24 5 5,24
B334 WHITE COBS 6 PACK o 0.00 54 5571 54 55.71 4 5571 o 0.00
Baas BROUN COBS 6 PACK o 0.00 7 70.43 7 70.43 72 70,43 0 0.00
B33 GRAN COBS & PACK [ 0.00 57 £1.40 57 §1.40 7 51.40 0 0.00
B337 UHITE COBS SN 12 PK o 0.00 15 19.73 15 19.73 15 15,73 0 0.00
Base BROUN COBS SN 12 PE o 0.00 18 2384 18 23.84 18 23.84 0 0.00
B33 GRAN COBS M 12 PK 0 0.00 s 12,0z s 12.02 s 1z.02 0 0.00
cioo PORE PTE LARGE o 0.00 £ 34.20 £ 34.20 36 34.20 0 0.00

Total [ 0.00  Zz3l6 3334.86 3600 S625.61 3600 EEEE.EL 1284 1630.7F

If you are on the internet there will be a button that will allow you to email the report
if required. Otherwise, you can print out the report by using the *Print List’ button.

More:
Emailing the report

2.2.3.7.1 Emailing the report

Emailing the report

Click the *Email Data’ button to get the following screen:-
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2.2.3.8

@ Sending Email E]

Ernail Fixed Parametears

Send Email

Huost |mai|.bakerysoftware.cc-.uk |

From |me@myd0main.c0.uk |

[ Send Email ] [ Don't send ] [ Exit ]
Fromm Mame |Sender's Mame |
Heading |Analysis - Weskly Histar
2 ks L k2 | Authentication required

Message Attachment - | \Report, rtf Authentication Daka

Attached is the repart For the current weekly analysis, -

You may view and print this using M3 Word. User Name |admin@bakerysoftwars

Best Reqgards Password |[#¥#ERF

David C Ayre Anply

Destination email addresses

davidcayre@nthworld. com|

Docbla-click recipients balow

In normal circumstances the email data will have been entered in the End-of-Day/Utilities section. If
this is not the case, enter your email details into the top right boxes, if they haven't
already been entered, then click *Apply’ to save them. *Exit’ and then click the '
Email Data’ button again. This time you will have the above screen with the full set
of buttons. Double-click the customer to whom the email is to be sent, or
alternatively, enter the email address manually.

Edit the message as required and then click *‘Send Email’ and wait until it has been
sent. The message at the top, in red, will tell you when this has happened.

You can email to more then one person by adding more email addresses separated by
commas, or by double-clicking on more of the customers in the listbox.

Daily Sales

This allows you to inspect the sales for all, or a selection, of customers for the last 7 days plus the
total for the week divided into section by van round.
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2.23.9

2.2.3.10 Price Lists

Z. Sales Daily

Analysis - Daily Sales v
S e Cancel Erint LEhs
Internet Connected el 130012 , .Dtha I >< List ::>
[#print in Colour VERSION 5.1.1.5 01/01/2012
[ 1]
R = .
y Sales - Week Ending Fri 13/1/2012

Prod  Code Description 07-Jan  0#-Jan  05-Jan  10-Jan  il-Jan  12-Jan  13-Jan Total
Growp sat Sun Yon. Tue Wed Thu Fri
oo alzo LARCE 0/ LOAF 000 0.00 0.00 5,00 000 0.00 0.00 5,00
oo Azl SMALL U/ LOAF 000 000 353 6.47 000 000 000 10_00
o0 mizis SHALL /1 5LICED 0.00 0-00 .06 .06 0.00 0.00 0-00 1411
oo ez LARGE /K SLICED o.00 0.00 s.10 510 o.00 0.00 0.00 10.20
00 aizes DOUBLE SLICED PACK 000 0-00 se_12 60_95 000 0-00 0-00 119 07
o0 iz LARGE BROUN LOAF 0.00 0.00 157.08 30_45 0.00 0.00 0.00 187.57
oo alz7 LG EROUN ELICED 000 0.00 5,45 5.48 000 0.00 0.00 15,50
o0 aize LG BROUN THICK 000 000 18.82 18 82 000 000 000 37_64
o0 iz GRAN LARGE 0.00 0,00 1290.73 90_33 0.00 0.00 0,00 13811z
oo Al2s-T TRAY CRAN LARCE o.00 0.0 Llwdz.od 768,52 o.00 0.00 o.o0 211086
o0 130 GRAN LG SLICED 000 0-00 451 e 000 0-00 0-00 ER
o0 sz SMALL UHITE LOAF 0.00 0.00 38.43 sz.85 0.00 0.00 0.00 71izs
oo alzE SHALL EROVN LOAF 000 0.00 48.30 40.17 000 0.00 0.00 85.47
o0 aise SHALL GRAN [OAF 000 000 11ls2 11052 000 000 000 23.63
o0 a0 SH GRAN THICK 0.00 0-00 .78 478 0.00 0.00 0-00 3,57
oo BlOL EROWN COE LG o.00 0.00 1s.23 10z o.00 0.00 0.00 za.z8
o0 Bloz GRAN COB L2 000 0-00 462 462 000 0-00 0-00 E
oL Bioo UHITE COB 16 0.00 0.00 483 10.850 0.00 0.00 0.00 15.33
oL B3 UHITE COEE 6 DACK o.00 0.00 18,87 15.87 o.00 0.00 0.00 a7.14
oL B3ss BROUN COBS 6 PACK 000 0-00 23_48 23.48 000 0-00 0-00 46.55
oL B3z GRAN COBS 6 PACK 0.00 0.00 z0_47 20_47 0.00 0.00 0.00 40_94
oL B3aT UEITE COES SN 12 IR 000 0.00 6.58 .53 000 0.00 0.00 13.15
oL B3z BROUN COBS SH 12 PR 000 000 2.85 7,95 000 000 000 1s.50
oL B3 GRAN COBS 5K 12 PK 0.00 0-00 401 401 0.00 0.00 0-00 5 01
0z cioo PORE PIE LARGE 0.00 0.00 1140 11 40 0.00 0.00 0.00 22_80

Total 0.00 0.00  3112.45 121841 0.00 0.00 0.00 433186

=

Van Daily

This gives you the total sales value for each van round for the previous week. You can set the
Week/ending date before running the report. There is only 1 van round shown in the example, but
the report would list all van rounds if there were more.

Z. Van Daily

Analysis - van Dally

Internet Connected

Print in Colour

E-Mail

e

Print Back

VERSION 5.1.1.5 01/01/2012

Van Round

VAN 3

Toral

Analysis - Van Daily - Week Ending Fri 13/1/2012

07-Tan 08-Jan 09-Tan

sat Sun Hon
0.00 0.00 1474.05
0.00 0.00 1474.05

10-Jan
Tue

171.40

171.40

11-Tan 12-Jan 13-Tan Total
Wed Thu Fri
0.00 0.00 0.00 1645.45
0.00 0.00 0.00 1645.45

Price

Lists

You can compile, print and/or email price lists for any customer.
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Internet Connected

Double-Click Customer for Price List

Print in Colour

< 4

VERSION 5.1.1.5 01/01/2012

BS
BIR
CIF
s
®
HA
HAL
HAH
D
KHE
KHH
00R
PP
SCH1
SCH2
STOCK

ELACK SWAH
BIRCH TREE RESTRURENT
COCK HD FERRET

CENTRAL CATERING SERVICES

CENTURY RESTAURANT
TEST COMPANY
TEST COMPRHY 2

HARROGATE COUNCIL
STOCK

SPIHNING VHEEL CAFE
WILLIAM AHD MARY HOTEL

HETHER POPPLETON
SUMMERBRIDGE
GLASSHOUSES
RIPON

BURNT YATES
KHARESBOROUGH
HARROGATE
TADCASTER
SOUTH STAIHLEY
FORK
SPOFFORTH
BOROUGHERIDGE
RIPON
HIARROGATE
HARROGATE
TNTERHAL
PATELEY BRIDGE
HARROGATE

This gives you a customer list from which you can select the customer for whom the
Price List must be compiled. The list will take into account Special prices and

discounts, though NOT quantity discounts as these are dependent upon the value of
the complete order.

Double-click the customer for whom the Price List is to be compiled.

= Price List

Price List

Internet Connected

Print in Colour

X

Cancel

VERSION 5.1.1.5 01/01/2012

Code

alzo
L1204
alel
alels
alzz
FREES
alzd
Llzdh
ales
alzs
127
alee
alz9
alzs-T
a130
a13l
a3z
FREES
al3s
al3s
FREES
137
al3s
FNEE]
al40
E1l00
EL10L
El0Z
El03
EL104
El05
Baas
E33E
EEEE

Product

LARGE U/M LOAT
HEW TEST PRODUCT
SMALL U/M LOAR

SMALL /M SLICED
LARGE /M SLICED

LG UHITE SLIGED
DOVELE SLICED PACK
LG UHT THICK SL
LARGE EROUN LOAF
LG EROUN $LICED

LG EROUN THICK
GRAN LARGE

TDAY CRAN LARCE
GRAN LG SLICED
GRAN LG THICK
SMALL UHITE LOAF
SM UHT SLICED

SM UHT THICK

SMALL EROUN LOAF
M EROUN SLICED

SM EROUN THICK
SMALL GRAN LOAF

M CDAN SLICED

SM GRAN THICK

UHITE COBS & PACK
EROVN COBE & PACK
GRAN COBS 6 PACK

Price List - As of Tuesday 10/1/2012

7500
0000
S880
s880
0200
o000
0374
4178
0374
9240
3480
s410
3712
2778
9870
9793
6133
6303
6251
6407
6483
6443
6512
6564
6554
2100
2208
2310
1575
lg80
1785
0317
3782
o772

1>

If you are on the internet,
Price List.

More:

Emailing the Price List

there will be the email option, or you can simply print the
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2.2.3.10.1 Emailing the Price List

Emailing the Price List

@) Sending Email

Email Fixed Parameters

Send Email

Huost |mail.bakerysoftware.co.uk |

From |me@mydnmain.cn.uk |

’ Send Email ] ’ Don't send ] [ Exit l

From Mame |Sender's Mame |

Heading |Price Lisk
° | Authentication required

Message Attachment - \Report,rtf Authentication Daka

Atkached is the Current Price List, Amin@hakerveof
ou may view and prink this using M3 Word, User Name
East Regards Password | ####4%

Comsch S
Comtech Software Apply

Destination email addresses

davidcayre@ntlworld, cam

Docvible-click recipients balow
ESELACK SWaN METHER. POPPLETORM

In this case there will be only one customer in the listbox and their email address will
automatically appear in the Destination box. N.B. the customer’s email address
must be entered in the Customer Database for this to happen.

2.2.3.11 Current Orders

This displays the order status of all the customers for the next 2 weeks. It does not give the order
details but allows you to check that orders have been placed.
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2 Current Orders

E-Mail
Data

i

Internet Connected

Print Back
Cancel Tist
>< s

==

Current Orders v

[print in Colour VERSION 5.1.1.5 01/01/2012
( )
Current Orders as of 13/1/2012
Eri  Sat  Sen  Mom  Twe  Wed Thur  Eri  Sat  Sun  Mon  Tue  Wed Thur
Code Custamer 13 Jan 14 Jan 15 Jan 16 Jan 17 Jan 18 Jan 19 Jan 20 Jan 21 Jan 22 Jan 23 Jan 24 Jan 25 Jan 26 Jan

B BLACK SUAN

ETR BIRCH TREE RESTAURAN
CAF COCK AND FERRET

coe CENTRAL CATERING 3ER

c» CENTURY RESTAURANT

Ha TEST COMPANY

Hil TEZT COMPANY

HAH HARE AND HOUNDS

an JOES DINER

EHS KINC HENRY THE EICHT

KEH KINGS HEAD HOTEL

oo OLD 0K RESTAURANT

33 DOLLYANNAS PANTRY

SCHL HARROGATE COUNCIL

SCHZ HARROGATE COUNGIL

£TOCK STOCK

s SPINNING WHEEL CAFE

w WILLIAM AND MARY HOT —--—=  ————=  ———o=  —oooo ooooo ooooo ooooo ooooo ooooo oooo ooo oo ooon oo

2.2.3.12 Sales Analysis - Ingredients

Set the data range and click 'Apply to run the report. This will display the monthly amount of each
ingredient that has been used. You can set this to analyse a single customer's ingredient usage by
entering the customer code in the box at the top. If you leave the box empty it will display the total
usage of ingredients. This can be useful in planning the provisioning of ingredients.

< Sales Analysis mEE
[Sales analysis - Ingredients v Customer Cade From |DLj12[2011 v p—— Concel . Back
Data ;
Internet Connected To |13/01/2012 3 List
>< ey
Féroup [—1]
[erint in Colour VERSION 5.1.1.5 01/01/2012
( )
Sales Analysis - Ingredients - 1/12/2011 to 13/1/2012
CODE INGCREDIENT JAN FEB MAR APR MAY JUN JUL ave SEP ocT Now DEC TOTAL
a1z FLOUR URITE 140 o o o o o o o o o o ezs  aes i
AllzZz FLOUR EROUN 324 o o o Q Q Q Q Q o o 20 404 ky
a1es FLOUR GRAN 733 o o o o o o o o o 0 110 sae kg
aze1a PORK PIE LG 36 o o o o o o o o o o za  eo nis
E31l4l TEAST 23 o o o Q Q Q Q Q o o El 40 ky
cLisz e 13 o o o o o o o o o o 10 za iz
caate wATER e o o o o o o o o o o ewz 1085 Litre
E3324 EALT 2z o o o Q Q Q Q Q o o ? 31 ky
E33so meRovER s o o o o o o o o o o s n kg
FLooo PLASTIC WRAP 180 o o o o o o o o o o 10 zs0 nis
Fl1l00 EOX TYPE 1 183 o o o Q Q Q Q Q o o 1zz 08 Unit
Fizo0 BOX TVPE 2 a o o o o o o o o o oz w0 it
1133 ELECTRICITY b o o o o o o o o o o s 19 onis
Zl134 MAN-HOURS 4 o o o Q Q Q Q Q o o 1 ? Unitc
Z113s sLIcmie 135 o o o o o o o o o o gss  4ss it
|

2.2.3.13 Product Analysis

Product Analysis

There are three versions of this report. The first is based on quantity, the second on
sales value. The format is as follows:-
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Z. Product Sales Analysis

Product Analysis - Quantity v

Internet Connected

Group

Prink in Colour

From |01/12[2011 -
To | 10jo1fz012 -

E-Mail
Data

>

Cancel

Print

List
s
=

i

VERSION 5.1.1.5 01/01/2012

Product Analysis - Quantity - 1/12/2011 to 10/1/2012

oty Code Product. Sales Value
18 FAEETY DOUELE SLICED PACK B 21.26
150 alze LARCE EROWN LOAF £ 138.60
1260 alea GRAN LARGE £ 17e3.78
a7 Al29-T TRAY GRAN LARGE £ san.az
B al3z SMALL UHITE LOAF £ 558
58 Bl04 EROUN COB SH B 9.24

or for sales value:-

2. Product Sales Analysis

Praduct Analysis - Sales value -

Internet Connected

Group

Prink in Colour

From |01/12/2011 -
To | 10jo1fz012 -

E-Mail
Data

x

Cancel

Print Back
List
s

=

VERSION 5.1.1.5 01/01/2012

| i

Product Analysis - Sales Value - 1/12/2011 to 10/1/2012

Value Code Product Quantity
2l.26  Blzda DOUELE SLICED PACK 15
138.60  Alze LARCE EROWN LOAF 1E0
1223.78  Al23 GRAN LARGE 1260
830,32z Alz9-T TRAY GRAN LARGE a7
£.58  Al3Z SMALL UHITE LOAF E)
a.24  BLO4 EROUN COB SH 55

The third option is for a single product item. Enter the product code in the box at the
top of the screen. The example, below, shows the analysis for a Large W/M Loaf. The
report shows the customers who have bought this product and the quantity bought
each month and the total for the year.
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2 /Product Analysis - Single Item

Product Anafysis - Snge tem - Product code |A120 From |0Lj12/2011 3
Data
Internet Connected To

i Back
I 1 Print
anee List
>< Y
=
Print in Colour

VERSION 5.1.1.5 01/01/2012
¢
Product Analysis - Single Item for LARGE W/M LOAF - 1/12/2011 to 10/1/2012

coDE CUSTOMER JAN  EEE  MAR  APE  MAY JUN JVL AUE  SEP  OCT  NO¥  DEC TOTAL
EBs BLACK SUAN 27 0 0 0 0 o o o o o 0 14z 169
ETR EIRCE TREE RESTAURAN 0 0 0 0 0 o o o o o 0 £ €
c» CENTURY RESTAURANT 0 0 0 0 0 o o o o o 0 12 1z
EHB KING HENRY THE EIGHT 0 0 0 0 0 [ [ [ [ [ o s s

Total 27 0 0 0 0 [ [ [ [ [ 0 185 192

This report can be emailed and/or printed in the same way that the other reports can be.

2.2.3.14 Machine Analysis

Machine Analysis

There is a range of options in the Machine Analysis section including quantity,
sales value, cost, profit, nil, low, and high activity as in the Sales Analysis
section.

The format is as follows:-

Z. Sales Analysis

Machine Analysis - Quantity v Product code From |01/02{2011 - E Mail N Print Back
Data i
Internet Connected To |iojoifa012 > List
>< Py
Fléroup (=
[¥Jprint in Colour VERSION 5.1.1.5 01/01/2012
¢ )
Machine Analysis - Quantity - 1/2/2011 to 10/1/2012
CODE PRODUCT Qty/V¥alue
0 a120 LARGE /M LOAF 216
o ALzl EMALL W/M LOAF 10z
0 a1z1s SMALL WM SLICED 72
o alzz LARGE W/H SLICED 203
o Alzd LG WHITE SLICED 0
0 alzai DOUBLE SLICED PACK 281
0 a126 LARGE BROUN LOAF 587
o ALz7 LG EROUN SLICED &0
0 alze Le EBROUN THICE 170
0 al2s GRAN LARGE lele
0 AlZ3-T TRAT GRAN LARGE EE3
0 1130 GRAN LG SLICED a0
0 al3z SMALL WHITE LOAF az?
o Al3S EMALL EROWN LOAF 394
0 al3e SMALL GRAN LOLF 114
0 al40 SM GRAN THICK 48
o El00 WHITE COE LG 246
o Blo1 BROUN COB LG azo
o Bloz GRAN COB LG 120
0 Blos BROUN COB S 55
O B334 WHITE COEE & PACK 108
0 B33s BROUN COBS & PACK 144
0 Baze GRAN COBS € PACK 114
o B337 WHITE COEE SM 12 PR 0
0 B33e BROUN COBS SN 12 P 36
0 Baas GRAN COBS SN 12 PK 18
o clo0 PORK PIE LARGE Tz
Owerall Total 284
|

The first column is the machine number. In the example, only machine 0 is used.

The report can be printed out by clicking the Print List button or emailed by clicking
the Email button.
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2.2.3.15 Group Invoiced - Quantity or (- Value)

2.2.3.16

Group Invoiced - Quantity or (Value)

Z. Discount Group Analysis

Group Irwticed - Quankity

Internet Connected

Group Invoiced - Quantity - 1/2/2011 to 10/1/2012

Code

o
HAH
HEH
ETR
CAF
15
cr
EHE
ooz,
EBs
Hi
Hal

Customer

JOES DINER
HADE AND HOUNDS

KINGS HEAD HOTEL
EIRCH TREE RESTAURANT
COCK AND FERRET
POLLYANNAS PANTEY
CENTURY RESTAURANT
KINC HENDY THE EICHTH
0LD DAE RESTAURANT
BLACK SUEN

TEST COMPANY

TEST COMPANY 2

Total

Product code

Ta

Print in Colour

From |01/02/2011

T

10jo1fz012

e Cooocsococcoceo

e Cooocsococcoceo

e Cooocsococcoceo

s ococoosocosocoso
s ococoosocosocoso
n
)

? o

This displays the quantity or sales value of each product, for the period set, in
columns of product group. In the example above, all the products fall into the group
1 column.

You can also select an alphabetical range of Products by entering the product codes
for the start and end of the range.

Customer Analysis

Customer Analysis

The Customer Analysis reports calculate the sales value for each customer on a
monthly basis. You can select the customers you wish to include in the report from
the customer list that appears when you select Customer Analysis from the
dropdown list.

When the report has compiled, the results are shown in graphical form.
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@ Graphical Display of Data
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This can be printed out if required. Click Cancel to return to the tabulated results.

2/ Customer Analysis

(B

Customer Analysis v Fi 0i/o2f2011 -
‘ t | e E-Mail - Print Back
Data :
Internet Connected To |iojoifa012 v List
>< Py
[v]Group
[#print in Colour VERSION 5.1.1.5 01/01/2012
( )
3 § = ; ;

Customer Analysis - 1/2/2011 to 10/1/2012
CODE CUSTOMER JAN EER MAR APR MAY JUN JUL avc SEP ocT Now DEC TOTAL
b5 BLACK SuAN 1763 o o o o o o o o o 0 303 & zoss
ETL EILCE TREE LRESTAULAN 4z o o o o o o o o o =] 40 £ Bz
car COCE AND FEERET 0 o o o o o o o o o o zo & so
o CENTURY RESTAURANT 28 o o o o o o o o o o w1 0w
Hi TEST COMPANY 13z o o o o o o o o o =] &2 £ 221
HAL TEST COMPANY 2 1813 o o o o o o o o o o le7s & sies
ey HARE AND HOUNDS 180 o o o o o o o o o 0 120 & 299
I JOEE DINER 1443 o o o o o o o o o =] E80 & Z00%
rwe RING HENRY THR EIGHT 159 o o o o o o o o o 0 117 & 2
f KINGS HEAD HOTEL 51 o o o o o o o o o o a1 &5 e
oOn OLD OAK LRESTAULANT 2z o o o o o o o o o =] EZ £ ldd
153 POLLYANNAS PANTEY 7 o o o o o o o o o o 45 &1 1z

Total 5887 o o o o o o o o o =] Z710 £ 2607

There is also a range of filters for low activity for this report.

2.2.3.17 Customer Analysis - Product Group

Customer Analysis - Product Group

This is similar to the standard Customer Analysis report except that the results are

put into columns depending upon the product group they are in.
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. Customer. Analysis

Custorer Analysis - Product Group - From |01j01/2011 ~
E Mail

Data
Internet Connected T

v Back
List ::>
Group H ><

[] Prirt in Colour VERSION 5.1.1.5 01/01/2012

( )
Customer Analysis - Product Group - 1/1/2011 to 10/1/2012

coDE CUSTOMER Cxp 0 Grp i Grp 2 Grp 3 Grp 4 Grp 5 Grp € Crp 7 Grp & Grp 9 TOTAL
EBs BLACK SUAN 2057 9 0 0 0 [ [ [ [ [ 0 0 & zoes
ETR EIRCE TREE RESTAURAN a2 0 0 0 0 [ [ [ [ [ 0 08 8z
CaF COCK AND FERRET 50 0 0 0 0 o o o o o 0 0 & 5o
cR CENTURY RESTAURANT 71 0 0 0 0 [ [ [ [ [ o o8 71
Hi TEST COMPANY zz1 0 0 0 0 [ [ [ [ [ 0 0 & z2l
Hal TEST COMPANY 2 2810 319 57 0 0 [ [ [ [ [ o 0 & sles
HAH HARE AND HOUNDS 299 0 0 0 0 [ [ [ [ [ 0 0 & 299
f23 TOEE DINER 2003 0 0 0 0 [ [ [ [ [ 0 0 & z00%
EHB KING HENRY THE EIGHT 276 0 0 0 0 o o o o o 0 0 & 278
KEH KINGS HEAD HOTEL 85 0 0 0 0 [ [ [ [ [ o 0 & a5
aon, 0LD DAK RESTAURANT 17 127 0 0 0 [ [ [ [ [ 0 0 E 144
53 POLLYANNAS PANTERY 123 0 0 0 0 [ [ [ [ [ o 0 & le3

Total 2034 456 57 0 0 [ [ [ [ [ 0 0 & 8607

This is also shown graphically before the list is shown.

@ Graphical Display of Data

Graphical Represertation f Results
Customer Analysis - Froshuct Group

g Bl 5.094485Grp 0
GED 455618 Gip 1
57.007 Grp 2
ao00-1 " 0Gm3
0G4
. 0Gms
T 0Gm6
. oG
7000 ey}
0Gma

. 0

6,500 7
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5,500 1"

50004

4,500 1"

40004

3,500 1"

3000

2,500 1"

20004

1,500 17

100047

500"

Grp 0 G Grp2 Grp 3 Gra 4 Grp s Grp G Grp 7 Grpg Grp 9

2.2.3.18 Customer Analysis - Group Quantity

Customer Analysis — Group Quantity

This is the same as Customer Analysis - Product Group, except that the quantity
of products is displayed rather than the sales value.
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2/ Customer Analysis

Data
Internet Connected To

I 1 Print
ance List ::>
Py 9
Flerae - > ==

[] Prirt in Colour VERSION 5.1.1.5 01/01/2012

( )
Customer Analysis - Group Quantity - 1/1/2011 to 10/1/2012

Custarer Analysis - Group Quantity - From |01j01/2011 ~
E Mail

coDE CUSTOMER Cxp 0 Grp i Grp 2 Grp 3 Grp 4 Grp 5 Grp € Crp 7 Grp & Grp 9 TOTAL
EBs BLACK SUAN 2150 55 0 0 0 o o o o o 0 0 2208
ETR EIRCE TREE RESTAURAN 28 0 0 0 0 o o o o o 0 0 28
CaF COCK AND FERRET 85 0 0 0 0 o o o o o 0 [ 88
cR CENTURY RESTAURANT 93 0 0 0 0 [ [ [ [ [ o 0 9z
Hi TEST COMPANY z04 [ [ [ [ [ [ [ [ [ 0 0 204
Hal TEST COMPANY 2 926 446 &0 0 0 [ [ [ [ [ o 0 la3z
HAH HARE AND HOUNDS alo 0 0 0 0 [ [ [ [ [ 0 0 310
f23 TOEE DINER 270 0 0 0 0 o o o o o 0 0 370
EHB KING HENRY THE EIGHT 432 0 0 0 0 o o o o o 0 [ a3z
KEH KINGS HEAD HOTEL 60 0 0 0 0 [ [ [ [ [ o 0 60
aon, 0LD DAK RESTAURANT 1z 128 [ [ [ [ [ [ [ [ 0 0 137
153 POLLYANNAS PANTEY 115 0 0 0 0 [ [ [ [ [ o 0 115

Total 4848 626 &0 0 0 o o o o o 0 0 £531

2.2.3.19 Customer Analysis - Weekly

Customer Analysis - Weekly

The Customer Analysis — Weekly report is a special report that analyses the sales
for a week up to the date entered.

