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Inventory Executive System

Foreword

Our inventory systems are designed for the business that needs an inexpensive
business automation software.The Inventory systems include invoicing, orders,
guotes, purchase orders , work orders and other functions for a retail or wholesale
business.

Major functionality :

Multi user

Multiple companies

Invoicing

Invoice and Sale order approval support
Inventory Labels with barcodes support
Barcode scanning at receiving

Purchase orders

Receiving inventory and fixed assets against purchase orders
Support for purchase order approval process
Vendor and customer tracking

Inventory control

Inventory Cost Quotation

Inventory reservations for Sale orders
Shipping & Receiving

User selectable decimal places for currency
Company backups

Screen and report permissions by user
Screen customization support

and much more...

We provide several inventory control systems for warehouses, offices, hotels,
restaurants, bars, retail stores and for automation any point of sale. Our systems are
powerful but still easy-to-use.We continually enhance the software and release
updates periodically.

http://www.executivpro.com
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1.2

Introduction
What is InExSy?

Inventory Executive is a complete inventory management system for the any business.
This software will guide you through the creation of vendors list, purchase orders,
products list, receiving lists, sales orders, invoices, sale and payment receipts. This isin
addition to product labels with barcodes, work orders for creation inventory assemblies,
customers and vendors balances and various types of reports for monitoring your business .
Inventory Executive works as single application and client server system .

INExSy Features:

1. The simple intuitive interface.

2. Multi-user and system .

3. Usage of 50 character alphanumeric product bar codes.

4. Creats and prints labels of the mostly known Barcodes such as : EAN 13, EAN 8, UPC A,
UPC E, ITF,CODE 25, CODE 39, CODE 128, CODABAR, MSI, POSTNET.

5. Supports non-stock and non-depleting product codes.

6. Calculates sale prices and cost .

7. Usage separate product descriptions for invoices and purchase orders.

8. You can group products in storage location and types.

9. InExSy calculates real-time on hand, ordered allocated and available stock levels when
orders or invoices are entering.

10. This system allows to conduct payments for obtained products and for ordered products in
the purchase orders. It supports partial payments and payment under several orders or receiving
lists. The payments arriving for sold products are similarly ensured.

11. Automatically calculates real-time balance for each customer and vendor.

12. You can independently set up the appearance of the invoice, order, payment and
receiving receipts.

13. The system and in addition to printing the documents, it can also send E-mails from its
own program.

14. You can create and print various types of management reports from our most powerful
report wizard.

15. The system is protected with data access control. It can restrict the unauthorized users
from having full access to the database by limiting their access to certain management or
confidential information.

16. System supports using discounts, shipping and two types of taxes in the invoices and
orders.

17. Backups and restores databases and many other powerful features.

18. Exports and Imports information from csv (comma-separated-value) files.

How to begin?

Once you are familiar with the Inventory Executive System and have worked through the
tutorial, you are ready to create your own database and then add your own data upon how your
organization does its business.

First of all, you have to create a new database by clicking the Database Menu. Select New

© 2007 Quartex LLC



Introduction 3

Database MS Access. This database can be created on own computer or any network
computer.

@J' Inventory Executive System: Li

Lists Mew Help Product

Cornect M5 SGL
Backup v _ﬁ 1 =
Restore » FOE
Page Setup... Product #
Forms Font | b 70512

s |_|70533

Send... 70534
SecUrity | |7os3s

| 70538

2 ks | Jros
Reports | [70533
70532

If you work with the several companies then create a database for each company.

First of all, set up your company. You have to select the row "Your Company" in the left menu
and enter all the required information.

J& Inventory Executive System: W.E. Aubuchen Co., Inc.

Database Lists New Help

Your Company

Products

Your Company

Vendors

;urcl'.la.se Orders “ompany Name: Wy.E. Aubuchon Co., Inc.

eceiving ) :

Payments to Vendors Billing Address: Shipp Address:

Customers i : "
Dennis Boucher D Bouch

Sales Orders BT R

Invoices [".E. Aubuchon Ca., Inc. Wy E. Aubuchon Co., Inc.

Customers Payments (95 Aubuchan Drive 95 Aubuchon Drive

Reports

WWestminster, MA 01473 Westminster, hA 01473

978-874-0521 ext. 1148 Ohy ;

dennisbi@aubuchon.com

Mail Server{SMTI Default

The Billing Address should be your main business address. The Shipping Address is the
address where you receive all your products. Executive Inventory system has the own email
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program for sending different documents to customers and vendors. You can enter SMTP
server , user name and password for outgoing emails. Make any changes you need to this
company and save the changes.

To insert your vendors, select row Vendors and click on New Vendor button and enter
information in the dialog box.

Vendors

Products =
Your Company @

= S PIm o e # BN

I

LLJ

o

Vendor # Description Phone Total Paid Balance Group
;';:c:;:is: Rt [ ooz Adlantic Plywood Corporation