2 Weekly Sales Analysis

Custamer Analysis - Weekh -
’ ’ e Cancel Erint LEhs
RN — wieek Ending | 10/01/2012 v Data List
= || < | &

[#Jprint in Colour VERSION 5.1.1.5 01/01/2012

( )
+ . i ! .

Customer Analysis - Weekly - 4/1/2012 to 10/1/2012
Are No van Code Grp  Inv No Ued Tamr  Fri  Sax  Sun  Mon  Tue ed Thur Fri an Sun Hon
Bs Blo4 1 100159 o o 5 o o o o 0.00 0.00 5.24 0.00 0.00 0.00
S alzs 1 Looz00 0 0 0 o o 24 o 0.00 0.00 0.00 0.00 0.00 23,51
B ilzs-T 1 100200 o o o o o 30 o 0.00 0.00 0.00 0.00 0.00 25680
B Ales-T 1 100201 0 0 0 o o a7 o 0.00 0.00 0.00 0.00 0.00 s16.72
B alsz 1 100201 0 0 0 o o ) o 0.00 0.00 0.00 0.00 .00 5.55
m ilzs 1 1ooz0z o o o o o 24 o 0.00 0.00 0.00 0.00 .00 2331
B aLes-T 1 100202 o o o o o 30 o 0.00 0.00 0.00 0.00 0.00 25680
ES Alzad 1 100208 0 0 0 o o 18 o 0.00 0.00 0.00 0.00 0.00 21,26
B3 ilzs 1 100203 o o o o o 150 o 0.00 0.00 0.00 0.00 0.00 13860
BS ales 1 100203 o o o o o 1212 o 0.00 0.00 0.00 0.00 0.00 1177.18
< ? o

This report lists the customer code followed by the van round then the product code,
product group then invoice number. After this there are 7 columns, one for each day
of the week giving quantities of product. Then there is another 7 columns giving the
sales value for each day.

This report can be printed, if required, but an export .csv file is produced to allow
this information to be viewed and edited in MS Excel.
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X Microsoft Excel - report.csv @@

FFle Edic View Insert Format Tools Data Window Help Adobe DR - 51|
DEl SRy Lm@y L[z Aol e o B
Arial -0 - B IU =B F %, W1 E-®-A-
D E F G H 1 J K L M 5] Q R s T =
1) 100199 0 0 55 0 1} 0 0 0 0 9.24 0 1} 0 0 I
1/ 100200 0 0 i 0 i 24 0 0 0 i 0 0 233 0
1/ 100200 0 0 i 0 i 30 0 0 0 i 0 0 %8 0
1) 100201 0 0 1} 0 1} 7 0 0 0 1} 0 0 31672 0
1 100201 0 0 i 0 i 9 0 0 0 i 0 i 5.58 0
1/ 100202 0 0 i 0 i 24 0 0 0 i 0 0 2\ 0
1) 100202 0 0 1} 0 1} el 0 0 0 1} 0 1} 256.8 0
1/ 100203 0 0 i 0 i 15 0 0 0 i 0 0 2128 0
1/ 100203 0 0 i 0 i 150 0 0 0 i 0 0 1386 0
1) 100203 0 0 1} 0 1} 1212 0 0 0 1} 0 o 17715 0
35 -
M4 Mhreport / [4] Bl
Read! UM

The file is called report.csv and is found in the c:\aws32 folder. Double-clicking it will

open it in Excel as shown above.

2.2.3.20 Customer Analysis - Order Value

This report displays the value of the orders for each customer for a particular date.

2/ Customer Analysis - Order Yalue

2.2.3.21

2.2.3.22

Customer Analysis - Orders Value w .
E-Mail Cancel Print Back
Internet Connected DelDate | 10j01/2012 - Daia List ::>
oy
[#leroup [Jinclude zera value H ><
[¥Jprint in Colour VERSION 5.1.1.5 01/01/2012
¢ )
1 . o darc V. § .

Customer Analysis - Orders Value for 10/1/2012
Code Customer Walue
s BLAGK SUAN 3437
CAF COCE AND FERRET 3,98
ces CENTRAL CATERING SERVICES 112 43
A TEST COMPANY 4431
Hal TEST COMPANY Z EFE.EL
At HARE AND HOUNDS 59.87
m J0ES DINER 280.11
EHH KINGE HEAD HOTEL 17.01
33 POLLYANNAS PANTEY 24.70

Total 1z13.43

Customer Analysis - Deliveries Value

This is exactly the same as the Orders Value report except that it lists orders that have actually
been delivered or are in the process of being delivered.

Customer Analysis - Overdue Credit

This is the same as the Age-of Debt report in Mini-Accounts and shows a list of customers followed
by their Balance, Current debt, < 60 days debt, < 90 debt and very old debt > 90 days. The
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example below shows the heading though no customers are shown as none of them has debts.

2 Customer Credfit

Customer Overdue Credit v . Back

MO Cancel pring
Internet Connected List

H =
[erint in Colour Report Completed VERSION 5.1.1.5 01/01/2012

( )
Customer Overdue Credit - Printed 10/1/2012
Code Customer Balance Current < 30 days < &0 days < 30 days

>30 days

2.2.3.23 Van Round Analysis

Van Round Analysis

The Van Round Analysis report gives a monthly breakdown of sales value for
each van round. This is very helpful in deciding whether a particular van round
covers its costs.

2 ¥an Round Analysis

van Round Analysis

v

From |L0j01{2012 -

; Back
Cancel Print

Internet Connected To | igjoije012 iy List ::>
H —

[JPrirt in Colour

VERSION 5.1.1.5 01/01/2012

Van Round Analysis - 10/1/2012 to 10/1/2012

VAN ROUND JAN  FEE  MAR  APR  MAY  JUN

Toval o o o o o o 0 0 0 0 0

2.2.3.24 Customer Van Round List

Customer Van Round List
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This produces a list of customers showing Van Round name

customer.

= Customer Van Round List

and Drop No. for each

Custarners Yan Round List v

E-Mail
Data
Internet Connected

Print Back
List
s

[print in Calour Re-allocate vans

VERSION 5.1.1.5 01/01/2012

Click on any line to edit Yan Round or Drop No. (

Customers Van Round List as of 10/1/2012

Code Van Round Drop No. Customer
EBs VAN 1 001 BLACK SWAN

ETR VAN L ooo EIRCH TREE RESTAURANT

CaF VAN 1 ooz COCK AND FERRET

cos ooo CENTRAL CATERING SERVICES
cn 0o CENTURY RESTAURANT

Hi 000 TEST COMPANT

Hal 000 TEST COMPANT 2

HAH ooo HARE AND HOUWDE

EHB 000 KING HENRY THE EIGHTH
KEH ooo KINGS HEAD HOTEL

aon, 0o OLD DAK RESTAURANT

153 000 DOLLYANNAS PANTRY

SCHL VAN Z 000 HARROGATE COUNGIL

ECHZ VAN 2 oo1 HARROCATE COUNCIL

STOCK 000 STOCK

s1C VAN 1 o0z SPINNING WHEEL CAFE

mH oo WILLIAN AND MARY HOTEL

If you wish to edit the Van Round or Drop number, click on the customer to be edited
and the following screen will appear. If you wish to re-allocate a complete round, click

the ‘Re-allocate Vans’ button.
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&) Edit Yan Round and Drop Mumber,

BLACK SWAMN Select Mew Yan Found From List
‘When you change the Van Round, the new round will be saved immediately, Yan Round | w |
However, when yvou change the drop positions, by dragging the customers in the
liskbosx bo the required positions, you will need ko click 'Apply' to save the new Dtop Mumber I:l
Drop numbers, IF vou click 'Cancel’, the new Drop numbers will NOT be saved,

[ &dd or Edit ¥an Rounds ] [ Apply ] [ Cancel ]

Drag cuskomers up or down ko puk them in drop order.,
000 BIRCH TREE RESTAURANT |10

] 001 BLACK SWAN |27

002 COCK AMD FERRET |11

003 SPIMMING WHEEL CAFE |2

[ Re-allocate Yan Rounds

You can change the Van Round by selecting the new Round from the dropdown list.
The complete round will appear on the Listbox to the right where you can drag any

customer to any new drop position as required. Click ‘Apply’ to save the new Drop
numbers.

N.B. If you change the Van Round, this is saved immediately.

More:
Adding a New Van Round
Re-allocating one or all Van Rounds.

2.2.3.24.1 Adding a New Van Round

Adding a New Van Round

Click the ‘Add or Edit Van Rounds’ button and you will get a list of all the existing
Van Rounds.
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@) Edit Van Round and Drop Mumber, g@@
BLACK SWAN Select Mew Van Round From List
‘When you change the Van Round, the new round will be saved immediately, Yan Round |\-'.C\N 1 w |
However, when yvou change the drop positions, by dragging the customers in the
liskbosx bo the required positions, you will need ko click 'Apply' to save the new Dtop Mumber I:l
Drop numbers, IF vou click 'Cancel’, the new Drop numbers will NOT be saved,
[ Apply ] [ Cancel ]
Add ot Edit ¥an Rounds
Drag cuskormers up or down to puk them in drop order.
000 BIRCH TREE RESTAURANT |10
001 BLACK SWAN |27
002 COCK AMD FERRET |11
Edit Yan Rounds 003 SPIMMING WHEEL CAFE |2
WanRound to Add or Edit
| oty ]

Double-click ¥an Round in the list below to
edit. Add new Round into box above and
click Dkay to add to the list.
Wan 1
VAN 2
VAN 3

To add a new round, enter its name in the Edit box, and click ‘Okay’.

To Edit a round, double-click the round name in the Listbox and it will move to the
Edit box. Make the changes required and then click *Okay' to return it to the List.

To delete a Van Round, double-click the round or rounds to be deleted. Do not click*
Okay’ but click *Exit’ to save the changes and return to the the Drop screen.

2.2.3.24.2 Re-allocating one or all Van Rounds.

Re-allocating one or all Van Rounds.

Click the *Re-allocate Van Rounds’ button and a complete list of customers will
appear in a Listbox to the left.
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&) Edit Van Round and Drop Mumber,

Select Mew Van Round From List

Seleck Yan Round, then double-click all customers in the left-hand box that are in Yan Round |\-'.C\N 1 w |

that round, You can drag and drop them, in the right-hand box to the drop

position required, Click 'apply' to save, IF wou want bo remove a cuskormer From Dtop Mumber I:l
the list, double-click them in the right-hand listbox,

Add ot Edit ¥an Rounds

Drag cuskomers up or down to puk them in drop order.

B3 BLACE SWAN |27

BTR BIRCH TREE RESTALRAMT |10
CAF COCK AMD FERRET |11

[ CENTRAL CATERIMG SERVICES |30
R CENTURY RESTAURANT |14
Ha TEST COMPANY |31

Hal TEST COMPANY 2 |32

HaH HARE AMD HOLUNDS |&

KHa KING HEMRY THE EIGHTH |15
KHH KINGS HEAD HOTEL |2

QOR OLD OAK RESTALRANT [19

PP POLLYAMMAS PANTRY [12
SCHI  HARROGATE COUMCIL [4

SCHZ  HARROGATE COUMCIL |5
STOCK STOCK |23

SWC o SPIMNMIMG WHEEL CAFE |2

WH WILLIAM AMD MARY HOTEL |3

Select the Van Round name in the dropdown list and then double-click the customers
in the left-hand listbox that are to go into that Van Round. As you double-click them
they will move to the right-hand listbox, so if you double-click them in the Drop order,
they will appear in the right-hand box in drop order.

To change the drop order, you can drag and drop customers in the right-hand box
into a new drop position. To drag and drop, place the pointer over the customer to be
moved, click and hold down the left mouse button and move the pointer to the new
drop position. Release the mouse button and the customer will move to the new
position.
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&) Edit Van Round and Drop Mumber,

Select Mew Van Round From List

Seleck Yan Round, then double-click all customers in the left-hand box that are in Yan Round |\-'.C\N 3 w |
that round, You can drag and drop them, in the right-hand box to the drop
position required, Click 'apply' to save, IF wou want bo remove a cuskormer From Dtop Mumber I:l
the list, double-click them in the right-hand listbox,

[ Apply ] [ Cancel ]
Add ot Edit ¥an Rounds

Drag cuskomers up or down to puk them in drop order.

o5 CENTRAL CATERING SERVICES |30 000 BLACK SWaN |27
R CENTURY RESTALRANT |14 001 EBIRCH TREE RESTAURANT |10
Ha TEST COMPAMNY [31 002 COCK AMD FERRET |11
Ha1 TEST COMPANY 2 |32 003 KIMG HEMRY THE EIGHTH |18
KHH KIMNGS HEAD HOTEL ks 004 HARE AMD HOUMDS |&
QOOR OLD QAR RESTALRANT |19

PP POLLYAMMAS PANTRY |12

SCH1  HARROGATE COUNCIL |4

SCHZ  HARROGATE COUMCIL |5

STOCK STOCK |23

SWC o SPINMNIMG WHEEL CAFE |2

WIH WILLIAM AMD MARY HOTEL |3

To save the new Van Round, click the *Apply’ button. You can then, either *Cancel’
or select another round to re-allocate.

2.2.3.25 Van Round List

Van Round List

This produces a list of Van Rounds with Drop No. showing the customers on that
round.
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< Van Round List

van Round List -
E-Mail Back
A Cancel
Internet Connected ><
[erint in Colour VERSION 5.1.1.5 01/01/2012

( )
Van Round List as of 10/1/2012

Van Round Drop Ho. Customer
000 CENTRAL CATERING SERVICES
a0o CENTURY RESTAURANT
000 KINGS HERD HOTEL
o000 0LD 0AK RESTAURANT
a0 POLLYANNAS PANTIY
000 STOCK
000 TEST COMPANT
a0o TEET COMPANT 2
000 UILLIZM ND MARY HOTEL

VAN 1 003 SPINNING WHEEL CAFE

VAN Z a0 HARROCATE COUNCIL

van 2 001 HARROGATE COUNCIL

VAN 3 000 BLACK SWAN

VAN 3 ool EIRCH TREE RESTAURANT

VAN 3 o0z COCK AND FERRET

VAN 3 003 KING HENRY THE EIGHTH

VAN 3 ong HARE AND HOUWDE

2.2.3.26 Product Price/Cost Analysis

Product Price/Cost Analysis

This is an interactive report that allows you to see the markup on any product relative
to Price List 1 and to adjust the prices to give required markup.

* Product Cost Analysis [
[Product Priezjcost Analysis v G € -
E Mail Cancel Print Back
Data ance :
Internet Connected List
< [
[erint in Colour VERSION 5.1.1.5 01/01/2012

Click on any line to edit Prices ( ]
Product Price/Cost Analysis for BLACK SWAN at 10/1/2012 &
Crp Code EBar Code Description Pack Zize Cost Price Markup #

o0 alzo LARGE W/M LOAF 1 o.1sse 404 %

a0 Alzl EMALL WM LOAF 1 0.1087 536 &

o0 alzis SMALL W/M SLICED 1 o.13ss 424 %

o0 alez LARGE W/M SLICED 1 o.1eve sa4 %

o0 Alzz o 1&.0407 0%

o0 alzd LG WHITE SLICED 1 o0.2033 s10 %

00 alzan DOUBLE SLICED PACK 2 o0.0000 o0

o0 AlzE LG WHT THICE EL 1 o.2033 510 &

00 alze LARGE BROWN LOAR 1 0.0311 2571 3

o0 ale7 LG BROWN SLICED 1 o.oass 1936 3

o0 Alzg LG EROWN THICK 1 0.0488 1828 &

o0 ales GRAN LARGE 1 o184z 0o &

o0 ales-T TRAY GRAN LARGE 10 0.0000 o0

o0 Al3z0 CRAN LG SLICED 1 0.2118 463 &

00 a8l GRAN LG THICK 1 o218 462 %

o0 &z SMALL WHITE LOAF 1 0.1zl s1z %

o0 AL3Z &M WHT ELICED 1 0.1388 484 &

00 als4 SM WHT THICK 1 o.1ses 450 %

00 a3 SMALL BROWN LOAF 1 o0.00se 11441 %

o0 a3 SM BROWN SLICED 1 0.0z3s 2760

o0 4137 &M ELOWN THICK 1 0.0234 Z7EE &

o0 alse SMALL GRAN LOAF 1 o0.ooss 11625 % i
00 a133 SM GRAN SLICED 1 0.0z33 2817

o0 Al40 EN CLAN THICK 1 o.0z33 ZE13 %

o0 BlOL BRONN COB LG 1 0.0061 3615 3

o0 Bloz GRAN GOB LG 1 o.osiz 740 %

o0 ELOZ WHITE COE SM 1 0.0z04 772 &

o0 Eo0L BEST HAI 1 s.z000 166 &

o0 m3sn WEITE DOUGH MIX 1 17.2780 o0

o0 M351 EROWN DOUCH MIX 1 Z.3436 0%

o0 m3sz GRAN DOUGH MIX 1 156561 o0+

o0 masz WEITE COB MIX 1 17.4680 0%

o0 M35d EROWN COE MIX 1 Z.EE42 0%

o0 m3ss 1 18.9247 0% @

|

This list shows the cost and Price List 1 and markup of each product as set at present.
Click on ant product to edit the prices and this screen will appear.
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®) Price Canlculator, |Z||E|fz|
Al120 LARGE W /M LOAF
Cost Price £ 0.1856
5P List 1 Markup | 404
5P List 3 Markop | 404
5P List 4 Markup | 283
5P List 5 Markup | 404
[ Zancel ] I Apply l
If you now set the desired markup against any of the price lists, the required selling
price will appear in the SP box for that list price. You can do this for each Price List as
required. The Cost Price is shown above the selling prices.
N.B. You must have all ingredients priced correctly and all recipes entered for this to
give results.
Click ‘Apply’ to save the new prices or click ‘Cancel’ to leave the prices unchanged.
2.2.3.27 Delivery Report

This report lists the invoices and shows the deliveries that were included in each invoice, the value
of each delivery, the date of the invoice and the order type.

< Delivery Analysis

Delivery Report

E Mail Cancel Print Back
Internet Connected @ DaB List :::>
= || < | =

Customer Code

[JPrirt in Colour

From |01/12[2011 -

Report Completed

VERSION 5.1.1.5 01/01/2012

[

Invoice No.

Delivery No.

Value

Delivery Report - 1/12/2011 to 10/1/2012

Invoice Date

100153

100652
100665

z.01
1.97

3 /1272011

100154

100666

1.77

3 /1272011

100155

100667

1.77

3 f1z/z011

100156

100668

1.97

3 /1242011

100157

100653

z.81

z f1z/z011

100158

100607
100618
100628
100640
100654

1.76
1.7¢
1.76
1.76
1.7¢

3 f1z/z011

100159

100608
100619
100623
100641
100655

z.01
z.01
z.01
0.59
z.01

3 f1z/z011

100160

100645
100660

1.26
1.26

3 /1242011

100161

100643
100663

3.09
4.51

3 /1242011

100162

10064z
100656

1547
1547

3 /1242011

100163

100630

z.58

3 /1242011

Order Fo.

ADVANCE

ADVANCE

STANDING

STANDING

STANDING

STANDING

STANDING

ADVANCE

1<

2.2.3.28 Not Invoiced

This report shows the deliveries that have taken place but have not been invoiced.

© 2014 Comtech Software



Main Menu 103

22 Not Invoiced

Niok Irvvoiced v

A Cancel Brint Ly
Internet Connected List
= || < | e

[Jprint in Colour Report Completed WERSION 5.1.1.5 01/01/2012

( )
Not Invoiced - Printed 10/1/2012

Del No. Date ord Fo.

100727 08/01/2012  STANDING
100728 08/0l/201z  STANDING
100725 03/01/20l12  STANDING
100730 08/01/2012  STANDING
100731 08/0l/2012  STANDING
100732 03/0l/20l2  STANDING
100734 08/01/2012  STANDING
100735 08/0l/2012  STANDING
100736 03/01/20lz  STANDING
100737 08/01/2012  STANDING

2.2.3.29 Predict Sales

It is possible to predict sales for a future order. This can be done by using the Standing Orders as
a basis, or the order history. You can decide this by clicking the appropriate tickbox at the top. Set
the date of the order to be predicted in the date box.

=/ Not Invoiced

Back

N Cancel Print
Internet Connected Date Tist
s
Set Parameters H >< [
Use Standing Orders [[JUse Order History

[JPrirt in Colour VERSION 5.1.1.5 01/01/2012

¢ )

Predict Sales v

Predict Sales - from S/O for 11/1/2012

CODE PRODUCT DESCRIPTION orY
a1z1 SMALL W/M LOAF 6
41213 SMALL W/M SLICED 12z
A122 LARGE W/M SLICED 5
A1z24L DOUBLE SLICED PACK 3
4126 LARGE EROUN LOAF 7
4127 LG BROWN SLICED 5
a1z8 LG BROWN THICEK 6
4129 GRAN LARGE 7
A2129-T TRAY GRAN LARGE 1
130 GRAN LG SLICED 5
4132 SMALL WHITE LOAF 7
4135 SMALL BROWM LOAF &
4138 SMALL GRAN LOAF 1z
4140 SM GRAN THICK 1
E100 WHITE COB LG 50
B101 BROWM COB LG 50
E102 GRAN COB LG 20
B334 WHITE COBS 6 PACK 1z
B335 BROWN COBS 6 PACK iz
E336 GRAN COBS & PACK 1z
B337 WHITE COBS SM 12 PE 5
B338 BROWN COBS SM 1Z PE ]
B339 GRAN COBS 3M 12 PK 3
100 PORE PIE LARGE 1z

L

2.2.3.30 Group Check Box

Group Check Box

There is a check box labelled ‘Group’. If this is checked, all orders will be assigned to
the head office if this is different from the customer that took the delivery. Otherwise,
the sales will be assigned to the individual customer codes.
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2.2.3.31

2.2.3.32

2.2.3.33

23

Setting Dates

Setting Dates

Click the dropdown box against the date to be set. This brings up a calendar for the
current month with today’s date ringed. Click the date you want to select. If a
different month is required, use the forward or back arrows to step through the
months to the one required before clicking the actual date.

You can also click on the month and then select the month you require from the
dropdown list. You can change the year by clicking on the year and then clicking th up
or down arrows to select the year.

New Reports

New Reports

New reports will be added from time to time as experience shows them necessary.

If you have a specific report requirement, we can design one specially to your
needs. There will be a small charge for this work depending upon its general
appeal and the extent of the work required. Small changes, or additions of
general usefulness, may be done free of charge.

Exporting reports to Excel

Most of the tabulated reports will automatically produce an export file,c:\aws\report.csv, when they
are run. This can be imported into Excel for analysis etc.

N.B. The report should either be renamed or copied to another folder before a new report is
run as each report will overwrite the previous export file.

The report will appear in the c:aws folder of the computer on which the report is run.

End-of-Day Routines
These are procedures usually carried out at the end of each day prior to baking.
@) End of Dat Routines - email |Z”E|g|
. Return
End-of-Day Routines
itk E-mrailing laciity
ylition || popvees || £ o, || ove || poremens | | Ul
— = e
Falcoe Backup Enterprise
EDI EDI Foods
=) <=
7@

The options in this section are :-
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2.31

1. Print Production Lists - This allows you to print all the relevant lists for production and van
loading that you require. Lists can also be emailed to the production unit if required. NB. Printing
of production lists should be done before printing of delivery notes as the data is taken from the
undelivered orders list.

2. Print Deliveries - After printing your production lists you should print the delivery notes as these
will be required with the orders on the vans.

3. Print/Email invoices - Invoices are usually printed once a week but can be printed more often
as required. You can also email invoices to customers with emailing facilities.

4. Print/Email Statements - This is the same as the statements section in the mini-accounts and
allows statements to be printed and/or emailed to your customers.

5. Old Style Statements - For compatibility with previous versions of Wholesaler, we have
included this sections which will display the outstanding unpaid invoices only.

6. Reprint Documents - It is sometimes necessary to reprint an old invoice or delivery note and
this can be done from this section. The document can also be emailed.

7. Utilities - This section allows you to set up the emailing parameters.

8. Falcoe EDI - This section is used for customers requiring invoices to be sent via EDI using
Falcoe facilities.

9. Enterprise Foods - Enterprise foods customers are invoiced using the standard invoicing
section though orders can be imported via this section.

10.Backup EDI - After sending the EDI files to Falcoe or Enterprise Foods, the files must be
removed from the EDI sub-folder. This is done by clicking the 'Backup EDI' button. It will archive
the files into a zip file in the EDIBack sub-folder before deleting the originals.

Printing/emailing Production Lists

As soon as all orders are in and entered, the production lists can be printed.

NB make sure that all orders are in and that no orders are being edited before printing
production lists. If an order is being edited while Production Lists are being printed, the
order being edited will not appear on the Production ists.

Click the 'Print Production Lists' button and a message box will appear :-

ORDERS x|

?I‘/ Do vyou wank ko Check Order Lisk?
-

| tes | [ Mo

It is always best to check the Order List to make sure that there is an order for each customer.
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@) Check Current Orders

CODE COMBANY

B BLACK SWAN

BTR BIRCH TREE RESTAURANT
CAF COCK AND FERRET

cca CENTRAL CATERING SERVICES
CR CENTURY RESTAURANT

HA TEST COMPANY

HAL TEST COMEANY Z

HAH HARE AND HOUNDE

JD JOES DINER

KHE RING HENRY THE ELGHTH
KHH KINGS HEAD HOTEL

OOR OLD OAK RESTAURANT

23 POLLYANNAS BANTRY
SCHL HARROGATE COUNCIL

SCHZ HARROGATE COUNCIL
STOCK STOCK

el SPINNING WHEEL CAFE
WIMH WILLIAM AND MARY HOTEL

Total

Thursday Friday Saturday
YER NO CRDER NO ORDER
YES NO CRDER NO ORDER
YES NGO CRDER NO ORDER
NO ORDER NO CRDER NO ORDER
YES NO CRDER NO ORDER
YES NGO CRDER NO ORDER
YER NO CRDER NO ORDER
YES NO CRDER NO ORDER
YES NGO CRDER NO ORDER
YER NO CRDER NO ORDER
YES NO CRDER NO ORDER
YES NGO CRDER NO ORDER
YER NO CRDER NO ORDER
NO ORDER NO CRDER NO ORDER
NO ORDER NGO CRDER NO ORDER
NO ORDER NO CRDER NO ORDER
NO ORDER NO CRDER NO ORDER
NO ORDER NGO CRDER NO ORDER
1z o o

|
]
=

This can be printed out for checking, if required, by clicking the 'Print List' button.
Click return to continue with the Production Lists.

@ Print Production Lists

a1zL SMALL U/M LOAF 11
alzls SMALL U/M SLICED 12
12z LARGE U/M SLICED 5
Alzdn DOVELE SLICED PACK 45
126 LARGE EROUN LOAF 21
127 LG BROUN SLIGED 10
alzz LG EROUN THICK 20
a1e3 GRAN LARGE 93
Alzs-T TRAY GRAN LARGE a7
a1z0 CRAN LG SLICED B
13z SMALL UHITE LOAF 53
a13s SMALL BROUN LOAF 63
a3z SMALL CRAN LOAF 13
140 SM GRAN THICK 8
B100 UHITE COB LG s0
El0L EROVN COB LG 50
Bl0Z GRAN COB LG 20
Baz4 UHITE COBS 6 PACK 18
B33 EROVN COBE 6 PACK 24
B336 GRAN COBS 6 PACK 139
Baa? UHITE COBS SM 12 PK s
B33 EROVN COBE SM 12 PR 5
B339 GRAN COBS SH 12 PK 3
cio0 PORK PIE LARGE 1z

Deliveries

22/z0a2 Dauseo

[JEmail report

Thursday
Set Groups and Deliveries -
and/or Date, then click ‘Load’ Oem

All Deliveries

£12 1
(D10) INGREDIENTS LIST for THUR 2/Z/201Z printed on 1/2/2012 at 10:16
£10 1

CODE DESCRIPTION aty UNITS STOCK
21121 FLOUR UHITE 38625 kg 31843
Allzz FLOUR EROUN 39792 kg -1z0
Allza FLOUR GRAN 55082 kg z9783
Azzlz PODK PIE LG 12+ Unit -z0
B3l4l TEAST 3.559% kg 4
cllaz MILE 4.624 Litre 192
ca3de TATER 24.378% Litze -322
B3324 SALT 2530 kg 15
E3350 IMPROVER 1.160% kg -5
F1000 PLASTIC WRAD 55+ Unit -10404
F1l00 BOX TYPE 1 617 Unit -4876
Flz00 BOX TYPE 2 lax Unit -3240
21133 ELECTRICITY 1.z86 Unit -233
21134 MAN-HOURS 1.3439 Unit -138
21138 SLICING 60 Unit -11645

Total cost = £ 59.41

Toval Sales = £ 1z02.16

Include Groups

[(éroup 1
Dsme
[Ceroups

o3
o+
All Groups
p:

cosT

13.2771 |
0.4725 |
20 6714 |
4.2000 |
2.3175 |
01468 |
0.421% |
05272 (I
1.8849 |
0.8662 |
73200 |
1.9609 |
0.0772 |
5.093z |
0.1200 |

If you want to print the production lists for another delivery day, click 'Set Date' and select the day
you require. You can alo select the individual delivery, if there is more than one delivery that day.
You can also limit the lists to a single product group, if required, by using the tickboxes above the

green box.

The full production list is shown on the left in the white listbox. The ingredient list is shown in the
green listbox. NB the ingredients will only be shown if you have created recipes for the
products. You can see from the Ingredient List if you are short of any of the ingredients, as it also

shows the current stock levels.

Printing the Lists

Click 'Print List' to start the printing routines. Before each list is printed, you are given the option to
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print or not to print. You can also set which lists you want to print in the Utilities/Preferences
section, then only those will pop up for you to select.

INGREDIENTS [%|

\:{/ Print INGREDIEMTS LIST?

| s | [ Mo

Click "Yes' to print the Ingredient List or 'No' to skip this one and move on to the next option.
N.B. The options for list printing will depend on the items ticked in Utilities/Preferences. If
an item is not ticked, it will not appear as a printing option.

Emailing Lists

If you wish to email a copy of the lists to the bakery, or another office, you can do this by ticking the
'Email Report' tickbox.

@ Print Production Lists X
ALzl SHALL U/H LOAF 1
a1zls SMALL /M SLICED 12 Delete Retun
alzz LARGE W/H SLICED s
1242 DOVELE SLICED PACK 45 Notes
1126 LARGE BROWN LOAF 21
a127 LG EBROVN SLIGED 10
a128 L& EROVN THICK z0
a1z GRAN LiRGE 33
alzs-T TRAY GRAN LARGE 57 Deliveries Include Groups
A130 GRAN LG SLICED s
priR v p — ateac
a135 SMALL EROVN LOAF &3
Alzs SHALL CRAN LOAF 18 Léraw1
a4 SN GRAN THICK s [¥]Email report Dérow2
B1oo UHITE OB LG s0 Growp 3
BlOL ETOVN COE LG 50 To e-mal sddress [ Thursday Eles
LI CIn) (g 143 Ed) davidcapre@nthaorld.com
Baz4 UHITE COBS 6 PACK 18
B3as BROUN COBS & PACK 24 - 5
Baae GRAN COBS 6 PACE s Set Groups and Deliveries - s
Baa? UHITE COBS SN 12 PK s s g v
e e ome e : and/or Date, then click '‘Load Oem -
B339 GRAN COBS =M l2 P 3
c1o0 PORE PIE LARGE 12 [“] all Deliveries [ Al Groups
£12 1 -~
(Dl0) INGREDIENTS LIST for THUR 2/2/2012 printed on 1/2/2012 at 10:16
£10 1
copB DESGRIPTION ary NITS STOCK cosT
allel FLOUR WHITE a8.625 kg ale4s 132791 | o
Allez FLOUR EROUN as. 792+ kg -120 0.4728 | 12
Allea FLOUR GRAN s55.082 ke 29783 20,6214 | 18
azz1z POIR PIE LG 12+ Unit -z0 4.2000 |1
B3l4l TEAST 3,559 kg 4 2.3178 |1
c11az HILE 4.624 Livre 192 0.1468 |
cazde WATER 84,375+ Litze -azz 0.4218 |z
3324 SALT 2.530 kg 15 0.6272 | s
B3350 IMPROVER 11607 ke -5 1.8845 I 1s
F1000 PLASTIC WRAD 55+ Unit 10404 0.3662 | s
Fll00 BOX TYPE 1 61~ Unit -1876 7.3200 | 10
F1zoo BOX TYPE 2 1ax Unie, -3z40 1.3609 |14
21132 ELECTRICITY 1.z38 Unit -233 0.0772 |
21134 MA-HOURS 1349 Unit -135 5,083z |7
21138 SLIGING &0 Unie, 11645 0.1z00 ]
Total cost = 5 s9.41
Total Sales = 5 1z0z.16 ™

Enter the email address, to which the report should be sent, in the edit box that appears when you
tick the option. After you have printed the reports a copy will be emailed to that address.

2.3.2 Printing Delivery Notes

After printing your production lists, you can then print the delivery notes. This will also remove the
orders from the order list and move them to the deliveries list, so if you need to edit any of them
after printing the delivery notes, this must be done in the 'Edit Deliveries' section under 'Order
Processing'.
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© Print Deliveries X
0o [ CENTLRY RESTALRANT |14 Return
o0 HA TEST COMPANY | 3t Apply
o000 HAl TEST COMPANY 2 |3z Cancel
000 ) JOES DINER. 11
000 KHH KINGS HEAD HOTEL |9 ><
oo 0OR OLD OAK RESTAURANT |19
000 FF FOLLYANNAS PANTRY |12
YAl 3000 B3 BLACK SWAN |27
WAk 3001 BTR BIRCH TREE RESTAURANT |10 — —
VAN 3002 CAF COCK AND FERRET 111 _ R —
VAN 3003 KHB KING HEKRY THE EIGHTH |18
WA 3004 HAH HARE AND HOUMDS &
ek Date for Deliveries to be printed
2/2/2012 ek Date

Select Deliveries to print

Clam
Convert Orders to Deliveries and print Delivery Notes if e
required.

Oos

Coe
AL

Conwert and Prink Deliveries

[ conver t but MOT Print Deliveries

Enter Notes ko be added to ALL Delivery Nokes

This screen will come up with the default next delivery date. If, however, you wish to print deliveries
for a different date, you will have to change the date to the one required. A list of customers with
orders for delivery on that date will appear in the yellow box. This is in Van Round order, but you
can change this to Customer order by ticking the appropriate box.

Print Delivery Note for Just One Customer

If you want to print the delivery note for just one customer, select the customer, in the list, by single
clicking on them.
Click 'Apply' to print the delivery note.

Print Delivery notes for several Customers

Select the first customer from the list by single clicking it. Then, while holding down the Ctrl key,
click each of the other customers you want to print delivery notes for. All the customers you have
selected will be highlighted.

Click 'Apply' to start the printing.

Print Delivery notes for all Customers

Simply click 'Apply" without selecting any customers and delivery notes will be printed for all
customers in the list.

Convert without Printing

When the delivery notes are printed, the orders are converted from Order status to Delivery status,
so if you do not wish to actually print delivery notes, you must convert without printing so that the
deliveries are available for invoicing. To do this, tick the tickbox labelled 'Convert but NOT print
deliveries' before clicking 'Apply'.

A message box will appear before any of the above operations for you to confirm that you want to
go ahead with the selected operation.

After Conversion and/or printing of delivery notes, these orders will be available for
invoicing.
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2.3.3 Printing/emailing Invoices

At the end of the week (usually) you will want to invoice all the deliveries that have occurred up to
the invoice date. These can be printed and/or emailed to the customers.

@ Print and Email invoices

BTR  BIRCH TREE RESTALRANT
CAF COCK AND FERRET Apply Cancel
R CENTURY RESTAURANT

HA TEST COMPANY )(
HAL  TEST COMPANY 2

HAH  HARE AMND HOUNDS
KHE  KING HENRY THE EIGHTH [ )
KHH KIMNGS HEAD HOTEL Set Date for Last Delivery to be Included

OCR LD OAK RESTAURANT 01/02/2012

BR POLLYANNAS PANTRY

Set Invoice Date

[save pof file
Set Selection Parameters
[ Weekly Tnvoices Email Customers are those with an email address entered into
’ the Customer Database.

Monthly Invoices 7] Pri This wil not emal invoices

O I [“]Print Only (This wil il invoices. )

[JPrint a Copy Invoice Print and email (el nete ' g
customers as wel.)

["]email Only (Print non-email invoices)

(This aption wil print non-emal invoices and nat emal them. Emal
invoices wil be emailed but not printed. )

E-mail message. Edit as required.

Please find attached your invice for the last period.
Please note that our kerms are nett 30 days.

Best regards,

AN Other
Accourts Dept,

Set the date of the last delivery that is to be included in the invoice.

Set the date of the invoice. This doesn't need to be the same as the date of the last delivery, but
usually is.

A list of customers with deliveries to invoiced will appear in the yellow box. You can print all or just
a selected one or two customers. See 'Printing Delivery Notes' for details on selection of a small
group of customers for processing.

The customer list can be restricted to only include the monthly customers by ticking the appropriate
box. However, most companies invoice more regularly. If a customer is set as weekly, they can be
invoiced more often than that, if required.

Print Only

Tick the 'Print Only' tickbox if you only want to print invoices and not email any of them.

Print and Email

Tick this option if you want to print all invoices, but also to email to those customers with an email
address in the customer record.

Email Only

This is probably the most useful option. It will email the invoice to each customer with an email
address in the customer record, but will print the invoice if there is no email address.

Print a copy Invoice

Tick this option if you require a copy to keep in your records. This will therefore print two copies if
the customer has no email address, but only one copy if the invoice is emailed.
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234

Save a pdf File

You can save a copy of the invoice in pdf form to reduce paper usage for your records. To do this
tick the 'Save pdf File' tickbox.

@ Print and Email invoices

BTR  BIRCH TREE RESTALRANT Retum
CAF COCK AND FERRET Apply Cancel

CR CENTURY RESTAURANT

HA TEST COMPANY ><

HAL TEST COMPANY 2

HAH HARE AND HOUNDS

KH8 KING HEMRY THE EIGHTH
KHH KINGS HEAD HOTEL Set Date for Last Delivery to be Included

OCR OLD OAK RESTAURANT Sarve pf file
PP POLLYANNAS PANTRY 01/ 02/ 2012

Path to folder to save pfd file

Set Invoice Date

cirecords]
01/02/2012
[A5ave pef fiie
Set Selection Parameters
. Email Customers are those with an email address entered into
weekly Invoices
the Customer Database.

Monthly Invoices
m v []Print Only (This wil not email invoices. )

(Print &l invoices and email to emal

Print a C I Print and il
[Print a Copy Invoice [Print and emai S 25 )
[Jemail Only (Print non-email invoices)

(This option wil print non-emal invoices and not emall them. Emal
invoices wil be emailed but not printed.)

E-mail message. Edit as required.

Please find attached your invoice for the last period.
Please note that our terms are nett 30 days,

Best regards,

AN Other
Accaunts Dept,

Enter the path to the folder where you wish to save your records. You can click the browse button
to find the folder. Now when you print an invoice a copy will be saved in the records folder.

Email Message

The invoice is emailed as a pdf attachment to the invoice, so you need to enter the message that
will appear in the body of the email. You can enter this text into the box at the bottom of the screen.
After sending the invoices, this message will be saved to be used next time you do an invoice run.

Printing/emailing Statements

You can also view, print and/or email a statement to customers.
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Statements
B BLACK SWAN
CAF COCK AND FERRET
cca CENTRAL CATERING SERVICES
Ha TEST COMPANY
HAL TEST COMPANY 2
HAH HARE AND HOUNDS
JD JOES DINER
KHH KINGS HEAD HOTEL
23 POLLYANNAS PANTRY

NETHER POPPLETON 86,
GLASSHOUSES 1.
RIFON 452,
KNARESBOROUGH 264.
HARROGATE 3838,
TADCASTER 359.
SOUTH STAINLEY 281.
SEOFFORTH 10z.
RIFON 148.

19
71
7
03
28
z4
36
0é&
16

Apply

v

Double-click any customer o display Statement, or select Customers for whom you
wani stalements printed/emailed and click 'Apply". To send to ALL Customer, do
not select any, hut just click "Apply’. When you have displayed a single statement,
you can Printiemail it hy clicking *Apply'.

[Load all
Set Selection Parameters

Email Customers are those with an email address entered into
the Customer Database.

[]print Only (This will not email Statemerts.)

(Print all Statements and email o smail
customers as well.)

[]print and email
email Only (Print non-email invoices)

(This aption will print nar-email Statements and nat email tem.
Ermail Statements will be emailed but not printed.)

[]Print an extra copy

Enter or Edit the e-mail message below

Here:is a copy of your current statemerts,
Plzase note that our payment terms are nett monttly.

Best regards,

A1 Other
Credit Cantraller

A list of the customers owing money will appear in the yellow box. If you wish to include all
customers in the box, even if they do not owe money, you can tick 'Load All' to display them.

View a single Statement

Double-click the customer whose statement you wish to view.

&) Email/Print Statements

BLACK SWAN
Date Inv No Debit Credit Type Batch Total
B/F 2546.53

01/01/2012 100175 263,45 INVOICE Z63.45
03/01/2012 100175 RECEIPT i00.00 CHEQUE 000033 163.45
03/01/z012 100187 26.029 INVOICE 189.54
03/01/2012 100187 RECEIPT 26.09 CHEQUE 000033 163.45
03/01/2012 100198 Z6.83 INVOICE 190.28
0s/o0L/zo01z 100139 3.2 INVOICE 199.52
06/01/2012 100203 100z.77 INVOICE 1z202.29
07/01/2012 1001735 RECEIFT 163.45 CHEQUE 000033 1038.84
07/01/2012 100198 RECEIPT 26.83 CHEQUE 000033 101z.01
07/01/2012 100199 RECEIPT 8.24 CHEQUE 000033 1002.77
13/01/z012 100zo0s 1005.85 INVOICE z008. 62
24/01/2012 100Z16 26.29 INVOICE z034.%91
26/01/2012 100203 RECEIPT 100z.77 CHEQUE 000033 1032.14
26/01/2012 100z035 RECEIFT 1005.85 CHEQUE 000033 26.29
26/01/2012 100219 35.90 INVOICE 66,19

Total 2400. 22 2334.23 Balance 66,13

Apply Cancel

Double-click any customer o display Statement, or select Customers for whom you
wani stalements prinied/emailed and click 'Apply". To send to ALL Customer, do
not select any, but just elick "Apply’. When you have displayed a single stafement,
you can Printiemail it hy clicking *Apply'.

[Ctead al
Set Selection Parameters
Email Customers are those with an email address entered into
the Customer Database.

[JPrint only
[OPrint and email

(This will not email Statements.)

(Print all Staterments and email to email
customers as well.)

email Only (Print non-email invoices)

(Thiz option will print non-email Statements and not email them.
Email Statements will be emailed but nat printad.)

[Jprint an extra copy

Enter or Edit the e-mail message below

Here is & copsy of yaur current statements
Please note that our payment terms are nett menthly,

Best regards,

AN Other
Credit Cantraller

You can print or email this statement in the same way as the invoices with the same printing/
emailing options. You can also print a second copy if required. You also need to enter an email
message in the box at the bottom right.

A fuller description is given under finance/mini-Accounts/Statements.
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2.3.5 Reprinting/emailing Documents

When delivery notes, credit notes and invoices are printed and/or emailed a copy of the document
is stored in a zip file in the wsaler\archive folder. There is a zip file for each month and these
records can be retrieved using this section.

(®) Reprint Documents
X Enter Invaice/Del Mote Data
Set Dates between which records are lised lemai Document Return
mbelmber || CIooworTpint Apply Cancel
[os2) He, P
Direlds acves
[IReconstitute Document
jiA ‘E‘jsg‘gﬁ‘f ] If you wish to e-mail documents to customers, first tick the Email
A5 AJS FRUIT AND VEG box. Select Invoices or Deliveries as required. You can then
AMPE AMPTHTLL RUGEY CLUE double-click a and then double-click the required
AMPT AMPTHILL TOWN COUNCIL document, or you can enter the document number and date,
AT ANNIES SANDUICH BAR above and click *find Document”. If the document cannot be
APPLE  APPLE AND PEARS found, you will be given a list of archive files whose number is
feskt AUBERCINE FINE FOODS made up of the month and year, such as ARmmyyyy.zip.
oo AUTOGLASS 3 - - : . y -
P PEEREE GRS T Double-click the required file and its contents will be displayed in
EEAL EEALES COFFEE SHOD the list box. Double-click the document to reprint. You will first
BEDA BEDFORD ARMS see the document displayed on the screen, and if this is correct,
BEDF BEDFORD COLLEGE ckick Print', otherwise click 'OK" to return to the options.
BEDE BEDE COUNTY COUNCIL
BEDSL EARLY INTERVENTION PARENTING SERVICES
BEDSZ SUPPORTING PEOPLE SERVIGES
BEIE BEREANK HOMES
BESR BEALES STAFF RESTAURANT
BEST BEST BAKERY
BESX BEALES EXTIA
BIRC THE BIRCH AT WOBURN
BLAGZ THE BLACK HORSE AT IRELAND E-mail message. Edit as required.
BLACC BLACK HORSE - CASH ACCOUNT
BLACK THE BLACK HORSE Please find attached your invoice
BONV BON VIVEUR
ERICK LITTLE BRICKHILL STORE
BROW BROWNS OF STAGSDEN
BSC1 BEDFORD SANDWICH GO
BUDC BUDCENS - BROMHAM
BUDGL BUDGENS - STONY STRATFORD
BUDGZ BUDGENS CRANFIELD
BUDC3 EUDCENS - BEDCROVE
BUDGA BUDGENS EEDGROVE
BULL THE BULL
CAFE THE CAFE EOOK EHOP
CAFE THE CAFE PACFIC
Camp CAMPHILL CAFE
CHEQ THE CHEQUERE
CLUB THE SOCIAL CLUB |

Set Dates

You can set the start and end date of the period you want to cover by clicking the 'Set Start Date'
and 'Set End Date' buttons and then clicking the date you require.

) Calendar

Click on the Month to
February 2012 select 2 different month,
Click an the vear o select
Mon Tue Wed Thu Fri Sab Sun a different year. You can
N - EEEEE alzo use the scroll arrows
5 7 8 9 1011 1z at the top. Double-click on

13 14 15 16 17 18 19 .
o0 71 Z2 23 24 25 26 the date you wish fo
select.

£ 28 29

[ IToday: 02/02/2012

Dake Selected |02/02f2012

Click on the Month to change the month from the dropdown list, or click on the year to change the
year.
Double-click on the date to select that date.

If you wish to search dates from the start of use ot Wholesaler to the present date, leave as set.
The default is no selected start date and tomorrow's date for the end date.
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Selecting the Type of Document

You can display a list of invoices, delivery notes or credit notes by ticking to corresponding tickbox.
Double-click the customer in the left-hand listbox to search for records for that customer.

) Reprint Documents

Set Dates between which records are listed

Set Start Date

is A6 CATERING
ABR CASH SALES

AT8 A8 FRUIT AND VEC
amen AMPTHILL RUGBY CLUB
amPT AMPTHILL TOUN GOUNGIL
AT ANNIES SANDWICH BAR

ADPLE AND PERRS
AUBERS:
AUTOCLASE

EARR APOLLO SHEETERS LTD
BEAL BEALES COFFEE SHOP

EEDA EEDFORD ARME

EEDF BEDFORD COLLEGE

EEDS BEDS COUNTY COUNGIL

EEDEL EARLY INTERVENTION DARENTING SERVICES
EEDSZ SUPPORTING PEOPLE SERVICES
EERE BEREANE HOMES

EESH EEALES STAFF RESTAURANT
BEST BEST BAKERY

BESX BEALES EXTRA

EIRC THE BIRCH AT WOBURN

BLACZ THE BLACK HORSE AT IRELAND
BLACC BLACK HORSE - CASH ACCOUNT
EBLACK THE BLACK HORSE

EONV EON VIVEUR

ERICK LITTLE BRICKHILL STORE
EROW BROUNS OF STAGSDEN

ESCL EEDFORD SANDWICH CO

EUDG BUDGENS - BROMHAM

BUDGL BUDGENS - STONY STRATFORD
EUDCZ EUDCENS CRANFIELD

EUDG3 EUDGENS - BEDGROVE

EUDG4 BUDGENS BEDGROVE

EULL THE BULL

CAFE THE CAFE BOOK SHOP

CAFE THE CAFE PACFIC

camup CAMPHILL CAFE

CHEQ THE CHEQUERS

CLUE THE SOCIAL CLUE

Enter InvaiceDel Note Data

In/Del Number

Find Document

255740
zE8E3z
255974
256073
zEE168
256261
256376
zE84zE
256437

[JEmail Document

oo HoT Print
[“]1rvoices

[osliveries

[Jcredits

[include Archives
[JReconstituke Document

19/8/2012 TNV
ZE/E/ZOLE  INV
2/6/2012 v
9/6/2012 v
16/6/201E  INV
234672012 TNV
anferzolz TNV
1z¢7/20lE  INV
1zf7/2012 TNV

1AR052014
I1AR0E2013

I1AR06201%
1AR072015
14R07201%

Apply

If you wish to e-mail documents to customers, first tick the Email
box. Select Invoices or Deliveries as required. You can then
double-click a customer and then double-click the required

document, or you can enter the document number and date,
above and click *find Document'. If the document cannot be
found, you will be given a list of archive files whose number is
made up of the month and year, such as ARmmyyyy .zip.
Double-click the required file and its contents will be displayed in
the list box. Double-click the document to reprint. You will first
see the document displayed on the screen, and if this is correct,
ckick "Print', otherwise click '0K" to return to the options.

E-mail message. Edit as required.

Please find attached your invoice

This displays a list of documents of the type selected. The example above shows a list of invoices,
displaying the invoice number followed by the date, the document type 'INV' and the archive zip file
name. If the document has already been archived you can tick the 'Include Archives' tickbox to
display all the archived documents.
If you know the invoice number or the date, then double-click the document that has these
features. This will then start a search of the zip file for the document selected.
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&) Restore Saved Data

Double-click item to be displayed.

File Date Time

(

Comp

Bize Comp-size Path

il00z219_ inw 0lszeflz  15:30

50%

a7 2339

If the document is not found, this screen will be empty. This may be because your computer has
blocked the creation of the zip file, or it has been put in an adjacent month's zip file, possibly due to
the document being created at the very end of the month. If this happens, the programme will
reconstitute the document from the database information. You can force this by ticking the

'Reconstitute Document' tickbox.

If the document is found the screen above will be displayed for a second or two before it displays

the contents of the document.

Your logo wonld go here
i

Afe No.

VAN 30
Customer Ref

A

INVOICE No. 10021%

BLACK SWAN
THE AVENUE
NETHER POPPLETON
Ade No. BS
7012 ORDER Ref ADVANCE
CODE PRODUCT 100780 100792
Order Ref ADVANADVANCE
Delivery Fri AM Fri AM
A121(1)  SMALL W/M LOAF 5 5
A121(1)  SMALL W/M LOAF 12 12
A1244 (1) DOUBLE SLICED PACK 0 0
41244 (1) DOUBLE SLICED PACKE 0 0

Total  Unit Total
Qty  Price  Price

10 0.2940 29400
24 01225 2.%400
0 01225 170100
0 0.1225 17.0100

Total 39.9000
Vat -0.0000

Total ~ 39.90
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You can print this by clicking the Print button, or return to the selection screen by clicking 'OK'.

Direct Search

If you know the date of the document and the invoice number, you can enter these at the top of the
screen in the block headed Enter invoice/delivery note data. The click 'Find Document'. If the
document is found it will be displayed.

Emailing the document

If you wish to email the document to the customer, tick the 'Email Document' tickbox' and when
you click 'Print', after finding the document and displaying it, it will also be emailed. For this to
happen, the customer must have an email address entered in their record in 'Customer
Maintenance'.

If you do not wish it to also print the document, you should tick the 'Do Not Print' tickbox.

2.3.6 Utilities

These are extra utilities for setting the email parameters.

© Set EDI Parameters Ex

Email Data

Do not change Port No

Fmail Host mail bakerysoftware.co.ul unless advised by an
engineer
From Address me @y domain. co.ulk
From Name Sender’s Name Port |25

Set the Email Host name, your own email address, and your namne so that emails can be correctly
formatted.

Host requires authentication
Authentication Data
Username admin@bakerysoftware.c

Password ssssen

To make life easier for you, we have set up some default parameters which you can use. These
include the details of our own Email Host which we know will work without any problems. Some
email hosts will block certain types of email attachment, which can be a problem.

Customising the Settings

The only thing you need to do is to enter your own email address, for return emails in the box
labelled 'From Address' and the name of the person authorising the email in the box labelled 'From
Name'.

2.3.7 Falcoe

Click this button to open the Falcoe End-of-Day section. NB. this requires a contract with Falcoe for
transmission of EDI data to and from one or more of your customers.
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23.71

@) Falcoe EDI Interface for Wholesaler

Falcoe EDI Module fCreale invoices. credifs and imporf EDS orders)

Utilities Logout

g

Print Delivery
Invoices Credits
Ry

Yersion 5.0.1.1  06/01/2012

This allows you to import EDI orders and send EDI invoices and credits via the Falcoe network.

Import Falcoe Orders

Import Orders

Orders sent via Falcoe in EDI format must be downloaded into the c:\wsaler\orders folder. They will
then appear in the orders box at the top left of the Orders window.

(® Process Incoming EDI Orders

120120-0001 tat
120120-0002 tut

Click Apply to import the orders into the Wholesaler database. Once imported, the order files are
moved to the Old folder. If, for any reason, you need to re-import the orders, you can move the
order file back into the Orders folder and re-import.

Printing the orders - the contents of the Order file is listed in the large listbox and can be printed
out for checking by clicking the Print button.
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2.3.7.2 Print/Export EDI Invoices

Print Invoices

This allows Invoices to be printed and an EDI export file to be created for sending via Falcoe.

@ Export and Print Invoice to EDI 8 (=)E3]
winl WILSDEN CO-OF

w10z ALLERTON CO-OP Apply o Retun
w103 DENHOLME CO-GF ance

wi04 THORNTON CO-OP ¢ ><

wi0s DUCKWORTH LANE CO-OF

wine SALTATRE CO-OP

win7 OXENHOPE CO-OP

wing HEIGHTS LANE CO-0P . . .

i LR COOR Set latest date for which deliveries should
w110 MYTHOLMROYD CO OP bE im:luded

Invoice Date

23/01/2012

Print Invoices
[] Do NOT Piint Inweices

You can tick the appropriate tickbox to allow the invoices to either be printed or not, as required.
The export file will be created regardless.

N.B. The Falcoe tickbox must be ticked on each of the customer records that are dealt with
via Falcoe.

Either select the customers to be invoiced, or leave them all unselected if you want to invoice all of
them.

Set Date - for the latest delivery to be included in the Invoice. Click Apply to run the invoices.

2.3.7.3 Delivery Credits
Delivery Credits

If Credit notes have to be created due to corrections to deliveries that were not picked up before
the order was invoiced it must be done through the Falcoe section if the invoices are handled by
Falcoe.
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(@) Delivery Credits

Stock ack
Returns
Relzty
Invoice Data

Customer Code [ | company | | Delivery Humber (I
ProductCode | [ | ok imber 1]
Quantity l:l [Jenter Returns CIFul Invaice [JPrint hard capy Seling Price I:l

CODE COMPANY

wiol WILSDEN CO-0OP
wionz ALLERTOMN CO-COP
wio3 DENHOLME CO-0OP
wion4 THORNTON CO-0OP
wios DUCEWORTH LANE CO-OP
wioa SALTATRE CO-OP
wion7 OXENHOPE CO-0OP
wiog HEIGHTS LANE CO-0OP
wionge CULLINGHORTH COOP
wilo MYTHOLMROYD CO OP

This will show a list of the customers who are invoiced via Falcoe EDI. Double-click the customer
to be credited. This will then give you a list of the invoices that have been raised.

Stock ack
Returns
Relzy
invoice Data

Customer Code [ | company | | Delivery Humber (I
ProductCode || [ | ok imber 1]
Quantity l:l [JEnter Returns CIFul Invaice [CJPrint hard capy Seling Price I:l

COMPANY Invoices for W10l
175063 Monday AM 19/12/2011 INV
175063 Monday AM 19/12/2011 INV
w103 DENHOLME CO-OP 175063 Monday AM 19/12/2011 INV
w104 THORNTOM CO-OP 175063 Monday AM 19/12/2011 INV
w105 DUCKWORTH LANE CO-OP 175063 Monday AM 19/12/2011 INV
w106 SALTAIRE CO-OP 175063 Monday AM 19/12/2011 INV
w107 OXENHOPE CO-OP 175063 Monday AM 19/12/2011 INV
w108 HEIGHTS LANE CO-OP 175063 Monday AM 19/12/2011 INV
w109 CULLINGWORTH COOP 175063 Monday AM 19/12/2011 INV
W1l0 MYTHOLMROYD O OP 175063 Monday AM 19/12/2011 INV
175063 Monday AM 19/12/2011 INV
175063 Monday Al 19/12/2011 INW
175063 Monday Al 19/12/2011 INW
175063 Monday Al 19/12/2011 INW
175063 Monday Al 19/12/2011 INW
175063 Monday Al 19/12/2011 INW
175063 Monday Al 19/12/2011 INW
175063 Monday Al 19/12/2011 INW
175063 Monday Al 19/12/2011 INW
175063 Monday Al 19/12/2011 INW

Double-click the invoice you wish to credit. This will then give you a list of the deliveries.
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(® Delivery Credits

Stock ack
Returns
Rtz
Invoice Data

oot [in | oy v e —

ProductCode | [ | ok imber
Quantity l:l [JEnter Returns CIFul Invaice [CJPrint hard capy Seling Price I:l
CODE CompANT Deliveries for WloL
0 WILSDEN CO-0OP 572472 Mednesday AN 22/02/2012 DEL
w0z ALLERTON CO-OF 572472 Hednesday AM 22/02/2012 DEL
w103 DENHOLME CO-OF 572472 Hednesday AM 22/02/2012 DEL
w104 THORNTON CO-0OF 572472 Hednesday AM 22/02/2012 DEL
w105 DUCKWORTH LANE CO-OP
w06 SALTAIRE CO-OP
w107 OXENHOPE CO-OF
w108 HEIGHTS LANE CO-OP
w109 CULLINGWORTH COOP
w110 MYTHOLMROYD CO OF
will CHELLOW DENE COOP
wizl MENSTON CO-QF
wiz3 QUEENSBURY CO-OF
wizo CLAYTON (TOWN END) COOF
w213 0SS2ETT CTG CO-OF
w215 HARROGATE CO-OF
w216 HORBURY COOP
w217 2BAILDON COOR
w218 MIRFIELD COOP - OLD BANK RD
w2zl TOP OTLEY ROAD COOR
wazz BOTTOM OTLEY ROAD COQP

Double-click the delivery you wish to credit.

© Delivery Credits PER

Stock Load
Retums Retums Cancel

Ryl 1t <

Tnvoice Data

F—— ] compeny | e =

ProductCode | [ | ok imber
Quantity l:l [JEnter Returns CIFul tnvaice [JPrint hard capy Seling Price I:l

OPEE COMPANY DESCRIPTION Qry PRICE CPME iveries for W1OL DESCRIPTIOMN qQry FPRICE VAT

0005 LG.CHEESE TOP WHITE BAE X 2

003z FINGER ROLL 4EK

0066 LARGE WHOLEMEAL BAP 2PK [

1003 LONG DELI BLAIN TEACAKE 12

CREDIT CASH CREDIT

This will bring up a list of the products delivered in that delivery.

Double-click the product you wish to credit and enter the number of items to be credited.

Press RTN or click Apply to enter this product in the credit list to the right.

repeat this for each product to be credited.

Click Print Credit to print the Credit Note and export the transaction to the EDI file. Tick the Print
Hard Copy tickbox if you wish it to print as well as export.

2.3.7.4 Falcoe Utilities
Utilities
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© set DI Parameters E®
Enter all the parameters required for receiving orders and sending inveices using Falcoe FDI Return
communications. These parameters will have to be agreed with the Trading Partner Apply Cancel
v >
EDI Parameters
Falcoe EDI Supplier Name YOUR COMPANY NAME
Supplier Code 1 Supplier EAN Code YOUR EAN CODE
Location of Falcoe Output File | ¢:'falcoe
First, make sure that the Falcoe EDI tickbox is ticked. Then set the other data as follows :-
1. Supplier Code - this is normally '1°'.
2. Supplier Name - this is your own company name.
3. Supplier EAN Code - this is the thirteen digit number given to you by Falcoe to identify
you as the supplier of the invoices you send.
4. Location of Falcoe Output file - the exported EDI invoice file that you send to Falcoe will
be placed in this folder when you run the invoices. The default location is c:\falcoe.
Click 'Apply’ to save the data.
2.3.8 Enterprise Foods

Click this to access the Enterprise Foods Ordering import facility.
You will need an arrangement with Enterprise Foods to be able to make use of this section.

@) Enterprise Foods Orders Import

Tmport Orders from Enterprise Foods

Order
_. _= | Processing

Yersion 5.0.0.1 06/01/2012

Import Orders

Orders are sent from Enterprise Foods in the form of text files in comma separated format. They
will include either the customer code that you use in Wholesaler, and/or the ANA number of the
customer. This will be supplied by Enterprise Foods. Your customers' ANA numbers should be
entered into the Dept. field of the customer record.

Location of Files. Files should be placed in a subfolder of your main data, named 'orders'. E.g. if
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your data is kept in c:\wsaler, the order file should be copied into c:\wsaler\orders folder.
When the files have been placed in the orders folder, they will appear in the orders box as shown
below.

-2 Process Incoming EDI Orders

POKIRO0T-12-01-2012-1 201002672997 tot ~
PO-KIROCT 1201201 24 20 002673076t Return
PO-KIRO0T-12-01-2012-1 201 002873090, bt Apply

POKIRO01-12-01-2012-1 201002673252 tot

PO-KIRO0T 1201201 24 20 002673902 ot Print

PO-KIRO0T-12-01-2012-1 201 002873986 ot

POKIRO01-12-01-2012-1 201002874046, st

PO-KIROCT 1201201 21 20 002674060 tt

PO-KIRO0T-12-01-2012-1 201 002874277,k 8

Click 'Apply' to import the orders into Wholesaler. Details of the imported orders will appear in the
large box. These can be printed out for cross-checking by clicking the 'Print' button.

/& Process Incoming EDI Orders

PO-KIROOM 120 -201 2-1 201 O0287 2997 tat ~
PO-KIROOT-12-01-201 2-1 201 002873078 tat
PO-KIRO0T-12-01-201 21201 00287 3090, txt

POKIRO01-12-01-2012-1 201002673252 tot
PO-KIROCT 1201201 24 20 002673902 tot Print
PO-KIRO0T-12-01-2012-1 201 002873986 ot

POKIRO01-12-01-2012-1 201 002674046, st

PO-KIROCT 1201201 21 20 002674060 bt

PO-KIRO0T-12-01-201 2-1201 002874277 tut v

Return

H.N,1201002674611,12/0112,14/01/12,, MARKET HARBOROUGH FOOD STORE.COVENTRY ROAD. MARKET HAREOROUGH LEICESTERSHIRE LETE 98,14,29,
0.COOPS078 Belgian Bun X 2.2.1..

D.CO0P1 4575 Breakiast Mutfing 3 4,41,
0.CO0P296 Brown Baps % 66,4,

D.CO0F238 Cheese Topped Ovals X 4.4.2..
D.CO0P234 Large Eccles Cakes < 4,41,
0.CO0PST White Tin Loaf 400G,1.3.,

D.CO0PSB \wholemeal Tin Loaf 400G.1.3..
D.CO0P41E Large Fruited Teacakes X 4,42,
0.CO0P4IET Maked Baps < E6.2.,

D.CO0F297 Seeded Ovals X 4.4.2.

D.CO0P14423 Semoling Topped Sub Ralls < 2,21,
0.CO0P415 Sulkana Scones % 4,41,

D.CO0P282 \white Baps X BE.4.

D.CO0P222 Large Soft Rells X 66,2,

ErrorLog File. Any errors in importing the orders are recorded in an errorlog file named errorlog.txt in your c:\aws32
folder. (This would be c:\aws in earlier versions of Wholesaler).
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24

241

B Errorlog,. txt - Note pad

File Edit Format Wew Help

20/09/2011 HOR 3 cCustomer Codesama number not found
20/09/2011 HOR 3 Customer Code/ama number not found
20/09/2011 HOR 3 cCustomer Codesama number not found
1271142011 HOR 3 Customer codes/ana number not found
12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/01,/2012 Customer Code not found!

12/00,/2012 Customer Code not found!

12/00,/2012 Customer Code not found!

12/00,/2012 Customer Code not found!

12/00,,2012 Customer Code not found!

12/00,,2012 Customer Code not found!

12/00,,2012 Customer Code not found!

12/00,/2012 cCustomer Code not found!

12/00,/2012 cCustomer Code not found!

12/00,/2012 cCustomer Code not found!

12/00,/2012 cCustomer Code not found!

12/00,/2012 customer Code not found!

12/00,/2012 customer Code and AnaA No. not found!
12/00,/2012 customer Code and AnaA No. not found!
12/00,/2012 customer Code and anaA No. not found!
12/01,/2012 Customer Code and AnaA No. not found!|

Data Maintenance

If you are installing this programme from scratch, ie, you are using Wholesaler for the first time,
you will need to first load your static data. This consists of your customer and product lists. If you
have these in Excel format we can load them for you.

If you are already a user of the original Wholeasler software you will have to do nothing as
Wholesaler 32 will use your existing data without conversion.

To make the maximum use of Wholesaler 32, it is advisable to also enter your ingredient list and
enter all the recipes, as this will help with product costing and stock control as well as giving more
production information.

The programme has been designed with a view to saving you time and effort by seeing the whole
process through from creating orders through printing delivery notes and production lists to
invoicing, entering cash receipts and sending statements. Export files can be created for input to
Sage if required.

NB. The system is designed to work in this way so that the data is dealt with
correctly. If some of these aspects are dealt with in another way, such as in
an accountancy package, The data will mount up in the database and clog
the system eventually. Besides this, you will be duplicating work, which this

programme has been designed to avoid.

Overview

Wholesaler uses a set of databases which all work in a similar manner to make it easy to learn. So
once you have learnt how to enter data into a database, edit it or delete it, you will be able to do it
for any of them.

The databases contain data as follows :-

. Customer database.

. Supplier database

. Product database

. Ingredient database

. Recipe database

. Stock database

. Standing Order database

NO O WN -

© 2014 Comtech Software



Main Menu 123

8. Transaction database - this contains the current orders and delivered orders.

9. Invoice database - delivered orders are transferred to this database after they are invoiced to
keep the current transaction file as small as possible for faster operation. If you do not use the
system for invoicing, the transaction file will continually grow larger, thus slowing the operation of
the programme.

10.Archive database - invoiced orders are transferred to this file after they have been paid. This is
to keep the invoice file as small as possible.

11.Accounts database - this is the record of all financial transactions.

1. to 5. are the static databases. That is, not involved in the daily transactions, the others are all
dynamic databases which log the daily transactions.

To speed the daily input of orders, the Standing Orders database can be setup to give the
approximate daily orders expected of customers who buy regularly. This will create the basic order
for the next day, however, if the requirement changes, the current order can be edited quickly,
rather than having to enter a long order daily.

There is also the facility for you to send an ordering programme to your customers (if they require
it) to allow them to enter their own orders. These will then be e-mailed to you and imported into the
transaction database automatically. This will save you a great deal of time in entering orders.

2.4.2 Data Maintenance

Click the Data Maintenance button on the Main Menu screen to bring up the following Data
Maintenance screen :-

= Data Maintenance

Current Date/Time

Help Return
? 16/2/2011 - 20:19 '3>
Supplier Ingredient Recipe Product Customer Price List

Maintenance Maintenance i Maintenance Maintenance Maintenance Maintenance

> K N R

I

This allows you to enter, edit or delete data into the following databases :-

1. Supplier database - required for supply of ingredients.

2. Ingredient database - allows you to list all your ingredients along with their prices to allow recipes
to be compiled and cost prices to be calculated.

3. Recipe database - allows you to enter the recipes for all the products that you sell so that the
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2421

ingredient requirement can be printer out for each production run and show stock condition.

4. Product database - is a list of all your products with their selling prices. These will be available
as a list when orders are being created.

5. Customer database - this is essential before any other work can be done. All orders require a
customer to be selected before they can be created.

6. Price List - this is an extension of the product database and allows you to set all your price lists.

The following sub-sections give a detailed explanation of these databases.
Customer Maintenance

This database is required before any orders can be created. A customer must be entered into this
database with all their details such as name, address, type of account etc.
Click the Customer Maintenance button bring up the following screen :-

= Customer Database Browser for COMTECH SOFTWARE LTD

Heb | Notes | puyg Print Mail New Find Back
User A List Labhels Merge Record
s | == | ~ P <)
e [ = = :
ode
E3 ELACE SWAN NETHEER. POPPLETON 1 1430.51
BTR BIRCH TREE RESTAURANT SUMMERERIDGE 3 0.00
CAF COCKE AND FERRET GLAZSHOUIES 1 -6.585
CCS CENTRAL CATERING SERVICES RIFON 397.72
CR CENTURY RESTAURANT BURNT YATES 8 Sp 0.00
HA TEST COMPANTY FNARESEOROUGH 1 -d6. 86
Hal TEST COMPANY 2 HARROGATE 3 -24.82
HAH HARE AND HOUND 3 TADCASTER 3 -49. 36
JD JUES DINER S0UTH STAINLEY 3 Sp leg87.22
KHa KING HEMRY THE EIGHTH TORE 8 0.00
FHH KINGS HEAD HOTEL SPOFFORTH 1 0.00
00R 0L 0AK RESTAURANT EOROUGHERIDGE 3 0.00
PP POLLYANNLE PANTRY RIPON 3 387.90
SCHL HARROGATE COUNCIL HARROGATE 1517.87
SCH2 HARROGATE COUNCIL HARROGATE -95.52
=1 SPINNING WHEEL CAFE PATELEY ERIDGE Sp 422.51
WMH WILLIAM AND IMARY HOTEL HARROGATE sp 939.78

The list will show all the customers in your customer database. In most cases they will not fit onto
the screen and you would have to scroll down to find the one you want. To make this easier for
you, we have included an edit box at the top left-hand side of the screen labelled 'Code’'. Enter the
first letter of the code and only the entries with the code starting in that letter will appear in the list
box. If you type in the second letter the list will be reduced further, and so on until you can see the
entry you want.

To select that customer, simply double-click the line containing the customer code and details, and
the full customer record will appear.
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= Editing Customer Record

Hep Notes
Delete Apply
e Reconl Cancel
| o o v <
Code Company |B LACK SWwiAN Balance 143051
Title |MH Dept | VAT Mo | Credit Limit  {0.00 0 Days
Email |davidcapre@nthworld com Code of Invaice A/C |BS Price Breaks Broup Discounts
. Discount Aot
First ?
Last Mame  |SMITH Nam";s JOHN S0 £ Group1 | 0.00%
Address 1 |1 25 THE &YENUE ’W 000 Group 2 | 0.00%
Address 2 | Create export for Remate Ordering ‘ 0.00% I—D 7] Group 3 0.00%
Address 3 | ’70.00,/0 ,70.00 Group 4 | 0.00%
0.00%
Town |KNAHEGEDF\DUGH Hesount Tops W W Group 5
NORTH YORKSHIRE 0.00%
ey | "WEEKLY - v Awerage Deliveries Eiwip®
Postcade |HGS 148 ‘an Found Group 7 | 0.00%
Country Tems |1 Ml 2 :l' Group s | 0.00%
Telephone [01923 965432 [ PriceList |1 DiopMa [0 || Groupd [000%
Fax Delivery Address Last Updats
[~ Different from Inv Address ’T ; ’F + 201
Cracument Printing O ptions B TP
[~ Prirt Dis: on Del v NoEBalonlny [~ Priet Comments on Del
[v Print Prices on Del ™ Print Motes on I ™ Print Motes on Del
[~ WHS [ Ind Nate on Inv r
[~ Dnelnv perDel [ Simple Invoice r
r [~ 4504 Del Mote r

This shows all the data for the customer, including name, address, printing options, account type,
discount structure, Van round and drop No., price list, current balance and allowed credit limit. The
customer code is shown but cannot be changed as this identifies the customer in all associated
databases.

You can edit any of the other data and save it by clicking the Apply button or either of the Next/
Prev arrow buttons. These will move you on to the next or previous record saving the one you have
just edited.

The current balance figure is updated every time you create an invoice or register a receipt, so it is
important that you carry out the full set of operations including printing the invoices and registering
the receipts.

The name and address will appear on delivery notes, invoices and credit notes as well as mail
merged letters.

If there is a central office to which invoices are sent, this would be set up as a separate customer.
Then the separate depots/shops to which the goods are sent would be set up, as above, as a
separate customer, but the 'Code of Invoice A/c' would be set the the code of the central office. For
a single customer, this would be the same as its own code.

Different Delivery Address

In the case of a single customer whose delivery address is different from the invoice address, you
can set the delivery address by first ticking 'Different from Inv Address' in the 'Delivery Address'
box. This will clear the address fields but leave the customer code and company name. You can
change the company name for the delivery, if required. Enter the delivery address and then click
the 'Apply' button to save it. The screen will now revert to the main/invoice address and the
'Different from Inv Address' will be ticked. This shows that this customer has a different delivery
address.

Changing the Delivery Address

To change the delivery address, tick the 'View' tick box and the delivery address will appear in the
edit boxes in place of the main address. You can now make any changes to the delivery address.
Click 'Apply' to save the changes.
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Deleting the delivery Address

To delete a delivery address, simply untick the 'Different from Inv Address' tick box. A message
box will appear asking if you really want to delete the delivery address. Click 'Yes' to delete it, or
'No' if you do not want to delete it.

Setting Customer Discounts

Each customer can be set with an individual price list and discount structure. First set the Price List
number from 1 to 5. Price List 1 is the standard price list which is normally published. The other
Price Lists are special price lists which can be applied to special groups of customer or chains.

On top of these prices, discounts can be applied for different product groups. Products can be
assigned to any one of 9 product groups. For instance, breads might be in Product Group 1, while
cakes might be in Product Group 2, etc. Then each customer could be assigned a discount for any
or none of the groups, as required, and each customer might have a different discount.

In the Group Discounts box, enter the percentage discount for each group, as required. This may
be different for each customer.

Price Breaks may be set so that the discount is different depending on the total cost of the invoice.
For instance, you might set the discount at 10% for sales up to £100, then at 5% for sales up

to £500, etc. This can be used in combination with Product Group discounts, or on its own, as
required. If a customer was to have a discount of 20% on all products, the quick way of setting that
would be to set the price break at £0.01 and the discount at 20%.

Customer Special Prices can be set so that individual products have a special price for particular
customers. These are set in the 'Price List' section and will be explained in that section.

Credit Limit

It is possible to set a credit limit for any customer by putting the amount into the 'Credit Limit' box. If
this is exceeded, it will be flagged up if a further order is raised. You will then have the opportunity
to cancel the order or allow it to proceed. If the Credit Limit amount is zero, no credit limit will be
invoked.

There is an alternative to setting a cash limit, and that is to set the number of days that you will
allow credit to remain unpaid. This option must first be set in the Utilities/Preferences section. You
can then enter the number of days credit allowed in the box next the the Credit Limit box.

Account Type

There are a number of types of account that can be opened. The standard is the weekly account,
which loosely means that you will raise an invoice once a week. However, that is not a strict rule
and you can raise an invoice whenever you like. Select the required type in the dropdown list. The
default is Weekly.

Monthly - This is much the same as the weekly account but the customer will not appear on the
list of customers to be invoiced unless the date is after that set for the customer. This type is not
generally recommended unless required by a customer with a special billing agreement.

Cash - If a customer is a cash customer, a combined delivery note/invoice will be printed for each
order.

Cash/Collect - This is similar to the Cash Customer but will have Cash/Collect printed on the
delivery/invoice so that the products are not delivered.

Shop - This is when you are supplying your own shop with product. A special deliver/invoice is
printed but the financial transaction is not entered into the accounts.

Document Printing Options
The box at the bottom left-hand side contains a selection of tick boxes allowing you to set various
printing options.

Print Disc on Del - This will allow the discounted price to be shown on the delivery notes for this
customer if Prices are Printed. If this box is not ticked, the standard list price (List Price 1) will be
printed.

Print Prices on Del - This will allow the prices to be printed against each item on the delivery
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notes for this customer. The prices printed will be the standard list prices if 'Print Disc on Del' is not
ticked. Otherwise, the discounted price, that the customer would be charged, will be printed. If this
is not ticked, the prices will not be printed on the delivery notes.

NHS - This is only for special requirements with NHS customers. If you tick this the format of the
documentation will conform to NHS requirements. In general this will not be ticked.

One Inv per Del - If this is ticked, the system will print a single invoice for each delivery, rather
than included all deliveries for the week in one invoice.

No Bal on Inv - This is ticked by default. If you untick this a current balance owing will be added to
the invoice to show the total amount owing. This is not normally used.

Print Notes on Invoices - Tick this if you want the preset notes (set in the Utilities/Preference
section) to be printed on the invoices for this customer.

Ind Note on Inv - Tick this if you want to insert an individual note on the invoices for this customer.
An edit box will appear before the invoice is printed for this customer to allow you to enter an
individual note to be appended to the invoice. Enter your text and then click the Apply button on the
edit box window.

Simple Invoice - If this is ticked, a simple invoice will be produced listing the delivery date for each
delivery and the total value of the delivery. The individual items on the delivery will NOT be shown.

ASDA Delivery Note - Tick this for ASDA customers and it will produce the delivery note in the
required ASDA format.

Print Comments on Del - Tick this if you want the standard comments (from the Customer
Maintenance section) to be printed on the delivery notes for this customer. There can be a different
standard comment for each customer if required.

Print Notes on Del - Tick this if you want the standard notes from the Preferences section to be
printed on the delivery notes for this customer.

EDI, XML and Falcoe - These are options that can be set when you use EDI communication of
Invoices, Credits and/or Orders etc. These are greyed out as default and will be activated if the EDI
options are set in the preferences section. This would be done with consultation of Comtech
Software/Wholesaler Software personnel.

Terms
Enter the appropriate set of payment terms (1 to 4 inc). This will cause the relevant payment terms
to be printed on the Invoices for this customer. The terms are set in the Preferences Section.

Price List

Enter the number of the price list that applies to this customer. Price List 1 is the standard Price
List. Price Lists 2, 3, 4 & 5 are special price lists for particular groups of customers. For example,
you might have all Co-ops on Price List 2, and another local group on Price List 3, etc. If individual
prices are not set for Price Lists 2 - 5, these will be set to the same price as set for List 1 by
default. Prices in Lists 2 - 5 can be higher or lower than the standard prices set by List 1.

Van Rounds

Each customer can be assigned to a Van Round to help with the sorting of goods to be loaded into
vans. You can assign names to the Van Rounds in the Preferences section and these will appear
in the dropdown list in the Customer record screen. Select the Van Round for this customer. You
can also set the drop number at this stage to help with the order of loading the van. However, the
drop numbers can be rearranged using the appropriate report in the Reports section at a later date
or as and when they need adjusting.

Customer on STOP
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= Editing Customer Record

Hep Notes
Delete Apply
= Record Cancel
B | «e o v <
Code Company |CDCK 4ND FERRET Balance  |46.38
Title | Dept | VAT Mo | Credit Limit  {0.00 0 Days
Bl | Code of Invoice A/C |CAF Price Breaks Group Discounts
. Discount Aot
First ,7 =
Last Mame Mames ’—_‘ To% ’—U.Eﬂ Group 1 [10.00%
Address 1 [HIGH STREET W I Group 2 | 0.00%
Address 2 | Create export for Remate Ordering ‘ 0.00% I—D 7] Group 3 0.00%
Address 3 | ’70.00,/0 ,70.00 Group 4 | 0.00%
0.00%
Toan [ELASSHOUSES Acsount Type 0.00% X Group 5
NORTH YORKSHIRE 0.00%
ey | "WEEKLY - [~ Awverage Deliveries Eiwip®
Postcode | Delivery Camments here. “vam Round Group 7 0.00%
Country Tems |1 AN 4 :l' Group s | 0.00%
Telephore | [ Price List |4 Drap Mo ’U_ Group 3 | 0.00%
Fax Delivery Address Last Updats
[~ Different from Inv Address ’W ; ’W + 201
Cracument Printing O ptions T
X Jw STOP 304342011 T
I Prirt Disc: on Del [ NoBalonlny Iv Priet Comments on Del
|v Frint Prices on Del [ Print Notes on lry [ Print Motes on Del x 3442011 M
[~ WHS [ Ind Nate on Inv r
[~ Dnelnv perDel [ Simple Invoice r
r [v 4504 Del Mote r

Click the STOP tick box to reveal the start and end dates. Set these and orders will be stopped for
this customer between these dates (inclusive). If you leave the end date unset, the customer will
remain on STOP until they are taken off STOP manually. The STOP facility can be used when a
customer has an annual holiday close down, or when they have exceeded their credit terms. Dates
can be cleared by clicking the Cancel button X'

Last Update

This is the date when the customer's record was last edited and is adjusted automatically

Deleting a Record

Click the Delete button to delete the Customer record. A message box will ask if you really want to
delete the record. Click 'Yes' to confirm. The record will not be deleted if the customer has orders
in the system or owes money.

2.4.2.1.1 Controls

The Customer Maintenance section has a selection of control buttons which are used to carry out a
variety of functions.
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2. Customer Database Browser for, COMTECH SOF TWARE

129

Notes Print Print Tail New Find Back
-5‘] List Lahels Merg, Record
s | = | ™~ P <)
e [ N = = :
ode
B3 BLACK SWAN TOuN 5 0.00
ETR EBIRCH TREE RESTAURANT FNARESBOROUGH 5 D 0.o0
CAF COCK AND FERRET GLASSHOUSES 5 D 46.38
cCs CENTRAL CATERING SERVICES RIPON 397.72
CR CENTURY RESTAURANT BURNT YATES 5 Dsp  0.00
HA TEST COMPAITY FNARESEOROUGH 5 D -46.56
HAl TEST COMPANY 2 HARROGATE 5 D -24.82
HiH HARE AND HOUMDS TADCASTER 5 D -49.36
m JOES DINER 50UTH STAINLEY 5 sp 1687.22
KH KING HEWEY THE EIGHTH TORK 5 D 0.00
FHH KINGS HEAD HOTEL SPOFFORTH 5 D 0.00
00R 0L 0AK RESTAURANT EOROUGHERIDGE 5 D 0.o0
133 POLLYANNAS PANTRY RIPON 5 D 387.90
SCHL HARROGATE COUNCIL HARROGATE 1517.87
SCH2 HARROGATE COUNCIL HARROGATE -85.52
E SPINNING WHEEL CAFE PATELEY BRIDGE sp 422.51
WMH UILLIAM AND MARY HOTEL HARROGATE sp 939.78

Apply

This button will always complete an action and save any changes that have been made.

Cancel

This will terminate the operation and reset the screen. All data entered or changed will not be

saved.

New Record

Click this button to enter a new customer. This will give you a blank database form into which you
can enter the customers data. Firstly you must enter a unique customer code. This can have up to
6 characters (numbers and/or letters). Do not use punctuation, space or non-printing characters in

the code.
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= Entering New Customer Record

Help
N?._E.?s Apply Cancel
Code Company | Balance 0.00
Title | Dept | VAT Mo | Credit Limit  {0.00 0 Days
Bl | Code of Invoice A/C Price Breaks Group Discounts
. Discount Aot
First =
Last Name ames (oo [ oo Growp 1| 0.00%
Address 1 | MG~ [ oo || G2 0.00%
Address 2 | Day of Month e Group 3 | 0.00%
0.002% 0.00
20 =
Address 3 | (o= [ om Graup 4 | B.00%
0.00%
Town | Acsount Type 0.00% oo Group 5
0.00%
ey | "WEEKLY - [~ Awverage Deliveries Eiwip®
Postcode | Comments ‘an Round Group 7 0.00%
Country Tems |1 & Group® | 0.00%
Telephone | | Price List |1 Drop Mo ’U_ Group 3 0.00%
Fax Delivery Address Last Updats
[~ Different from Inv Address ’T ; ’W + 201
Cracument Printing O ptions
[~ Prirt Dis: on Del [ NoBalonlny [~ Priet Comments on Del
[v Print Prices on Del ™ Print Motes on I ™ Print Motes on Del
[~ WHS [ Ind Nate on Inv r
[~ Dnelnv perDel [ Simple Invoice r
r [~ 4504 Del Mote r

If you enter a code that already exists, this will be flagged up in a message box and you will have to
choose a different code. Ideally, you should choose codes that are easily recognised, and you
should group all customers of a certain type by giving them a similar type of code. For example, for
a chain of stores called 'Jones', you could use the codes JONES01, JONESO02, etc. It is also best
to make all codes the same length so that there can't be any confusion, eg. JONES and JONESO1.
In this case it would be best to call the first of these JONESO00. The reason for making the codes
similar for members of a group is that it is possible to select only the members of the group by
either using the FIND facility (described later) or by entering the first few letters of the code into the
Code box at the top of the window.

Other Data

Then enter all the contact and address details, set the required printing options and set the
discount requirements as described previously.

When completed, click 'Apply' to save the record. If you click 'Cancel’, the record will be lost.

This record can be edited at any time after this by double-clicking the entry in the customer list.

Editing a Customer Record
To edit a record, simply double-click the line in the Listbox containing the record, and the contents

of the record will be displayed in the same way as when you entered them as new. Now you can
change any entry and click 'Apply' to save the changes.
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= Editing Customer Record

Hep Notes
Delete Apply
= Record Cancel
& | «i» bl: v -
Code Company |CDCK 4ND FERRET Balance  |46.38
Title | Dept | VAT Mo | Credit Limit  {0.00 0 Days
Email |davidcapre@nthworld com Code of Invaice 4/ |CAF it Bl ity Dlsmints
. Discount Aot
First ,7 =
Lestitlens Hames nwx  [oo B[RS
Address 1 [HIGH STREET W I Group 2 | 0.00%
Address 2 | Create export for Remate Ordering ‘ 0.00% I—D 7] Group 3 0.00%
Address 3 | ’70_0070 ,70.00 Group 4 | 0.00%
0.00%
Toan [ELASSHOUSES Acsount Type 0.00% X Group 5
NORTH YORKSHIRE 0.00%
ey | "WEEKLY - [~ Awverage Deliveries Eiwip®
Postcode | Delivery Comments here. ‘an Round Group 7 | 0.00%
Country Tems |1 AN 4 :l' Group s | 0.00%
Telephore | [ Price List |4 Drap Mo ’U_ Group 3 | 0.00%
Fax Delivery Address Last Updats
[~ Different from Inv Address ’T ; ’W + 201
Cracument Printing O ptions B TP
I Prirt Disc: on Del [ NoBalonlny Iv Priet Comments on Del
[v Print Prices on Del ™ Print Motes on I ™ Print Motes on Del
[~ WHS [ Ind Nate on Inv r
[~ Dnelnv perDel [ Simple Invoice r
r [v 4504 Del Mote r

Delete Customer Record

Click 'Delete Record' to remove the record for this customer from the database. You will not be
allowed to do this if the customer owes money or has orders outstanding. The customer record will
not be completely deleted but will be put into a temporary holding file from where it can be restored
if required.

Next/Prev Record €@

The two buttons that appear at the top of the displayed record, with arrows <-- and --> allow you to
move to view the previous record or the next record in the list. Before moving on to the next/prev
record, it will save any changes that you have made to the current record. These buttons allow you
to step through the records, making changes, saving the changes and moving on to the next
record using just one button click.

Show Customer Special Prices

If the customer has any special prices set up, clicking this button will display the special price list.
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2. Print Customer's Price List

CAF COCK AND FERRET Print

Back
List
Fot

Double-chick an item to delate 1t

2135 SMALL BROWN LOAF 0.5766 0.&407
4138 SMALL ZRAN LOAF 0.5861 0.6512
A140 SM GRAN THICE 0.5898 0.6554

This shows the products that have special prices, for this customer. The first price is the special

price and the price in the second column is the standard price. You can print this list by clicking the
'Print List' button.

Statement £

You can see the current statement for this customer by clicking the button with the pound sign on
it.
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Cock And Ferrei
High Street
Glasshouses
North Yorkshire

27/04/2011

7 WOODFARK AVENUE
ENARESBOROUGH - HOETH TORESHIRE - HGS SDJ
Tel 01423 862247  Fax. 01423 860438
e-mail: DAVIDCATRE@AOL .COM

STATEMENT

Invoice No.100153

dated 30/03/2011 CAF

value £ 5323

oK

Print
Page-» Zoom+
Page <- Zoorm-

=]

This can be printed out by clicking 'Print'. However, if you do not wish to print it, click 'OK' to return

to the customer record.
Customeron’

STOP'

You can set a customer on 'STOP' to inhibit any orders being placed, either for a limited time, or
indefinitely. To do this, tick the 'STOP" tickbox.
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= Editing Customer Record

Help Notes D
elete Appls
ay e PRy Cancel
«® B= v <
Code Company |CDCK 4ND FERRET Balance  |46.38
Title | Dept | VAT Mo | Credit Limit  {0.00 0 Days
Email |davidcapre@nthworld com Code of Invoice A/C |CAF Price Breaks Broup Discounts
. Discount Aot
First ’7 =
Last Mame Mames ’—_‘ To% ’—U.Eﬂ Group 1 [10.00%
Address 1 [HIGH STREET W W Group 2 | 0.00%
Address2 | — Gioup3 | 0.00%
Create export for Remate Ordering 0.00% 0.00
Address 3 | ’70_0070 ,70.00 Group 4 | 0.00%
0.00%
Toan [ELASSHOUSES Acsount Type 0.00% X Group 5
NORTH YORKSHIRE 0.00%
ey | "WEEKLY - [~ Awverage Deliveries Eiwip®
Postcode | Delivery Camments here. “vam Round Group 7 0.00%
Country Tems |1 VAN 4 :l' Group8 | 0.00%
Telephore | [ Price List |4 Drap Mo ’U_ Group 3 | 0.00%
Fax Delivery Address Last Updats
[~ Different from Inv Address ’T ; ’W + 201
Cracument Printing O ptions T
. || ST A 13
I Prirt Disc: on Del [ NoBalonlny Iv Priet Comments on Del
|v Frint Prices on Del [ Print Notes on lry [ Print Motes on Del x Ta 1
[~ WHS [ Ind Nate on Inv r
[~ Dnelnv perDel [ Simple Invoice r
r [v 4504 Del Mote r

Then click the 'From' and 'To' date buttons to set the start and end dates of the 'STOP' period. This
can be for a holiday period over which the customer will not require orders to be placed.

This can also be used by Credit Control to cease orders until the customer puts his account in
order. To do this, just set the 'From' date and leave the 'To' date unset.

Find

There may be occasions when you want to select only a certain type of record - eg all the
customers situated in a certain town. To do this, click the 'Find' button and then fill in the fields that
have to pertain to the selection. For instance, to select all the customers in Harrogate, you would
just enter the name Harrogate into the Town field and click 'Apply'. The Listbox will now be shown
containing only the customers with Harrogate as a town name in their record.

For this to work to its best effect, it is important that all records are entered in the same format.

For example - The county of North Yorkshire must always be entered as North Yorkshire, and not
as N Yorks or any other variant, or, if you use a truncated version like N Yorks, all entries must be
done in this way.

Also do not use punctuation in data fields as this can cause sorting problems. N Yorks is not seen
as the same thing as N. Yorks, for example. Similarly, the use of commas in the address lines
should be avoided as these can cause confusion when data is exported into comma separated
files.

Print List

Use this button to print a list of all the customers' details. This will print the details of all the
customers displayed on the screen - ie you can make a selection of customers and print details of
just that selection.

Alternatively, you can select a single customer on the list by clicking it, or you can select several by
holding down the CTRL key after you have selected the first customer, while you click more
customers.

To select a contiguous block of customers, select the first one in the block, then hold down the
SHIFT key while clicking the last one in the block. To deselect a customer after several have been
selected, hold down the CTRL key and click the customer to be deselected.

Print Labels

Use this button to print address labels for the selected customers. If none is selected, it will print
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labels for all customers in the Listbox.
Before printing you will be shown the following window :-

= /Label Printer |:||E| g|

Start at 1 Apply Cancel |

Label Dimensians

Top Selvedge Iﬁ
Mo of Rows I?i
Row Spacing IF
Mo, of Colurnns |37
Column Spacing IT

This will allow you to start printing at any position on the sheet by setting the start row and column.
This is so that you can use partially used sheets. Set row and column and click 'Apply' to print.

The format of labels on the sheet can be set by editing the entries in the boxes under 'Label
Dimensions'. The default sheet has 7 rows and 3 columns of labels with a top selvage of 0.28
inches.

If you prefer to use a different label sheet, you will need to change these parameters to match the
new sheet. If the top label goes to the edge of the sheet, you will have to set the 'Top Selvedge'
value to zero. However, it is a good idea to use labels which have a top selvedge as most printers
do not print right up to the top edge of the paper and some of the printing might be lost.

You will also have to change the Row and Column Spacing if this is different. However, once set,
this will not to be changed as long as you use the same label sheets.

Mail Merge

First select all the customers to whom you wish to send the letter, then click the 'Mail Merge'
button. You will first be asked if you want to print letters for all the customers selected. Click 'Yes'.
Alternatively, if you haven't selected any customers, you will be asked if you want to print letters for
ALL the customers in the Listbox. Click 'Yes' or 'No' as appropriate.

After clicking 'Yes', you will be given a list of your pre-prepared letters which you will have entered
using the UTILITIES/LETTER WRITER section.
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In the above example there is only one letter listed. In practice you may have many pro forma
letters prepared. Double-click the one you want to print and the printing will start. A copy of the
letter will printed for each customer in the Listbox (that has been selected) personalised for each.
The customer's name and address will be printed in the correct position for it to show through the
window in a window envelope.

Depending on the name entry in the customer record, the salutation will be formatted to suit. If
there is no name entered in the record, the salutation will be Dear Sir/Madam. If there is only a
surname or an initial and a surname, the salutation will be Dear Mr Surname. Unless entered
differently, Mr. will be used, but if you have changed this default to Mrs, Ms, Dr, or anything else,
that will be used instead, ie Dear Ms Smith. If a first name is entered into the customer record, the
salutation will be Dear 'First Name'.

All these settings are done in the Customer Maintenance section and are peculiar to each
individual customer.

See the 'Letter Writer' section to see how the letter text is entered. This is, in fact just a block of
text which is formatted to fit the paper at the time of printing.

Notes

This button gives you access to the system diary or Memo Pad where you can leave a note to
remind yourself or others that an action is required at a future date.
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2. Memo Notepad

Enter your message here

Exit

Print Cancel Apply e
List
s o
o \/

To enter a new mema, 2et the date when the mema should appear, then enter the
Sl P | D [Eli mezzage in the top bow, Click "APPLY" to 2ave.

NO MESSAGES FOR TODAY

Enter your message in the top box, set the date when it should show, and click 'Apply' to save it.
This id the screen that appears whenever you start Wholesaler. Any messages for the day will
appear in the main box. If there are no messages it will say so as in the example above.

Exit notes when completed. You can enter several notes for the same or different days.

User

The user button displays the record, in the form of a customer record, containing the details of the
user. That is the name and address of your company. You can change the details yourself with the
exception of the company name which is set by us when we register your software. If you need to
change your Company Name for any reason, you will need to inform us and we will make the
change to our records and send you a new registration.

The Company Name and address will be printed at the top of your letters and other printed
documents, ie invoices, delivery notes and statements. Settings for this, such as positioning and
font size and type can be set in the UTILITIES section.

If the company name is not to be printed because you want to use your company logo instead, you
would have to ask us to reregister your software with an'' leading the Company Name. This will
inhibit printing of the name.

If a logo file is not present in the c:\aws32 folder, no logo will be printed. To include a logo, you
must send us your logo artwork so that we can create a logo file for you.

2.4.2.2 Supplier Maintenance

Supplier Maintenance is basically the same as Customer Maintenance with reduced facilities. Click
the 'Supplier Maintenance' button to get the supplier list. The main purpose of the Supplier
Database is for use in ingredient ordering.
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= Supplier Database Browser for COMTECH SOF TWARE

Print Print
List Labels

oA ==
j— =

All the buttons do exactly the same as their equivalent in the Customer Maintenance section.

Editing Supplier Records

Double-click the item in the list that you want to edit. This will give you the supplier record, which
will be reduced to the essential name and address fields, but otherwise is the same as the
Customer Record.
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2423

= Editing Supplier, Record

Help
N?._E.?s I@l:g:r? Apply Cancel

—— | o v <

Code Company |PATELY ERIDGE FLOUR MILLS

Tite | Dept | YATHo |

Email | Code of Invoice A/C [PEFM
First
Last Mams Naml::s

Address 1 |1 ZAWEST STREET

Address 2 |

Address 3 |

Town |PATELEY BRIDGE

County [NORTH YORKSHIRE

Postcade |
County |
Telephore | [
= Last Update
IS R ==

All buttons that appear on this screen work in the same way as their equivalents on the Customer
Record.

Product Maintenance

This is the basis of your whole operation and is the complete list of your products including their
price and stock level.

Product Codes

Each product has a unique code to identify it and it is important to choose these codes so that they
can be easily remembered for quick access, and also in such a way as to facilitate selection into
product group types, eg breads, cakes, etc.

The code can have up to 9 digits (letters or numbers) and it is preferable for all codes to be of the
same length, though this is not essential. A good method is to set the first digit to represent the
main product group, eg B for bread or C for cakes etc. Then the second digit to represent the sub
group, eg L for loaf or R for rolls etc. Then the next digit could specify the flour type, eg W for
white, B for brown, G for granary etc. The remaining digits could specify factors such as large
medium or small or number in the pack.

So, for example, RWL0006 could mean large white rolls, 6 to a pack. There are many variations on
this depending on your products.

Now, if you enter 'R' into the quick select box, all the rolls will appear in the listbox. If you add a 'W'
then the list will be reduced to include only the white rolls. The purpose of this is to allow you to do
a block price change, so that if all white rolls were to increase by 3% you could apply this price
increase to just those products.

To enter the Product Maintenance screen, click the 'Product Maintenance' button on the Data
Maintenance screen. This will produce the following screen:-
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tabase Browser for C

Help | Cale Full Print Change Export New Back
- List Lahels Code Prices Product
otes
== [ -
=l — HE
Code || Desc | Pack | Wweight | Uatd | J Country |
[~ Owveride Code Comection Barcode
Frice Calculator
Code Description Ot Price Stock
? Y Cost Selling Price

alzo LARGE U/M LOAF 1 0. 75000 0.00
A1204 HEW TEST PRODUCT 1 1.00000 0.00 Markup %
a1zl SMALL U/M LOAF 1 0. 58500 0.00
21215 SMALL WM SLICED 1 0.58500 0.00
al2z LARGE /M SLICED 1 1.02000 0.00 Frice Informatior
1123 i 0.00000 6.00
alza LG WHITE SLICED 1 1.03740 85.00 List Pric2 1
A124h DOUELE SLICED PACK z 1.41750 -5.00 lListPrice2 | 00000
2125 LG WET THICK 5L 1 1.03740 83,00
a126 LARGE BROVN LOAF 1 0.92400 -38.00 ListPice3 [ 000000
1127 LG BROWN SLICED 1 0.94500 74,00
2128 LG EROVN THICK 1 0.94103 90,00 List Frice 4
alz3 GRAN LARGE 1 0.97125 17.00
A129-T TRAY GRAN LARGE 10 8,97750 -6.00 List Price 5
A130 GRAN LG SLICED 1 0.98193 55.00
2131 GRAN LG THICK 1 0.97938 87,00 By Ty Disc Group |0
A132 SMALL WHITE LOAF 1 0.61968 85,00
a133 SM UHT SLICED 1 0.63031 53.00 vat | [=]
2134 SM WHT THICK 1 0.62505 83,00
A135 SMALL BROVN LOAF 1 0.64071 113.00
B136 5M EROWN 5LICED 1 0.64591 48,00 Machine [ ProdGroup [U
2137 SM EROVN THICK 1 0. 64486 103,00
LL3E SMALL GRAN LOAF 1 0.65115 95,00 Stock Control
21339 SM GRAN SLICED 1 0.65641 64,00 StockLevd | OO0
A140 SM GRAN THICK 1 0.65536 113.00
ELOO WHITE COB LG 1 0.21000 0,00 MinGtockLevel | COD
ELOL BROWN COB LG 1 0.22050 0.00
ElOZ GRAN COB LG 1 0.23L00 0.00 Bk S
ELO3 WHITE COB SM 1 0.15750 0.00
EL04 EROWN COB SM 1 0. 16500 0.00 Lead Time
ELOS GRAN COB 3M 1 0.17850 0,00
B334 WHITE COBS 6 PACK 6 1.03169 108,00
B335 EROWN COES 6 PACK & 0.9781% £4.00 d
B335 GRAN COBS 6 PACE & 1.07724 45,00 r
B337 WHITE COBS SM 12 PR 12 1.31510 117.00
E338 EROVN COBS SM 12 PE 1z 1.32468 25,00 >

If you have already entered some products into the product database, these will appear in the blue
listbox, as shown above.

Entering a New Product

Click the 'New Product' button to get the empty database record.
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= Entering New Record

Help Calc Delete Export Apply
1 Ttem Prices Cancel
Notes
g il £££ mp- \/ >
Code || Desc | Pack |1 Weight | Lok |Unil j Country |
[ Overide Code Comection Barcode

Price Calculator

Cost Selling Price
Markup %

Code Description Oty Price Stock,

Price Information
List Price 1 | 0.00000

List Price 2 | 0.00000

List Price 3 | 0.00000

List Price 4 | 0.00000

List Price 5 ’W
Per Tray Dise Group F
0 yaT [00% |

Machine |0 Prod Group |0
Stock Controt

Stock Level 0.00
Min Stock Level 0.00

Batch Size 0.0o0

Lead Time |1

Iv For Sale
[ Mis

Enter the data as follows :-

Code

Enter the unique code for this product. Care should be taken to make this meaningful. See notes
above. If the code already exists you will not be allowed to use it and will have to enter an
alternative. Spaces or non-alphanumeric characters are not allowed and these will be removed
automatically as soo as you press the tab key to move on to the Description field.

Description

Enter a concise description of the product, but keep the description as short as possible. The field
allows up to 40 characters, but there is not room in some of the screen displays and printouts to
show the full description, which will be truncated to fit. Do not use punctuation in the description as
this can cause problems when exporting data to Excel or CSV files.

Hit the TAB key to move to the next field.

Pack

Enter the number in the pack. This defaults to 1 if you don't enter anything different.

Weight

Enter the weight of the item in kg. This is not essential, but can be of use if you wish to know the
total weight of an order.

Unit of Measure (UoM)

Click the dropdown box to get a selection of available units. The choices are Unit, Tray, Box, Pack,
kg, gm, Litre or Metre. The most common used are Unit and Pack.

Country

Mostly ignored, but can be used to indicate the Country of Origin if required.

Price Information

You are allowed up to 5 Price Lists. Price List 1 is the standard price list and the others are used
for special customer groups who get preferential prices. If you are only using Price List 1, leave
the other Price List boxes at zero. They will automatically be set to the same figure as Price List 1
when you click Apply.

Enter the product selling price into Price List 1 box in GB£ (unless a different currency is being
used) with up to 4 places of decimals for the pence. If the price is 55p (for example) you would
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enter 0.55. You can enter prices to 4 places of decimals, if required, though 2 places would be
more normal.
If you have a different price for the other price lists, enter these into the relevant boxes.

Discount Group (Disc Group)

You can enter the product into a particular discount group, if required. These are numbered from 1
to 9. Usually you would put different types of product into specific discount groups. For example,
you might put all your breads into Discount Group 1 and cakes into Discount Group 2, etc. Then
each customer can be allocated a different discount for each type of product.

Per Tray

If the product is sold in a tray, enter the number of items per tray in this box. Otherwise leave as
zero.

VAT

Most bakery products are zero rated, and this is the default setting for VAT. However, if a product
has VAT applied to it, select the rate from the dropdown list.

Machine
For the sake of analysis, if a product is made on a particular machine, or department, you can set
the machine number here.

Product Group (Prod Group)

This is similar to the Machine category above, though more general. Products can be allocated to a
Product Group so that individual production lists can be produced. For example if all breads and
rolls are made in a separate department from cakes, then if you set the Product Group of breads
and rolls to '1" and cakes to '2', you will be able to print the production lists for these separately so
that each department can have its own list.

Stock Control

With a new product, the stock level will probably be zero. However, if you have already produced
some stock, you can enter these into the Stock box.

If you wish to be alerted when the stock level drops below a certain figure, enter this Min Stock
Level into the box.

Batch Size

This is an important parameter if you use the Recipes Section. The batch size is the number of
items that can be produced from a standard mix. For instance, you may be able to produce 100
large loaves from 1 standard dough mix. In this case the Batch Size would be set at 100. However,
you might be able to make 250 large rolls from the same dough mix. So, in this case, the Batch
Size would be 250. Otherwise you would leave the Batch Size as 1.

For more detailed description of this facility, see the Recipes Section.

Lead Time

Lead time is normally set to 1 day, as this is normal for bread. That is, the bread is ordered the day
before the delivery. However, with some items, it might take longer to make them. For instance
cakes might take several days, so they would have to appear in the production lists several days
before they are required for delivery. In this case, set the Lead Time to the number of days from
start to delivery date. Default is 1.

For Sale

Some products might not be sold as they are, but might be used as part of another product. If this
is the case, the For Sale tickbox should be unticked. If the item is sold, as is, then the tickbox
should be ticked. This is the default condition.

As an example of items not For Sale, you might produce a bread roll to be sold in packs of 4 or 8
but would not be sold singly.

Mix

This tickbox is used to indicate that this product is used as part of another product. For instance, a
dough mix would be set up as a product but would be set as a Mix and the For Sale would be
unticked. That is, the dough mix would be for internal use only.

For Sale/Mix Examples

You might have a large white loaf which could be sold unsliced, thin sliced or thick sliced. So you
would create the Large White Loaf product and tick For Sale and Mix. You would then create
products Large White Loaf Thin Sliced and Large White Loaf Thick Sliced and tick For Sale and
untick Mix. You can now create orders for all three of these products and the delivery note and
packing schedule would show these as different items. However, if you set up the Recipes for
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these items as described in the Recipe Section, the production list will show the total number of
Large White Loaves required to produce all the unsliced, thick sliced and thin sliced loaves.
Barcode

If items are being sold to customers requiring EDI invoicing, each product will have an EAN
number (or barcode number). This should be entered into the Barcode box. If EDI is not used,
leave this box empty.

Enter or Discard Record

Click Apply to save the new record, or click Cancel to discard it without saving.

Editing an Existing Product

Double click the item to be edited in the Listbox. The following screen will appear :-

= Editing Product

Help | Cale Delete Export Apply
1 Ttem T Cancel
i ceom v | X
) Pack |'I Weight | 0450 Lok |Un|l j Country |
[™ Owerride Code Correction Barcode
Frice Calculator
Code Drescription Oty Price Stock,
Cost Selling Price

Allza1 FLOUR WHITE 0.4500 kg £0.1547
B31l4l TEAST 0.0120 kg £0.0075 tarkup %
C3346 WATER 0.3000 Litre £0.0015
E33z4 SALT 0.00596 kg £0.0024
E3350 IMPROVER 0.0036 kg £0.0059 Price Information
21133 ELECTRICITY 0.0015 Tnit £0.0001 . 102000
21133 ELECTRICITY 0.0250 Unit  £0.0015 Selicell
21134 MAN-HOURS 0.000L Un?t, £0.0005 List Price 2 | 1.02000
21134 MAN-HOURS 0.0030 Unit £0.0113
21135 SLICING 1.0000 Unit  £0.0020 LitPicz3 [102000
Total cost/Unit = £ 0.18759 List Price 4 | 1.02000

List Price 5 | 1.02000

Per Traw Disc Group |1
i yaT [00% |

Machine |0 Prod Group |0

Stock Control
Stock Level 0.00

Min Stack Level 5.00

Batch Size 1.00

Lead Time |1

¥ For Sale
[ Mix

If a recipe exists for this product it will be shown in the mauve box. All the other parameters will be
shown in the appropriate boxes and these can be changed as required, with the exception of the
Code.

Make the changes required and then click Apply to save the changes or Cancel to leave the record
unchanged.
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2.4.2.3.1 Controls

This section has a number of buttons which are used as follows :-

% Product Database Browser for, COMTECH SOFTWARE

Help | Calc Print Print Change Export New Back
- Lahels List Code Prices Product b
otes e -
........ == — wipi il
7 = o | B | = oo
Code Desc | Pack | wieight | Uahd | J Country |
[T Overide Code Comection Barcode
Price Calculator
Code Description a Price Stock
D v Cost Selling Price
a120 LARGE /M LOAF 1 0.75000 0.00 ~
A1Z0A NEW TEST PRODUCT 1 1.00000 0,00 Martkup %
2121 SMALL /M LOAF 1 0. 58800 0.00
A121% SMALL WM SLICED 1 0. 58500 0.00
al22 LARGE WM SLICED 1 1.02000 0.00 Price Informatior
a123 i 0.00000 6.00 )
INER LG WHITE $LICED 1 1.03740 85.00 List Price 1
21244 DOUELE SLICED PACK z 1.41750 -5.00 ListPice [oooom
alz5 LG WET THICK SL 1 1.03740 §3.00
2128 LARGE EROWN LOAF 1 0.92400 -38.00 ListPiced [ 000000
2127 LG BROWN 3LICED 1 0.94500 74.00
B1ZE LG BROVN THICK 1 0.94103 20,00 List Frice 4
a129 GRAN LARGE 1 0.97125 17,00
A129-T TRAY GRAN LARGE 10 §.97750 -6.00 List Price 5§
2130 GRAN LG SLICED 1 0.98199 58,00
£131 GRAN LG THICK 1 0.97988 87.00 e Tiaw Dise Grawp |1
A132 SMALL WHITE LOAF 1 0.61988 55,00
alaz S UHT SLICED 1 0.63031 53,00 vat | &l
a134 SM WET THICK 1 0.62505 §3.00
A135 SMALL EROVN LOAF 1 0.64071 113.00
1136 3M BROWN 3LICED 1 0.64591 49.00 Machine l_ Frod Group l_
B137 sM BROVN THICK 1 0. 64456 103,00
2138 SMALL GRAN LOAF 1 0.65118 95,00 Stock Control
a138 SM GRAN SLICED 1 0.65641 £4.00 StookLewel [ 000
Al40 SM GRAN THICK 1 0.65536 113.00
BLOO WHITE COB LG 1 0.21000 0.00 MinStock Level | D00
ELOL EROVN COB LG 1 0.22050 0,00
ElOZ GRAN COB LG 1 0.23100 0.00 Beeh S
ELOZ WHITE COB 3M 1 0.15750 0.00
EL04 EROWN COB SM 1 0.16300 0.00 Lead Time:
BLOS GRAN COB SH 1 0.17850 0.00
E334 WHITE COES 6 PACK & 1.03L6% 108,00
B335 EROWN COBS 6 PACK 3 0.97819 £4,00 ~
E336 GRAN COES 6 PACE & 1.07724 45. 00 r
B337 WHITE COBS SM 12 PK 12 1.31510 117.00
B338 BROWN COBS SM 12 PR 12 1.32468 25.00 v

The buttons are arranged along the top of the screen as shown above.

New Product
Click this to enter a New Product. See Product Maintenance section.

Export Prices
This is a facility that exports a file to the wsaler\edi folder for use in updating certain till systems.

Change Code

As explained in an earlier section (Editing Product Record), the code cannot normally be changed
as it is used to identify the product, uniquely, and is used to link to the other databases. However, it
is sometimes beneficial to change a product code, and this can be done by clicking the 'Change
Code' button. This will bring up another screen :-

= Change Product Code E][E|E|

Insert Mew Product Code

Code of Product to be replaced |
Mew Code |

Apply | Cancel |

Insert the code to be changed in the top edit box and the preferred code in the lower box and click
apply. If the new code already exists, a message box will inform you and clear the New Code box
to allow you to enter another option. Click Apply to change the code and this will trawl through all
the databases and replace the old code with the new one.
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24.2.4

Make Selection of Products

It is possible to list only the products in a particular group by entering letters/numbers in the Code
box. If you enter a letter 'B', the listbox will immediately show only the products whose code begins
with 'B'. If you add a figure '1', it will then show all the products whose code begins with 'B1', and so
on. This is why you were advised to select your codes with care in an earlier section.

Print List

Click this to print the contents of the listbox. This may only be a part of the full product list if a
selection has been made by entering characters into the Code box.

Print Labels

This section is not included yet. However, when completed will allow you to print labels to be stuck
onto product packaging.

Full List
Click this to show the full product list. This has the same effect as removing any characters that
have been entered into the Code box.

Notes
This is the same as the Notes button in Customer Maintenance/Controls.

Calc

Click this to show the weight calculator, which converts Ibs ozs to kgs and vice versa.

= Weight Calculator

GroupBox1

Ib |1 oz |4 <—> kg| 0567

Enter value to be converted
and click Apply

Cancel | i Apply

Enter the Ib and ozs and click Apply to get the figure in kg. Alternatively, enter the weight in kg and
click Apply to get the Ib oz equivalent.

Price Calculator

This will enter the cost, selling price and markup when you edit a product (if it has a recipe to allow
the cost to be calculated). You can then change the markup and it will calculate a new selling price.
This is purely a calculator, and if you wish to implement the price change you will need to enter the
new price into the required Price List box.

Ingredient Maintenance

Before recipes can be entered, it is necessary to enter the ingredients that go into making your
product list. These will be the raw materials such as flour and water etc., but can also include items
such as electricity and labour charges which will have a bearing on the product cost.
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Help Calc:
Full Print ANernative New Find Back
List List Ingredient Ingredient
Tass - B | B A2 |
Code '7 Description | Unit of Measure ’—_|
Supplier [ Jﬂ
Code Diescrigtion Unhd Cost Stock Stack Contral (UM}
41120 FLOUR TEMP kg 9.8980 100.00
ri1z1 FLOUR WHITE kg 11.1100 31939.00 Stock Lewvel
A1122 FLOUR BROWN kg 0.3838 60.00
a1123 FLOUR GRAN kg 1z.0998 30863.00 hinimum Stock
22213 PORK PIE LG Unit 0.3535 76.00
A2214 PORK PIE SMALL Unit 12.2745 480.00 Furchase Gty
B3141 YELST kg 3.2875 40.40
c113z MILK Litre 0.8028 191.70
C3346 WATER Litre 0.00s0 573.05 Cost Information
D1000 PORK - LEAN kg 323.2000 750.00 (Purchase Quarniity)
D1100 FAT - PORK kg 50,5000 350.00
D1200 LARD kg 45,4500 500.00 [ommm
11423 FAT kg 4, 6127 13.95 Cost
E1000 RUSKS kg 30,3000 150.00 e =]
E1100 SELSCNING kg 60. 6000 500.00 VAT
E3324 SALT kg 1.2524 43.34
E3325 SUGAR kg 2.5250 348.40
E3350 IMPECVER kg 1.6433 5.73 Frice Changes
Fi000 PLASTIC WRAP Unit 15.907%5 -9920.50 Percentage Price Change for
F1100 EOX TYPE 1 Unit 1z.1z00 -4358&.00 Ingredients in Listhox
F1z200 BOX TYPE 2 Unit 14.1466 -3128.00
HODO1 BEST HAM kg 3.2320 -186.00
71133 ELECTRICITY Unit 0.0606 -206.25 .
21134 MAN-HOURS Unit 3.8064 -116.71 EliEER Rt S o %
z1135 SLICING Unit 0.0020 -10948.00
Adjust Price Lists to reflect
costchanges
Change Prices

The above screen shows a typical ingredient list. As with all database members, ingredients
require a unique code. These should be chosen with the same care as the codes for the products.

Entering a New Ingredient

Click the 'New Ingredient' button to obtain an empty database record. Enter the record fields as
follows;-

Code

Enter your chosen code for this ingredient and press the tab key to move on to the next field. If this
code already exists, a window will appear to inform you. If this is the case, enter new code and
press the tab key again.

Description
Enter a description of the ingredient, but keep it as concise as possible for the sake of clarity.
Press the tab key to move on.

Supplier
Select a supplier from the dropdown list. These will be taken from you Supplier Database. Press
the tab key to move on.

Unit of Measurement (UoM)

Select a unit of measurement from the dropdown list. For example, if you buy and use flour in kgs,
select the kg option. Press the tab key to move on.

Stock Level

If you already have stock of this item, enter the amount of stock that you have in the Units you
have selected. As you use the ingredients the amount used will be removed from the stock figure
and will be flagged up, when you print the production lists, if there is likely to be a shortage. Press
the tab key to move on.

Minimum Stock (Min Stock)

Set this to the level you do not wish the stock level to drop below. Set something for this for all
ingredients that that can run out, even if you are not using the stock control. For ingredients on
constant supply, such as water, electricity and labour, set the Min Stock to zero so that it won't be
flagged up as being short and the actual stock level will not be reduced with use. Press the tab key
to move on.
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Purchase Quantity
Set this to the typical quantity quoted for. If you are given the price for 50 kg bags, for instance,
then enter 50.00 into the Purchase Quantity box. Press the tab key to move on.

Cost

This is the cost for the purchase quantity. It doesn't mean you have to buy just that quantity, but it
allows the programme to calculate the cost per kg. Press the tab key to move on.

VAT

Select the VAT percentage from the dropdown list. The default is zero as this is most often the
case with foodstuffs.

Save the New Record
Click 'Apply' to save the new record. This will now appear in your ingredient list.

2.4.2.4.1 Controls

There are a number of buttons at the top of the screen which have the following uses:-

Find

This allows you to make a specific selection of items from the list. Click the 'Find' button and enter
the details for the selection. Click 'Apply' to make the selection. For example a single letter in the
Code box will select all the ingredients starting with this letter. If you were to enter A11, for
example, it would list all the ingredients with codes starting A11. You can do the same with the
Description box, or you can select a supplier from the dropdown box, in which case it will display all
ingredients supplied by that supplier.

Edit Record

Double-click the record in the list.

2. Editing Ingredient

Help Calc: Del
elete Appl
Record PPy Cancel
Notes » ¢ ><

Code '7 Description Unit of Measure m
Supplier [FEFM PATELY BRIDGE FLOUR MILLS 3 jﬂ
Code Diescrigtion Uakd Cost Stock Stock Control [Uah}
Stock Level 3193200
Minirmum Stock 300

Furchase Oty 3200

Cost Information

(Purchase Cluantity)
Cost | 117100
AT |00% -

Price Changes

Percentage Price Change for
Ingredients in Listhox

[0 o

Adjust Price Lists to reflect

costchanges

As you will see, the code cannot be edited though the other fields can be. After making the
changes required, click Apply to save them or click Cancel to leave the record unchanged.

Delete Record
While editing a record, the Delete button will be visible. Click this to delete an ingredient. If the

ingredient is used in a recipe, a warning message will tell you so and the ingredient will not be
deleted. You must now remove this ingredient from all recipes containing it. The easiest way of
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doing this is to replace it with an alternative ingredient. Then you will be able to delete the
ingredient.

Alternative Ingredient

After setting up all your recipes, you may want to change one of them to a different type or the
same type from a different supplier. If you use this option, it allows you to replace an ingredient with
an alternative one from the Ingredient List in all the recipes. When you click 'Alternative Ingredient’,
it will give you the following screen.

“ Replace Ingredient |:| |§| E'

Feplace Ingredient with alternative

Code of Ingredient to be replaced |

Code aof replacement |

Feplace 1 unit of original ingredient with  |1.000 unitz of replacement ingredient

Apply | Cancel |

Enter the code of the ingredient to be replaced in the top box, and the code of the ingredient that is
to replace it in the second box. If you require a different amount of the new ingredient enter the
proportion into the bottom box. Click 'Apply' to replace the ingredient. As an example, suppose you
wish to use a different type of improver. The new improver must first be entered into the ingredient
list and its code noted. You would then enter the code of the current improver into the top box and
the code of the new improver into the second box. Now suppose that you only require 80% of the
amount of new improver. Enter 0.8 into the bottom box. Click Apply and every entry of the original
improver will be replaced by the new improver and the amounts required will be adjusted to 0.8
times the original amount.

If you enter a code which is not in the ingredient list, and error message will appear.

Print List

This will print the ingredient list as appearing in the Listbox. This may be either the full list, or a
selection made using the FIND function. See above for making a selection of ingredients.

Full List

If a selection has been made, clicking this button will show the full ingredient list.

Notes, Calc and Help

These are the same as in the Product Maintenance section.

Change Cost Prices

If a group of ingredients have a percentage price change, the prices of these can be changed as
follows:-

1. Select the ingredients required using the FIND facility.

2. Enter the percentage price change in the box beside the 'Change Cost Prices' button.

3. Click the button and the price change will be applied to the selected products.

Adjust Price Lists to Reflect change in Costs

After changing the prices of ingredients, it is possible to change all the selling prices to reflect this
change in cost. Click the 'Change Prices' button to do this. NB This will not change the
Customer Special Prices.

Recipe Maintenance

This section is extremely useful in producing a meaningful production list. However, the
programme can be used perfectly well without the recipes being used, but we advise that you enter
the recipes as there is so much to be gained from this.

© 2014 Comtech Software



Main Menu 149

2. Recipe Maintenance

ﬁ Apply Back
Calc V b
Product
Code Description | Batch Size
Ingredient
Code Description ‘ Cluantity ‘ Uakd |
Alz0o + LARGE W/M LOAF Unit ~
Bi1zOd MEW TEST PRODUTCT TUnit
a121 * SMALL WM LOAF Unit
h1z1s # SMALL W/M SLICED Unit
122 * LARGE W/M SLICED TUnit
Alzg * LG WHITE SLICED Unit
hl1z4L DOUBLE SLICED PACK Unit
k125 * LG WHT THICE 5L Unit
hlze # LARGE EBROWN LOAF Unit
127 * LG BROWN SLICED TUnit
L1285 * LG BROWN THICE Unit
aizo * GRAN LARGE Unit
A129-T TRAY GRIN LARGE Pack
A130 * GRAN LG SLICED Unit
131 * GRAN LG THICE Unit
B132 * SGMALL WHITE LOAF Unit
A133 # SM WHT SLICED Unit
154 * M WHT THICK TUnit
L1335 * SMALL BROWN LOAF Unit
a136 # SM BROWN SLICED Unit
A137 * SM BROWN THICE TUnit
Al138 * SMALL GRAN LOALF Unit
A139 * SM GRAN SLICED Unit
A140 * 5N GRAN THICE Unit
E100 * WHITE COE LG Unit
BEi101 * BROWN COE LG TUnit
B102 * GRAN COE LG Unit
BE103 * WHITE COE SM Unit
B104 * BROWN COB SM TUnit w

The product list is shown in the blue box, and any product which has a recipe is marked with an
asterisk(*).

Entering a new Recipe or Editing an Existing Recipe.

Double-click the product for which you wish to enter or edit a recipe. If the product has an asterisk
next to it the existing recipe will be listed in the right-hand listbox.

To simplify the recipes, we must first start with the dough mixes. Make sure you have products
entered for each dough mix. These will be set as Mix and not For Sale. Let us consider a White
Dough Mix. Double-click the White Dough Mix in the product list.
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= 'Recipe Maintenance

ﬂ Print Delete Apply Editing
List Recipe (g

] | W v4

Praduct

Code Description | Batch Size

Ingredient

Code Description ‘ Cluantity ‘ Uakd |

Al1z0 FLOUR TEMP ko A |A11z1 FLOUE WHITE 45.000 ING
B11z21 FLOUR WHITE kg E3141 YEAST 1.z200 ING
n11z22 FLOUR EBROWN bids ] 23346 WATER. 30,000 ING
B11Z23 FLOUR GERANW kg E33z4 SALT 0.960 ING
B120 * LARGE W/M LOAF TUnit E3350 INFROVER 0.360 ING
aAlz1 * SMALL W/M LOAF Unit 21133 ELECTRICITY 0.150 ING
hlza * LARGE EBROWN LOALF Unit 21134 HAN-HOURS 0.01z ING
k129 * GRAN LARGE Unit

A132 # SMALL WHITE LOAF Unit

A135 * SMALL BROWN LOAF Unit

L1385 * SMALL GRAN LOALF Unit

hZZ13 FORK FIE LG Unit

2214 FPORK FPIE SMALL TUnit

B100O * WHITE COE LG Unit

BE101 * BROWN COE LG Unit

B102 * GRAN COE LG Unit

B103 * WHITE COE SM Unit

BE104 * BEROWN COE 3M Unit

B10OS * GRAN COE M Unit

B3141 TEAST kg

C1132 MILEK Litre

Czo1l * PORK PIE SMALL Unit

C3346 WATER Litre

Diooo PCORK - LEAN kg

Diioo FAT - PORE kg

Dizoo LARD kg

D1423 FLT bids ]

E1000 RUSKS kg

E1i00 SEASONING kg w

White Dough Mix

This shows the recipe that has been entered for the dough mix. Note that it is for quite a large
amount of dough. The amount is irrelevant, but should be the maximum amount that can be mixed
in one go in the existing machinery.

To add further ingredients, double-click the ingredient in the green ingredient list and enter the
quantity required. Then hit the RTN key or click 'Apply'. Click 'Editing Complete' when you have
entered all the ingredients required.

Large White Loaf

This would apply to any product that uses the white dough mix. The large White loaf has a batch
quantity equal to the number of loaves that can be made from one dough mix. The recipe for the
Large White Loaf would be as follows:-
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= 'Recipe Maintenance

ﬂ Print Delete Apply Editing
List Recipe (&
] | W v4
Praduct
Code Description | Batch Size
Ingredient
Code Description ‘ Cluantity ‘ Uakd |
Al1z0 FLOUR TEMP ko A (M350 WHITE DOUGH MIX 1.000 Mix
B11z21 FLOUR WHITE kg 21133 ELECTRICITY Z.500 ING
n11z22 FLOUR EBROWN bids ] 21134 HAN-HOURS 0.300 ING
B11Z23 FLOUR GERANW kg
B120 * LARGE W/M LOAF TUnit
aAlz1 * SMALL W/M LOAF Unit
hlza * LARGE EBROWN LOALF Unit
k129 * GRAN LARGE Unit
A132 # SMALL WHITE LOAF Unit
A135 * SMALL BROWN LOAF Unit
L1385 * SMALL GRAN LOALF Unit
hZZ13 FORK FIE LG Unit
2214 FPORK FPIE SMALL TUnit
B100O * WHITE COE LG Unit
BE101 * BROWN COE LG Unit
B102 * GRAN COE LG Unit
B103 * WHITE COE SM Unit
BE104 * BEROWN COE 3M Unit
B10OS * GRAN COE M Unit
B3141 TEAST kg
C1132 MILEK Litre
Czo1l * PORK PIE SMALL Unit
C3346 WATER Litre
Diooo PCORK - LEAN kg
Diioo FAT - PORE kg
Dizoo LARD kg
D1423 FLT bids ]
E1000 RUSKS kg
E1i00 SEASONING kg w

So the recipe for the large white loaf is 1 dough mix. This is because 1 dough mix will make a
batch of white loaves. The added ingredients at this stage are things like electricity and labour
charges. This will give you a much better control over the costs.

If the Large White Loaf is set as For Sale and as a Mix, it can be used as part of another product
such as a sliced loaf.

Large White Sliced
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= Recipe Maintenance

ﬂ Print Delete Apply Editing
List Recipe (&
L e v4
Praduct
Code Description | Batch Size
Ingredient
Code Description ‘ Cluantity ‘ Uakd |
Al1z0 FLOUR TEMP ko A |A1zZ0 LARGE W/M LOAF 1.000 Mix
B11z21 FLOUR WHITE kg Fio00o PLASTIC WRAF 1.000 ING
n11z22 FLOUR EBROWN bids ] 21135 SLICING 1.000 ING
B11Z23 FLOUR GERANW kg
B120 * LARGE W/M LOAF TUnit
aAlz1 * SMALL W/M LOAF Unit
hlza * LARGE EBROWN LOALF Unit
k129 * GRAN LARGE Unit
A132 # SMALL WHITE LOAF Unit
A135 * SMALL BROWN LOAF Unit
L1385 * SMALL GRAN LOALF Unit
hZZ13 FORK FIE LG Unit
2214 FPORK FPIE SMALL TUnit
B100O * WHITE COE LG Unit
BE101 * BROWN COE LG Unit
B102 * GRAN COE LG Unit
B103 * WHITE COE SM Unit
BE104 * BEROWN COE 3M Unit
B10OS * GRAN COE M Unit
B3141 TEAST kg
C1132 MILEK Litre
Czo1l * PORK PIE SMALL Unit
C3346 WATER Litre
Diooo PCORK - LEAN kg
Diioo FAT - PORE kg
Dizoo LARD kg
D1423 FLT bids ]
E1000 RUSKS kg
E1i00 SEASONING kg w

So the recipe for a large white sliced loaf is 1 large white loaf. There are also some extra
ingredients such as Plastic wrap and the slicing process.

Recipe Structure

So we start with the basic mix (dough mix) made up of the individual ingredients. This is used as
the main component of all the loaves and rolls etc., that use that dough mix. This simplifies the
contents of all the recipes that use the dough mix as you don't have to enter all the constituent
ingredients of the dough. Then the basic units such as the large white loaf or white bap can be
used as the main ingredient for sliced versions or multi-packs.

Ingredient 1 --|

Ingredient 2 --| |[--->Prod 1

Ingredient 3 --| [--->Prod 2 [--->Sub-Prod 1
Ingredient 4 --| >Mix 1 >|--->Prod 3/Mix2------- >|--->Sub Prod 2
Ingredient 5 --| [--->Prod 4 [--->Sub Prod 3
Ingredient 6 ---| [--->Prod 5/Mix3------- >|---->Sub Prod 4
Ingredient 7 --|

Delete Recipe
When a recipe is displayed (after double-clicking a product) you can delete the complete recipe by
clicking the 'Delete Recipe' button.

Edit or Delete a Recipe Component
If you need to remove an item from the recipe for a product, double click the product to display the
recipe.
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= Recipe Maintenance

R Print Del_er.e Remove Apply Editing
List Recipe Entry (5
| | M| £ v’
Praduct
Code '7 Description | Batch Size ’7
Ingredient
Code 21134 Description [MAN-HOURS Quantity |HIEIL Uat
Al1z0 FLOUR TEMP ko | |M350 WHITE DOUGH MIX 1.000 Mix
B11z21 FLOUR WHITE kg 21133 ELECTRICITY Z.500 ING
n11z22 FLOUR EBROWN bids ]
B11Z23 FLOUR GERANW kg
B120 * LARGE W/M LOAF TUnit
aAlz1 * SMALL W/M LOAF Unit
hlza * LARGE EBROWN LOALF Unit
k129 * GRAN LARGE Unit
A132 # SMALL WHITE LOAF Unit
A135 * SMALL BROWN LOAF Unit
L1385 * SMALL GRAN LOALF Unit
hZZ13 FORK FIE LG Unit
2214 FPORK FPIE SMALL TUnit
B100O * WHITE COE LG Unit
BE101 * BROWN COE LG Unit
B102 * GRAN COE LG Unit
B103 * WHITE COE SM Unit
BE104 * BEROWN COE 3M Unit
B10OS * GRAN COE M Unit
B3141 TEAST kg
C1132 MILEK Litre
Czo1l * PORK PIE SMALL Unit
C3346 WATER Litre
Diooo PCORK - LEAN kg
Diioo FAT - PORE kg
Dizoo LARD kg
D1423 FLT bids ]
E1000 RUSKS kg
E1i00 SEASONING kg w

Then double-click the item in the recipe that you wish to remove. This item will be removed from
the list and be placed in the green editing block. If you merely want to change the quantity, edit the
quantity in the edit box and click 'Apply'. However, to delete the item completely, click 'Remove
Entry' to delete it completely.

Print List

Click this button to print the recipe for the selected product.

Calc and Help
These buttons work in the same way as the same buttons on the Ingredient and Product
Maintenance screens.

Price List Maintenance

Besides being able to change the price of products in the Product Maintenance section, there is a
section solely aimed at handling Pricing.

© 2014 Comtech Software



154

Wholesaler32

Print Update
i Prices

Cake 280
28p

Print Special

Customer
election

fic

Code

Description |

Set New

Price Changes

L1z0
L1z0L
ia1z1
11215
A1z22
L1124
L1z4n
125
L1126
127
1125
1129
A1129-T
4130
131
L1132
4133
1134
1135
L1136
1137
41133
L1139
1140
E100
E101
E102
B103
E104
BE1035
E334

LARGE W/HN LOAF
NEW TEST PRODUCT
SMALL W/M LOAF
SMALL W/M SLICED
LARGE W/M SLICED
LG WHITE SLICED
DOUBLE SLICED PACK
LG WHT THICE 3L
LARGE BROWUMN LOAF
LG BROWM SLICED
LG BROWMN THICEK
GRAN LARGE

TRALT GRAN LARGE
GRAN LG SLICED
GRAN LG THICE
3MALL WHITE LOAF
3M WHT SLICED

3M WHT THICE
3MALL BROWW LOAF
3M BROWM SLICED
3M BROWN THICEK
SMALL GRAN LOAF
3M GRAN SLICED
3M GRAN THICE
WHITE COE LG
BROWN COE LG
GRAN COE LG
WHITE COE SM
BROWN COE SM
GRAN COE SM
WHITE COE3 6 PACK

HFODODOO0OO0OO00DO0DO0O0000000000000REKE RRODDIROD

. 7495
.oooo

5879
5880
0zo0
0374
4175
0374
9219
9450
9410
9709
9775
S520
9739
6197
6303
6251
6337
6459
64439
6502
65642
6554
2094
zzZ02
2308
1570
1677

- 1783

0317

0000000000000 000000N0000R+RREREDDROD

7495
0000
5879
5880
0z00
0805
4175
0374
9219
9450
9410
9709
9775
SB20
97939
6197
6303
6251
6397
6459
6449
6502
6564
6554
2094
2202
2308
1570
1877
1783
9707

D000 0000000000000 000000RKOIRDDROD

. 7495
Mulululu}

5879

. 5880
.0zoo
.9839

4175

.0z59

9219

.9450
.9410
.9v09
L9775
.95820
.9799

6197

- 6303

6251

. 6397

6459

. 6449

6502

6564
. 6554
.2094
.2Z02

2308

.1570

1677

- 1783

9602

0000000000000 000000N0000Rr+~OROO0RO

L5246
L0000

5249

L5880

0200

L9733

4175

L0153

9219

.9450
.9410
L8709
B =lrari=t
L3820
.8733

6137
6303
6251
6337
6459
6449
6502
6564
6554
1496
2202
2308
1570
1877
1783
2707

0000000000000 0000000000RKHRDDROD

.7495
Mulululu}
.5873
. 5880
.0z00
.0043

4175

.0049

9219

.9450
.9410
.9vo9
.9775
.98z0
.9793

6197

- 6303

6251

.6397

6459

. 6443

63502

6564
.6554
.2094
.Zz02

2308

.1570

1677

- 1753
-9602

Back
Global Price Change 0.00
[~ Fixed v % change
Clear Special List Dates ﬁ

N/ A N/ A ~
N/L NSL
N/ R N/ A
N/A MR
N/h NAA
N/ A N/A
N/L NSL
N/ R N A
N/ A N/ A
N/L NSL
N/ R N/ A
N/A MR
N/ Nfh
N/ A N/A
N/L NSL
N/ R N A
N/ A N/ A
N/L NSL
N/ R N/ A
N/A MR
N/ Nfh
N/ A N/A
N/L NSL
N/ A /L
N/ A N/ A
N/ N/ R
N/ A N/L
N/ N/ &
N/ Nfh
N/ A N/A
N/ Hih s

OO0OD0O0O0O0O0O0O0O0O0O0O0O0O0O0O0O0NO0000O0ROO0O0O0O0O0

L9294

{n]ululu}
5539

L5600

9700
95880
3500
9380
8780
a000
8962
9247
5500
9352
9332
53901
6003
53953
6093
6152
6142
6192
6251
6241
1994
2097
2198
1496
15393

L1698

9326

This shows the product list with the 5 price lists as well as the special price list.

Changing a single current price
Simply double-click the product in the list.
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. Editing Product

Print S pecial Apply Cancel
Code Price Changes
Description [SMALL WM SLICED Global Price Change | 0-00

Clear Special List Dates X

Price Change
List1 |0.58800 [ 000 a
List? |0.58800 [ 0.00 %
List3 |0.58800 | 0.00 %
List4 |0.58800 | 0.00 a
List5 |0.58800 | 0.00 o

Cost Margin

| [ %

Special Price
| 056000 | 000 %

First and Last Dates on which
Special Prices Apply

First M ﬂ
Last M ﬂ

[~ Hold Dates

Then change the prices as required and click 'Apply'. If you set or change a Special Price' you will
also have to set the dtart and end dates between which the Special Price will apply. Click the date
button.

,U;L,l Select Date
June 2011

Last Marnth Hext bonth

Last “'ear I et 'ear

Today (] 4

E1IELIET
T RS BEERR

Double-click the required date to set the date.

Setting a Global Price Change

Enter the required change. This can either be a percentage change or a change of a fixed amount.
Tick the required option. Click 'Update Prices' to make the changes. N.B. When the prices are
changed, existing orders will not be affected. These will remain at the prices applicable at
the time they were raised. The new prices will be applied to any order raised after the
change is implemented.

Setting Price Changes for Future Activation
You might want to set up a price list for implementation at a later date. This can be done by clicking
the 'Set New' button. This will bring up the following screen:-
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= Set New Prices in Advance of Price Change

NEW PRICES Print Prices Hald
Yy
Code Product Description -
|a1z0 LR GE Wit LOAF
Enter Mew Prices
List 1 List 2 List 4 List 5
[0.7500] [0.7500 == [0.7500 Apply iz ‘
W Include 1 ¥ Include 2 v Include 4 ¥ Include 5 Mext
LARGE W/M LOAF 0. 7500 a. a.

A1Z0A NEW TEST PRODTICT 1.0000 1.0000 1.0000 1.0000 1.0000

4121 SMALL W/ LOAF 0. 5380 0. 5380 0.5880 0.5250 0.5880

41215 SMALL W/M SLICED 0. 55880 0. 5880 0.5880 0.5880 0.5880

A122 LARGE W/M SLICED 1.0z200 1.0z00 1.0z00 1.0:200 1.0z200

Alz4 LG WHITE SLICED 1.0374 1.0805 0.9839 0.9733 1.0049

41244 DOUELE 3LICED PACE 1.4175 1.4175 1.4175 1.4175 1.4175

L1125 LG WHT THICE 5L 1.0374 1.0374 1.0259 1.0153 1.0049

A126 LARGE EROWM LOAF 0.9240 0.9240 0.9240 0.9240 0.9240

A127 LG EROUN SLICED 0.9450 0.9450 0.9450 0.9450 0.9450

A28 LG BROWN THICE 0.9410 0.9410 0.9410 0.9410 0.9410

4129 GRAN LARGE 0.971z2 0.971z2 0.971z2 0.9712 0.9712

4129-T TRAY GEAN LARGE 8.9775 8.9775 8.9975 8.9775 8.9775

4130 GRAN LG SLICED 0.9520 0.9320 0.9820 0.9820 0.9820

4131 GRAN LG THICEK 0.97939 0.97939 0.97939 0.97939 0.9799

4132 SMALL WHITE LOAF 0.6199 0.6199 0.6199 0.6199 0.6199

A133 SM WHT SLICED 0.6303 0.6303 0.6303 0.6303 0.6303

4134 SN WHT THICE 0.6251 0.6251 0.6251 0.6251 0.6251

4135 SMALL BROWM LOAF 0. 6407 0.6407 0.6407 0.6407 0.6407

L1356 SM EROUN SLICED 0.6459 0.6459 0.6459 0.6459 0.6459

4137 SM BROWN THICE 0.6449 0.6449 0.6449 0.6449 0.6449

A135 SMALL GRAN LOAF 0.6512 0.6512 0.6512 0.6512 0.6512

4139 SN GRAN SLICED 0.6564 0.6564 0.6564 0.6564 0.6564

4140 SM GRAN THICE 0.6554 0.6554 0.6554 0.6554 0.6554

E100 WHITE COE LG 0.z1o0 0.z1o0 0.z100 0.1500 0.2100

E101 EROWN COE LG 0.2205 0.2205 0.2205 0.2205 0.2205

E102 GRAN COB LG 0.2310 0.z310 0.z310 0.2310 0.2310

E103 WHITE COE S 0.1575 0.1575 0.1575 0.1575 0.1575

E104 BROWN COB SM 0.1680 0.1680 0.1680 0.1680 0.1680

E105 GRAN COE 5M 0.1755 0.1755 0.1755 0.1755 0.1755

E334 WHITE COES & PACK 1.0317 0.9707 0.9802 0.9707 0.9602

E335 BROWN COES & PACK 0.9752 0.9221 0.9124 0.9:216 0.9117 v

The first product will appear in the editing boxes at the top with the first list price highlighted.
Change this if required and press the tab key to move on to the next list. Repeat this for each price
list until you reach the last one. Now when you press the tab key it will save the current product and
load the next one with the first list price selected. If you only want to change a few product prices,
you can double-click the product to bring it into the editing boxes.

Changing Prices for only one of the Price Lists
There are tickboxes under each of the editing boxes. Untick any that you don't want to edit. For
example, if you only want to change Price List 3, that should be the only one ticked. Then the
selected price will be the Price List 3 price and when you hit the tab key it will move to the same
List Price on the next product.

Next/Prev
These buttons allow you to scroll up or down the list. This is useful if there are products that don't
need editing.

Apply

Click Apply to finish editing and save the current product prices.

Making a Selection

You can reduce the list by making a group selection. This can be useful if you are changing the
prices of only one type of product. This applies to only the bulk price changes and can also be
useful in printing price lists.

Enter a part code into the code box and the selection will occur automatically. The more characters
you enter, the shorter will the list be.

Print List

Click this to print a price list for the products listed. You will then get a window that allows you to
select the price lists you require to be printed.
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= |Select Price List

Tick. all Price Lists to be included in Printout

[v Include Price List 2

[v Include Price List 3
[w Include Price List 4
[w Include Price List 5

[w Include Special Price Lisk

Apply Cancel

Untick the lists that you don't want to print, then click Apply to print the list, or Cancel to abort the
printing.

Full List

Click this to restore the full list of products after a selection has been made.
2.5 Utilities

This is the main Utilities section.

® Utilities =1

Current Date/Time:

Help eturn
? 27/7/2012 - 11:09 E>

Letter Text Read Printer Set
Edito Transaction a Settings Preferences
I =
- — =2 i
e
# Dot (=] S——{

L |
&

1. Letter Text Editor - This section allows you to enter text for use in printing letters for mail
merging.

2. Read Transaction Log - This allows you to view the log that is recorded of selected
transactions.

3. User Admin - This allows you set the usernames and passwords of the permitted users of
the system and setting the areas of access they are allowed.

4. Data Admin - This section is for dealing with data problems, importing new prices, and
importing and exporting of data.

5. Printer Settings - This allows you to set margins etc., and logo colour for monochrome
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2.51

logos. The system will now handle full colour logos, so this facility is mainly redundant.

6. Preferences - This section allows you to set all the detailed preferences for the use of the
programme.

Letter Text Editor

There is a facility, in Customer Maintenance, for mail merging and printing letters. The body of the
letter is taken from a pre-prepared file and merged into a complete letter using the name and
address details of the customer.

The Letter Text Editor allows you to create the body of the letter. In this way, you can have a set
of standard letters that can be mail-merged quickly and easily.

™ Letier Writer [ (=) B3]
Help

New ‘ Open‘ Save ‘

New Letter - Click New to start a new letter. Enter the body text for the letter, i.e. all that comes
after the Dear Mr Smith.

Open Existing Letter - If you have already created a letter and want to modify it, Click Open.

© 2014 Comtech Software



Main Menu

159

Look jrc | £ &Ww/SMon

—— __histary =) Update-EDI 4] awsLogo.ltr 4] COUNTRYE.LTR | 14]E:
LJ [y awsdemno ﬂ agent. |k ﬂ awsSpinks. ﬂ court, by ﬂ El
Recent [ awsmnan ﬂ amnbrosia. Ity _ﬂ aws T Jkr _ﬂ cowdreys, |k ﬂ El
IC)Debug Build ﬂ anki-wirus, [tr j awsdl |k j Dralgektyl by ﬂ Er

@ [CEDT ﬂ antonis. lkr ﬂ awsudz2 Ik ﬂ dalgetty. ltr ﬂ e
[CEDI-Instal ﬂ argosl. Ik ﬂ awsUID, ey ﬂ davies1.Itr ﬂ e

Deskiop |55 Email_Req 1) argos. b 4| BEACH.LTR H|DAVIESLTR  |4]F:

M D t [helptest ﬂ awsblank.|tr ﬂ boyce. Ik ﬂ dernalett. lkr ﬂ Fl
¥ HREMMENS P it 4] awsClean. e |4 CBAKELTR A|ponKINLTR | 4]F
R [ InstBlanck ﬂ awsdemal. |k _ﬂ CD_ROMLTR _ﬂ Cudd. lkr ﬂ Fli
;)g (£ 3nlda ﬂ awsdema, by j cdri. Ity j Cuddingl Ik ﬂ Fl
My Computer [Cregdata ﬂ awsdemao-f.lkr j coults, |k j CUDDIMG.LTR ﬂ F
IC)update ﬂ awsinsk, |k ﬂ country, ke ﬂ duddInst, |t ﬂ fu;
R < >
. J
My Metwork  File name: |m ﬂ
Places
Filess of type: | Letter files * i) ~| Cancel

[Chhelp
[hhelp1

ﬂ atemnpl.lr
4] ATEMP.LTR.

[

j blankderna, ke
j boite. Itr

B er E-

j dawsan. |ty
4| DEMO.LTR

ﬂ Fi
4] Fle

™ Editing - C:\CBuilder6\MAWSMon\SAMPLE.LTR

New ‘ Open‘ Save ‘

Find | Replace

Double-click the letter you want to edit. All letter files have an extension of .lItr.

Spell Chack

[S=1ES)

Exit

This is a test letter for the "MAILMERGE" programme. The text is put into this section and the mailmerge routine adds the
names and addresses of the required selection, the date, and the letter head if required. All you have to do is enter the
text of the letter from BELOW the "Dear ...." and all the rest will be done by the Mailmerge routine. It will decide whether to
use the first name of the person to whom the letter is addressed or simply call him Mr. Smith etc. If you are writing to a
company and do not have a name to address the letter to, then the programme will enter "Dear Sir".
‘When you enter the text of the letter, do not press RTN at the end of each line. The text will automatically wrap round to
the next line as you type. Only press RTN when you reach the end of a paragraph. As you can see, if you view this letter
via the Letter Writer, it is not very tidy. But do not despair. This will be corrected during printing as the Mailmerge
programme fits these words to the paper that you are using, the type face and point size selected, and the margins that

you have set.

If you have a scanned logo this should be saved in afile called Iogosd.bmp in the working directory and will be
automatically placed at the top of the printed page in the centre. If you do not wish the logo to be incorporated, just remove

it from the directory.

Yours sincerely,

@

David C Ayre
Programme Author

The text can then be edited as you wish. In the example, you will notice that a @ is placed at the
beginning of the line below the "Yours sincerely'. This will be replaced by your signature. You will
need to scan your signature, in black and white, in .bmp format and place the file in the c:\aws32
folder. The file must be named bitmap.bmp.

Find and Replace - You can use the find and replace buttons to make quick changes to details in
the text.
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Replace

Find what: | Smith

Replace with: |J|:unes| Beplace

Replace All
[ Match whale ward only

EEl

Cancel
[ Match casze

Spell Check - There is a built-in spell-checker. Click 'Spell Check' to run the routine.

™ Editing - C:\CBuilder6\MAWSMon\SAMPLE.LTR

Help.

Save

New ‘ Open

Find | Replace Spell Check ‘ Exit ‘

This is a test letter for the "MAILMERGE" programme. The text is put into this section and the mailmerge routine adds the

Accept Word ‘ Add ‘
names and addresses of the required selection, the date, and the letter head if required. All you have to do is enter the
text of the letter from BELOW the "Dear ...." and all the rest will be done by the Mailmerge routine. It will decide whether to RTN
use the first name of the person to whom the letter is addressed or simply call him Mr. Smith ete. If you are writing to a
. dd B " - RON
pany and do not have a name to address the letter to, then the programme will enter "Dear Sir".
‘When you enter the text of the letter, do not press at the end of each line. The text will automatically wrap round to ROT
the next line as you type. Only press RTN when you reach the end of a paragraph. As you can see, if you view this letter RAN
via the Letter Writer, it is not very tidy. But do not despair. This will be corrected during printing as the Mailmerge RAT
programme fits these words to the paper that you are using, the type face and point size selected, and the margins that RET
h RUN
you have set.
If you have a scanned logo this should be saved in afile called logo32.bmp in the working directory and will be RUT
automatically placed at the top of the printed page in the cenfre. If you do not wish the logo to be incorporated, just remove RITE
it from the directory. RIOT
ROAN
Yours sincerely,
@
David C Ayre

Programme Author

The check will scan through the text and stop if it finds a word it doesn't recognise. A list of
suggestions will appear from which you can select an alternative, or if the word is all right you can
add it to the dictionary by clicking Add, or you can just accept the word by clicking Accept Word.
When you have finished editing, you must save the letter by clicking Save.
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Save Letter
Save jn; |@.&WSMDH ﬂ = ER-
= __histary =) Update-EDI 4] awsLogo.ltr 4| COUNTRYE.LTR | 14]E:
LJ [ awsdemno ﬂ agent. |k ﬂ awsSpinks. ﬂ court, by ﬂ El
Recent [ awsman ﬂ amnbrosia. Ity _ﬂ aws T Jkr _ﬂ cowdreys, |k ﬂ El
[C)Debug_Build ﬂ anki-wirus, [tr j awsdl |k j Dralgektyl by ﬂ Er
F—[: [CIEDT ﬂ antonis. lkr ﬂ awsudz2 Ik ﬂ dalgetty. ltr ﬂ e
- [CEDI-Instal 4] argas1.ltr 4] awsUD.ltr 4] davies1 .ltr 4] e:
Deskiop |55 Email_Req 1) argos. b 4| BEACH.LTR H|DAvIESLTR 4]
. Sahelp ﬂ atemnpl.lr j blankderna, ke j dawsan. |ty ﬂ Fi
{ i....-f helpt 4] ATEMP.LTR. 4] baite Ity 4| CEMO.LTR 4] fle
M [Elcu:uments [ahelptest ﬂ awsblank.|tr ﬂ boyce. Ik ﬂ dernalett. lkr ﬂ Fl
v [Shinstal #]awsCleantr  |14] CBAKELTR dooMkILTR [E]A
. [ InstBlanck ﬂ awsdemal. |k _ﬂ CD_ROMLTR _ﬂ Cudd. lkr ﬂ Fli
E_g £ Jnlda ﬂ awsdema, by j cdri. Ity j Cuddingl Ik ﬂ Fl
My.EDmputer [Ciregdata ﬂ awsdemao-f.lkr j coults, |k j CUDDIMG.LTR ﬂ F
[Chupdate ﬂ awsinst. ﬂ counkry.Jtr ﬂ duddInst. Ity ﬂ af
G - |
My Network  File name: [EAMPLE LT =l
Places
Save a8 hype: | Letter files [* ] ~| Cancel

If you are editing an existing letter, it will display the name of the file you are editing. You can either
save it with the same name to overwrite the existing file, or you can change the name and save it
as a different file.

Click Exit to close the Letter Text Editor.

2.5.2 User Admin

Wholesaler has the ability to limit the use of the programme to only those with allocated usernames
and passwords. The authorised users can also be limited as to which sections of the programme
they have access to.
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@) User Admin

Set Operator Passwords
sernanme | |
Password | |
Full Rights (Administratar)
[]=zales
[ ]accourts
] Production
[ oata admin
[ ]5tack Contral
’ Save ] [Cancel ] ’ Delete ]
’ MEw ] ’ Exit ]

If there are no users entered at this time, the first user will be entered as the Administrator with full
access rights. This is important as the only user must have access to the User Admin section to
be able to add more users. Enter the Username and their password and click Save. To add further
users, click New and enter the username and password and tick the boxes to the sections to which
they are to have access. Click Save to save the details.

To Edit a Username/password open User Admin and you will see a list of existing users.

&) User Admin E]

Douhle-click Username to
edit Password + Permissions

LAVID
FRED

[ Mew ] [ Exit

Double-click the user you wish to edit, or click New to add a new user.
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(=) User Admin g@

Set Operator Passwords

lsernarme FRED
Passwiord | eees

[ ] Full Rights { &drinistratar)
Sales

[ ]accourts

[ Production

[ ] oata admin

[ ]5tack Contral

l Save ‘ lCanceI ‘ l Delete ‘

You can then change the details to give more or less access, or change the password.
Click Delete to remove the user.
Click Cancel to leave the record unchanged.

Data Admin

This section contains a number of tools which deal with the database records.

®) Data Admin |ZHE|E|

Block Export Unlock Restore Apply Undo
E’;p\:;tﬂTE: Ex];uargteTu To Sage %ea%n o IF/ife:\:I ‘ Backup New Prices| |New Prices U]gl:taad
: = -
e (| s [ (é/ ]

Help - This displays the on-screen help files.

Restore CSV Data - If you have exported your data in csv form, it can be restored using this
section. This section should only be used with the help of Wholesaler Software personnel. N.B.
restoring data will always destroy the existing data, so it should only be done as a last
resort.

Export to WinAccs - If WinAccs is the accountancy package that you are using, this button will be
enabled to allow you to export the accounts data to WinAccs.

Export To CSV Files - This will produce export files in a comma separated format which can be
imported into Excel for printing and/or analysis. These files will be found in the c:\aws32 folder after
you have run the export routine.

Block Export To Sage - This will export all the historical data to Sage. The purpose of this is to
setup Sage if you start to use it after Wholesaler has been in use for some time.

Pay off all old invoices - This button can only be used with Comtech supervision. It is used to pay
off all unpaid invoices. This is when you have not been entering receipts via WSaler.

Clean Data - This routine can be run to check the integrity of the database and repair where
possible. It will also remove orders that still exist in the database after their delivery date.

Unlock Files - If the programme is closed abnormally due to a computer crash or loss of power, or
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by pressing Ctrl/Alt/Del to force the programme to close, file can be left locked. Click this button to
clear the locks.

Restore Backup - If there has been a computer malfunction and data has been lost, it may be
necessary to restore data from a previous backup. N.B. any work done after the backup time
will be lost and will have to be re-entered. Use this facility with extreme care.

Apply New Prices - When new prices have been set in the Price List section, they are stored in a
separate file ready to be applied when required. Click this button to Apply the prepared new prices.
Undo New Prices - If the new prices have been applied accidentally, the old prices can be
restored using this facility. It is not advisable to keep switching back and forth between the old and
the new prices.

Upload Data - This will upload a selection of your data to our website to enable us to analyse it for
you in the case of a problem.

Archive Records - Every so often the invoice file is archived. That is, all paid invoices over 60
days are moved into the archive file. However, the archive file will continue to grow as more
records are moved to it. When reprinting documents, the archive file is also scanned for old
records which can take a very long time if the file is too big. This button allows you to remove all
very old records into a separate ancient archive file to remove very old records from the search.
Click this button to get this screen:-

@ Archive Ancient Records

| x|
Super Archive Ancient Records

Restore Ancienk archives to main archive file

This will remove all invoice and delivery records If wou need to reprint docurments From an

Frorn the standard Archive File inko and Ancient

record file, Set the number of vears' data vou

wish to retain and then click start, The process
might take several minutes ko complete,

earlier time, wou can restore all the ancient

records into the current archive File so that
they are available For reprinting etc. They can
be remowved to the ancient file again when wou

hawe finished the reprinting by using the
facility in the box to the left,

Retain Years

| stat | Start

Set the number of years' records you wish to retain in the archive file and click start. The default is

1 year. All older records will be moved into a new file in the WSaler/ancient folder.

The process may take some time if the archive file is large, but a continuous display of the records
being processed will appear below the Start button. When completed, the count will stop changing.
Restore Ancient Records - Archives that have been removed to the ancient archive folder can be
restored if you need to reprint documents from earlier times. To do this click the 'Start' button in the
right-hand section. This will restore all the records from the ancient file and consolidate them into a
single archive file.

After reprinting the documents you can re-archive the ancient records as described above.
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2.5.4 Printer Settings

Part of this section is historical and is not required now.
@) Printer Settings E@E|

Help ack

0

Set Printer Fonts (For Letters)

Header || Address|| Text et @l e [ l=
Font Font Font B

This allows setting of fonts for document printing, margins, labels format and logo colour for the
older black and white logos allowing the logo to be printed in a block colour. it is now possible to
have full colour logos so this setting is redundant in that case.

2.5.41 Setting Fonts

It is possible to set the font type and size for document printing, however, it is best to keep the
address fonts and the text fonts as set, as it can cause problems with document format if fonts are
too large to fit all the content on the page.

The Header font can be set as required as this only affects the company name at the top of the
printed documents.
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Eont; Font ztyle:; Size:

Times Mew Raoman 1ol [talic 24 [ K ]

Times Mew Boman Fegular a2 S

T Tiranti Solid LET Italic
B Toledo Bold 26

B Toledo SF 1old [talic 28

(} Trebuchet M5 36

} Tiopical Script ETH E 43

(} Troutkings BTM A P

Effectsz Sample

[ Strikeout

= T

[ ] Underline f_l aBb }V z

Colaor:

| [ EE=3 L | Script:

|Western w |

Select the required font, style and size and click OK to save the setting. In the example above, the
company name will appear in Times New Roman lettering in bold-italic 24 point in size.

It is recommended that the address font is left at regular 8 point and the text font at regular 12
point.

2.5.4.2 Setting Margins

There is not much need to adjust the margins as these are mostly dealt with automatically within
the programme. When there is a logo, the company name will be positioned just below it. If, on the
other hand, you wish to overlap the name/address group with the logo, you can set the top margin
to the distance down that the company name must be printed. Otherwise the top margin should be
set to zero.
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@) Set Margins

2et Margins
- Set Position of Company name and address

T Y R You can override the position of the

address ko overlap the logo. This can address on the header by setting the
only be done when the logo is higher position below, If both are set to zero, the
than 2 inches. The left and right position will be set just below the logo. If

margins are only used Far lekker

Formatting though mostly chsalete, non-zero values are set, the address will

be positioned the set distance from the
top. The distance fram the left is

Top Margin | A inches measured from the centre of the text
block. This will happen whatever the

settings of the other margin parameters,

Right Margin [2.00 inches The main use of this setting is when vou

want the address to be printed over part
of the logo area or to one side of it

Left Margin |0.75 inches

alkernative Margin Settings

Top Margin (0.50 inches
Left Margin |2.00 s Diskance from top |0.00 inches
Right Margin |0.80 inches Diskance from Left (0,00 inches

Apply | Cancel

When printing letters, you are given the option of two sets of margins. Option A is the normal
setting while Option B gives a large left side margin for the address to be set at the side rather than
the top.

If you are using a full page logo, it is possible to position the company name and address anywhere
on the page by setting the values of 'Distance from the Top' and 'Distance from the Left' in inches.
The distance from the left is the distance from the left hand edge of the paper that can be printed,
to the centreline of the company name/address group.

2.5.4.3 Setting Labels
There is the facility for printing labels in the Customer Maintenance section. Adhesive labels can be

bought in sheets containing various sizes of label. The default type is A4 sheets with 3 columns of
7 rows with a top and bottom selvedge.

@) Set Label Parameters |: E X|

Label Dimensions

Top Selvedge | TSN | Inches
rumber of Columns |3

Murnber of Rows |7
Hotizontal Spacing  |2.75 Inches

Wertical Spacing |1.50 Inches

Apply l [ Cancel
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If you use a different label sheet format, you will have to change the dimensions in the boxes,
above.

2544 Logo Colour

With the latest version of WSaler (WSaler32) you can use full colour logos. The name of the file
must be logo32.bmp.

If you have a logo from the earlier version (logo.bmp) this will print in black and white. However,
you can change the colour setting so that it prints in a block colour other than black.

@) Set Logo Colour : E'E'

This section has been included for
backward compatibility. You can now
use full colour logos on your documents.

Set Logo Calour|  Logo Colour

Click 'Set Logo Colour' to get the palette screen :-

B azic colors:

M/ N NN
Hf MENNENENE
HE N NENENNN
HNMEEEENEN

Cusgtom colars:

[ Define Custom Colors > ]I

[ 1]8 H Cancel ]

Select the colour you require and click OK. If you require a custom colour, you can create those as
follows :-

1. Select one of the custom colours to change.
2. Click 'Define Custom Colors'.
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B azic colors:

M/ NN EN[
Hf NN NE
AN ENEN NN
HENENEENEN
AN EEEENEN
4 4 0 0 JbE I

Cuztonn colors:

Define Custom Colors >

1[ Cancel ]

| ok

Hug: | 160 EEd:EI
Sat: Green: EI
CalordSolid I:um: EIHE:

[ &dd to Cugtom Colors ]

Select the colour from the palette and then click 'Add to Custom Colors'. You can then select that

colour for your logo.

2.5.5 Set Preferences

There are many settings that you can customise to meet your special requirements in the

Preferences section.

&) Set Preferences

Printer Options Van Rounds
Enable Laser Quality Printing
[1Printer width - wide

[“Prod array Reversed

Enable Line Motes on Orders
[Cinchude Stock in Prod Lisks
[J1nciude Extras in Prod Llsts
[TPredict Prod Lists

[IEnable Tray Messages on Invoices

Accounts Export
[]Export to WinAces
[“]Export to SAGE

Ha, of Credit Note Copies

No. of Invice Copies

Mo, of Delivery Note Copies

End-of-Day Options
Backup Path

["JEnable Credi Limit in Days Backup Drive Letter

Hotes for Invaices and Deliveries

NHS Contract o,

~--3» Norminal Ledger Code:

12345678

Fixed Data

)
EZa—
E—

Threshold for reports £
Currency Units

Mext Invoice No.

Next Order Ho.

El 8,0, E,Fete

Hominal Account:

|Goods checked and recsived in gond condition

signed

Payment: Terms Set VAT Rates

1 |Paymere tems net 30 days

‘ Rate 1 oy
2 [Payment cash on defivery J 2
ate
3 [Payment terms net 60 days | ot 3
ate
4 [Paymient terms cash with order | Defadt

* °

Ho Deliveries

IF you wish ko suspend ALL deliveries for a period, set start and end
Discount dates below

Prompt Payment

o e Ho deliveries from

Clear stopped deliveries

“

Register Mulki-Dept Version
Activation Humber

EDI[ML Type

Falcoe=4  Enterprise foods
= 1. Enter 5 for bath,

Type No.

Production List Printing

Ingredient List
Packing Schedule
Delivery Schedule
Packing Array
Froduction Schedule
Mix Recipes
Production Motes
Van Lists

Tray Labels

Cash Customer List

Office Open
Monday
Tuesday
wednesday
Thursday
Friday
Saturday
[Jsunday

The Preferences are divided into groups in group boxes as follows :-

Printer Options

1. Enable Laser Quality Printing - This allows a graphics image to be compiled and send to the
printer instead of the more basic dot-matrix format. Dot-matrix printers were used as they were
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fast and quite cost effective. There are now some very fast and economical laser and inkjet
printers available these days, and we would recommend the use of one of these if possible as
they are less problematic. Set this option for all non-dot-matrix printers.

2. Printer Width - Wide - This applies to dot-matrix printers with a wide carriage using wide paper

to allow better printing of Production Arrays. Not applicable to Laser or inkjet printers.

3. Prod Array Reversed - The production array can be formatted with the customers down the

side and products across the top or vice-versa. Tick this to give the reverse format.

4. Enable Line Notes on Orders - You can put notes on individual lines of an order with this

option set.

5. Include Stock in Prod Lists - Set this to take into account the amount of each product you
have in stock. For instance, if you have 20 of a product in stock and you have orders for 50, you
only need to produce 30 new items.

. Include Extras in Prod Lists

. Predict Prod Lists

. Enable Tray Messages on Invoices -

. Enter No. of Printed Copies - There are three boxes where you can set the number of copies
of each document that you wish to print.

O© oo~N®

Van Rounds

There is a dropdown list of default Van Round names, e.g. Van 1, Van 2, etc. You can delete any
of these by selecting the unwanted van round and then clicking 'Delete'. To enter a new Van
Round, enter the name in the box and click the 'Apply' button.

Accounts Export

Wholesaler will export accounts transactions to an external accounts package. The recommended

package is Sage Line 50, though it will also export to WinAccs for historical reasons.

1. Tick the accounts package to which you wish to export. Sage is the default. Then, whenever you
print an invoice or credit note, or enter a receipt, the transaction will be added to the Sage export
file in the Sage subfolder of your data. (c:\wsaler\sage for a stand-alone computer).

2. If you export to WinAccs, you will have to enter a nominal ledger code in the box.

3. If the system is activated to export full itemised invoices to Sage, the "TotalSage' group box will
be visible as shown below.

© set Preferences (= 3]
Printer Options Van Rounds =
Enable Laser Quality Printing v PRy Cancel
[ printer Width - Wide: ><
Enable Line Hotes on Orders Accounts Export ‘
[include Stockin Prod Lists FEE LR ey
[tnclue Extras in Prod Lists (@R it > arminal Ledger Cod Activation Humber
[predict prod Lists [Cexport to 5AcE 12345678
[[JEnable Tray Messages an Invaices B T v
i of Creddit Note Copies 1 Total Export to SAGE EDI/AML Type
) [ Print Hard Copy Falcoe = 4 e foods
= 1. Enter 5 for both.
No. of Invoice Copies 1
MHS
Mo, of Delivery Note Copies 1
HHS Contract No, Fixed Data Type No. A
Threshold for reports £ 100.00
Praduction List Frinting
Currency Units £
End-of-Day Cptions [¥] ngredent List
Backup Path Mext Invoice Mo Packing Schedule
Hext Order Mo, Delivery Schedule
[JEnable Credi Limkt in Days Backup Drive Letter 3 AD,E Fetc Packing Array
Hominal Account % Production Schedule
Motes for Invoices and Deliveries [v] Mix Recipes
Goods checked and received in good condition Praduction Hotes
“an Lists
Tray Labels
Cash Customer List
Signed
OFfice Open
Payment Tetms Set VAT Rates wolbabyzizs Mardzy
IF you wish ko suspend AL deliveries for a period, set stark and end
1 [Payment terms et 30 days o Discount o, [ Tuesday
Pt : * Frampt Payment Wednesday
Payment cash on deliver:
2 |Payr v caez |00 " nERT Ho defiveries from Frhursder
3 |Payment terms net 60 days .0 o to [ Friday
= " Saturday
Payment b  with ord)
4 [Payment terms cash with order 0 o TR - Clear stopped deliveries X Dsundar

In this setting you can opt to print or not print the invoices by ticking the 'Print Hard Copy" tickbox.
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NHS

The NHS sometimes requires special reports and documentation. If this is the case you can enter
the NHS contact No. here.

End-of-Day Options

There is now only one option in this box and that is to allow you to set a customer's credit limit to a
number of days rather than limit it by the amount spent. Tick the box to activate this option and
then edit the customers' records to set the number of days. Each customer can have a different
credit period.

Backup Path

It is always a sensible thing to backup your data on a regular basis. The system automatically
makes a backup each day when you start the programme, but in case this fails, for some reason, it
is a good idea to make an external backup on removable media such as a memory stick. These
backups can be done at any time, and it is sensible to take a backup before doing an invoice run,
for example. Then, if the printer should fail or the system crash during the process, you will be able
to restore the data to the state it was before the problem occurred. To enable this you need to
enter the drive letter of the USB socket to which you attach the memory stick. The above example
shows the drive equal to 'E'".

You can make a backup from the 'Finance' section.

Fixed Data

This section allows you to enter certain items of fixed data as follows :-

. Threshold of Reports. (Default = £100). this is used of a cutoff point in some of the reports.

. Currency Units. (Default = '£'). This can be changed for other types of currency.

. Next Invoice No. This is for information only as you cannot change this.

. Next Order No. This is also for information only and cannot be changed. If either 3 or 4 needs to
be changed, it can be done with the help of Wholesaler Software personnel only.

. Nominal Account. There is a default Nominal account No. for exported transactions to an
external accounting package, the value being 1200. If you need a choice of several numbers
when entering receipts, you can enter the new numbers here, clicking 'Apply' after each number
is entered.

AOWN -

[&)]

Notes for Invoices and Deliveries

There are four boxes where you can enter notes to be printed on documents. Default notes are
entered but you can change these as required. N.B. all four lines of notes are printed, so if a line is
left blank there will be a space between the preceding and following lines. In the example, the two
middle lines are left blank to leave room for the recipient of the goods to sign for them.

Payment Terms

There are four boxes where payment terms can be entered. Default terms are entered, but these
can be changed as required. Click 'Apply after the changes have been made to save the changes.
In the customer record you can enter number of the applicable terms for each customer. If a
customer has terms 3 entered, Terms 3 will be printed on the invoice.

Set VAT Rates
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2.6

You can setup four separate VAT rates, one being the default rate that will appear on each
product. In the example, above, the default rate is set at 0% as most bread products are zero
rated. The current standard VAT rate is 20% (at time of writing) and this is entered into Vat Rate 1
where it can be selected if required.

Discount

There is a wide range of discount possibilities for bakers and general wholesalers, most of which
are specified in the individual customer record as each customer can have a different discount
structure. If you wish to offer a Prompt Payment Discount, this can be done by setting the
discount percent in this box. If the discount is set at zero %, (default setting), no Prompt Payment
Discount is allowed. If, however, you set a non-zero discount, that discount will be offered if the
receipt is entered within 7 days of the invoice date.

No Deliveries

It is possible to stop all orders being created for a period between two dates by setting clicking on
the date buttons and setting the start and end date of the stop period. This might be done if you are
closing for a period for some reason (annual holdays or refurbishing, etc).

To clear these dates, click the Cancel button beneath the Date buttons.

EDI/XML Type

If you receive orders and/or send invoices by means of EDI or XML, you would need to set the
relevant code in this section. The two standard methods are via Enterprise Foods (code 1) or
Falcoe (code 4). Code 2 is used for certain XML exports. Before setting this code you should
contact Wholesaler Software/Comtech Software for advice.

Production List Printing

This section allows you to tick the production lists you will be wanting to print. If a list is not ticked,
you will not be given the option to print it when in the Production Lists section. If the list is ticked,
you will be given the option to print it, but need not do so if you do not need it at the time.

Office Open

Tick the days that the office will be open and that you will be making deliveries. In the example,
Sunday is not ticked, which means that if you create orders on Saturday for the next delivery, they
will be dated for the Monday, not the Sunday.

Multi-Department Version

You can upgrade your licence to allow multi company/Department access. (Contact Wholesaler
Software/Comtech Software for details).

Ingredient Control

If you have setup the details recipes for your products, the ingredient usage will be recorded so
that you can see if you are going to be short of anything for the next production run. You will also
have to make sure that you enter all newly bought ingredients in this section so that the
programme can keep an accurate tally of the the amount in stock at any time.
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@ Ingredient Stock Control

Full Print Clear Find Back
List List Stock ':>
e || g S
[ 1}
Froduct Data
code Quantity Goods In
[goods Out
Description [maste Cost Price  |26096.91

Code Ingredient Min Stock Stock Value £ CastfOty
a1120 FLOUR TEMP o 100 kg 30.63 .80/ 3z
A1121 FLOUR WHITE 3 31849 kg 10948.09 11.00/ 32
al1z22 FLOUR BROWN 50 80 kg 0.95 0.38/ 3z
21123 FLOUR GRAN 50 29783 kg 11150.01 11.98/ 32
AZ213 EORKE EIE LG 5 20 Unit 7.00 0.35/ 1
A2214 PORR PIE SMALL 10 480 Unit 58.33 12.15/ 100
B3141 YEAST 3 4 kg Z2.86 3.2584 5
1132 MILE 5 192 Litre 6.10 0.79/ 25
©3346 WATER [t} 0 Unit 0.00 0.00/ 1
D1004 EORK - LEAN 50 750 ke 2400.00 320.00/ 100
D1100 FAT - PORR 50 350 kg 175.00 50.00/ 100
D1200 LARD 3o 500 kg 225.00 45.00/ 100
D1423 FAT z 14 kg 6.37 4.57/ 10
E1000 RIUSRS 20 150 ke 90.00 30.00/ 50
E1100 SEASONING 50 500 kg 300.00 &0.00/ 100
E3324 SALT 1 15 Unit 3.61 1.24/ 5
E3325 SUGAR 15 348 kg 174.20 2.50/ 5
E3350 IMPROVER 5 7 kg 11.28 1.63/ 1
F1000 PLASTIC WRAF 100 9596 Unit 151.13 15.75/ 1000
F1100 BOX TYEE 1 25 1124 Unit 134.88 1z.00/ 100
F1200 EOX TYEE 2 100 1260 Unit 176.48 14.01/ 100
HOOO1 BEST HAM 5 14 kg 44.80 3.20/ 1
21133 ELECTRICITY o 0 Unit 0.03 0.06/ 1
21134 MAN-HOURS 0 0 Unit 0.17 3.7/ 1
21135 SLICING [t} 0 Unit 0.00 0.00/ 1

The green ListBox shows all the ingredients including the minimum stock level, the actual stock,
the value of the stock and the cost per quantity as purchased.

Logging Goods In

1. Double-click the ingredient to be edited.

2. Enter the amount received in the last delivery into the Quantity box.
3. Make sure Goods In is ticked.

4. Click 'Apply'.

This will add the amount received to the stock recorded.

@ Editing Ingredient Stock

Clear
o AWVIY Cancel
i 1}
Froduct Data
Code Quantity 1000 Goods In
[goods Out
Description FLOUR BROWN [Jvaste Cost Price 26096.91

Cade: Ingredient Min Stock Stock Value £ CastfOty
a1120 FLOUR TEMP o 100 kg 30.63 .80/ 3z
A1121 FLOUR WHITE 3 31849 kg 10%48.09 11.00/ 32
A1123 FLOUR GRAN 50 29783 kg 11150.01 11.98/ 3z
22213 PORK PIE LG 5 20 Unit 7.00 0.35/ 1
AZZ214 FORF. PIE SMALL 10 480 Unit 58.33 1z.15/ 100
B3141 TYEAST 3 4 kg 2.86 3.25/ 3
©1132 MILE 5 152 Litre 6.10 0.73/ 25
c3346 WATER u] 0 Unit 0.00 0.00/ 1
Di00o FORR - LEAN 50 730 kg 2400.00 320.00/ 100
Di1i00 FAT - PORK 50 350 kg 175.00 50.00/ 100
D1Z00 LARD 30 500 kg 225.00 45.00/ 100
D14zZ3 FAT z 14 ky 6.37 4.57/ 10
E1000 RUSES z0 150 kg 50.00 30.00/ 50
E1100 SEASONING 50 500 kg 300.00 60.00/ 100
E3324 BATT 1 15 Unit 3.61 1.24/ 5
E33Z3 SUGAR 15 348 kg 174.20 2.50/ 3
E3350 IMEROVER 5 7 kg 11.28 1.63/ 1
F1000 PLASTIC WRAP 100 3596 Unit 151.13 15.75/ 1000
F1100 BOX TYPE 1 25 1124 Unit 134.88 12.00/ 100
F1200 BOE TYPE Z 100 1260 Unit 176.48 14.01/ 100
HOOO1 EEST HAM 5 14 kg 44.80 3.20/ 1
21133 ELECTRICITY [t} 0 Unit 0.03 0.06/ 1
21134 MAN-HOURS 0 0 Unit 0.17 3.77/ 1
21135 BLICING u] 0 Unit 0.00 0.00/ 1

Logging Goods Out

1. Select the ingredient and enter the amount that has been taken out of stock.
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2. If the stock has been sold, tick Goods Out.
3. If the stock has been wasted, tick Waste.
4. Click 'Apply' to save.

Find

If you have a vast array of ingredients, it is possible to reduce the list displayed for ease of use.

1. Click Find.

2. enter the first character of the ingredient code into the Code box. The list will immediately
change to show only ingredients with a code starting with the letter you have entered. If you have
chosen your codes carefully, this will give you ingredients of a certain type.

3. You can refine the list further by adding the second letter of the code. In the above example, A1
would show only the flours.

4. You can click Full List to clear the selection and display the full ingredient list again. This is the
same as removing the letters typed into the Code box.

5. Click Cancel to return to the normal screen.

Clear Stock

Click this to set all the ingredient stock to zero. This would only be necessary if you were wanting to
enter the current stock from scratch after a stock take.

Print List

Click this button to print out a list of the ingredient stock situation.
Stock Control

If you make extra product on a daily basis, you will need to keep track of how much stock you have
so that you can amend the production quantities if you already have some stock. If you set the
Include Stock in Prod Lists in the Utilities/Preferences section, the stock shown in the Stock
Control list will be taken into account when you print the Production Lists.

@ Stock Control. LEX
‘ = y:
List
= S
( ]

Froduct Data [

Code Quantity [Return Seling Price 165,93

[IRemave
Description [iwaste Cost Price 15.78

Code Prociuct Stock walue Cost
2120 LARGE W/M LOAF a8 6.00 1.48 | 2~
A1204 NEW TEST PRODUCT 1] 0.00 0.00 | 4
AlZ1 SMALL W/M LOAF iz 7.06 1.32 (]
Al2189 SMALL W/M SLICED 1] 0.00 0.00 | ¢
4122 LARGE W/M SLICED 15 15.30 Z.81 | 4
a123 0 0.00 0.00 It
2124 LG WHITE SLICED a 0.00 o.00 | <
A1244 DOUELE SLICED PACK 20 28.35 0.00 | 4
125 L& WHT THICK SL 3 6.22 1.z I
2126 LARGE BROWN LOAF 5 4.62 0.1é | *
2127 L& BROWN SLICED 23 21.73 1.12 |
Alz3 L& BROWN THICK 12 11.29 0.39 I
2123 GRAN LARGE 1 0.97 0.19 | €
A129-m TRAY GRAN LARGE 3 26.93 0.00 | 4
2130 GRAN LG 3LICED 3 8.5 0.68 [
A131 GRAN L& THICK 13 1z.74 z.76 [
2132 SMALL WHITE LOAF 17 10.54 z.06 | Z
2133 IM WHT SLICED 1] 0.00 0.00 [
A134 SM WHT THICK 4 2.50 0.56 [
2135 SMALL BROWN LOAF a 0.00 o.00 | :
A136 gM EROWN SLICED 3 3.88 0.1 [
137 SM BROWN THICK 0 0.00 0.00 [
2138 SMALL GHRAN LOAF 4 Z2.60 0.0z | :
24139 IM GRAN SLICED 1] 0.00 0.00 [
2140 SM GRAN THICK 0 0.00 0.00 [
E100 WHITE COB LG 25 5.25 0.7z | ¢
E101 EROWN COB L& 1] 0.00 0.00 [N
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The list includes the product code, description, stock amount, sales value and cost.
Setting the stock levels

1. Double-click the product.

2. Enter the amount of stock that you have.

3. Check that stock is ticked.
4. Click Apply.

The same procedure should be followed to return, remove stock or enter it as waste. In these
cases the alternative tickboxes should be ticked.

Find

If you have a vast array of products, it is possible to reduce the list displayed for ease of use.

1. Click Find.

2. enter the first character of the product code into the Code box. The list will immediately change
to show only products with a code starting with the letter you have entered. If you have chosen
your codes carefully, this will give you products of a certain type.

3. You can refine the list further by adding the second letter of the code.

4. You can click Full List to clear the selection and display the full product list again. This is the
same as removing the letters typed into the Code box.

5. Click Cancel to return to the normal screen.

Clear Stock

Click this to set all the product stock to zero. This would only be necessary if you were wanting to
enter the current stock from scratch after a stock take.

Print List

Click this button to print out a list of the product stock situation.

Calculate

Click this to re-calculate the product costs.
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3 Operational Procedure

Initial Static Data Setup

Before you can start using Wholesaler, you will need to enter all your static data as follows:-

1. Customer Data - This will include the name and address of the customer, email address if the
customer requires emailed invoices etc., the discount structure, credit limit, if applicable,
payment terms, van round and account type (usually weekly). If you have this data in an Excel
spread sheet we can import it into the database for you. Each customer must have a unique
code and it is advisable to choose these to assist sorting. It is also a good idea to keep all codes
to the same number of characters.

2. Supplier Data - This would be used in the purchase of ingredients.

3. Product Data - This is the list of your products. Each will have a unique code of up to 9
characters and it is a good idea to select these for easy sorting and selecting of product groups.
Set the first character to represent the product group, such as B for bread. Set the second
character to represent the type of bread, and so on. If you use numbers, it is a good idea to use
the same number of digits for all numbers. If you are using three digits, ie up to 999, you should
include the leading zeros for the smaller numbers such as 001, 035, etc. This will mean that the
products will appear in numerical order correctly. You also have to set each product as either/or
For Sale or Mix. If it is For Sale it will appear in the product list for creating orders. If it is a Mix,
it will be available to be included in a recipe.

4. Recipe Data - It is not necessary to include recipes, but inclusion of recipes allows you to keep
control of ingredient stock and product costs. To simplify creation of recipes, it is a good idea to
first create a set of products labelled as mixes for each of the dough mixes that you use. These
will be a standard mix quantity being the maximum that you could handle in one mixing machine.
For example, if you made a white dough mix, you would specify the amount of flour, water, etc.,
that you would need to make this quantity of the dough mix. Then, for each of the products that
are made from this mix, you would set the batch quantity to the number of items you could make
with this mix. For example, you might be able to make 50 large white loaves or 100 small white
loaves, so you would set the batch figure for Large white loaves to 50, and the batch figure for
small white loaves to 100, and so on. Now, when you create the recipe for a large white loaf, the
ingredients would be 1 white dough mix. You could also add electricity, gas and man-hours to
take into account these costs.

5. Standing Orders - You would then setup the standing orders for customers that took a similar
set of products on a regular basis. These may be different for each day of the week.

6. Stock Levels - If you are using the software to keep track of your stock levels, then you would
need to enter the stock quantities of products and ingredients that you have at the startup point.

Daily Procedures

1. Converting Standing Orders - When the programme is started in the morning, you will be
invited to convert the Standing Orders into Current Orders. This will create orders for all the
customers that have standing orders setup for them. Some people prefer to convert standing
orders for future dates using Advance Standing Orders.

2. Edit and enter new Current Orders - If customers have any changes to their regular standing
orders, these can be edited using the Orders section. Throughout the day orders can be
entered manually or imported from EDI communications.

3. Download Orders placed on your ordering web pages (if installed). If a customer is setup to
do Web Ordering, they should not have Standing Orders set up.

4. Print Production Lists - When all the order are in, you can print all the production and delivery
lists. It is possible to print interim production lists earlier in the day if production is to start before
all the orders are in, but normally this would be done on completion of order entry.

5. Print Delivery Notes - This is done AFTER the production lists have been printed.

6. Close Wholesaler - Wholesaler should be closed down at the end of each day and restarted
the following day to allow the internal backup to be carried out and any new updates installed. It
is always a good thing to switch off your computer once a day to clear out and accumulated
rubbish and re initialise Windows.
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Weekly Procedures

1. Print Invoices - This is most commonly carried out at the end of each week, though some
people like to invoice more often. Invoices can be printed and posted or emailed directly from
Wholesaler.

2. Print Statements - Statements are usually printed off after the invoice run and either posted or
emailed directly from Wholesaler.

3. Enter Receipts - This should be done whenever a receipt is received. N.B. Receipts must
always be entered via Wholesaler even if an external accounts package is used as these
transactions are exported to Sage. If you do not enter receipts, the invoice records will
mount up in the database and never be cleared, producing unwieldy files and incorreect
customer balances.
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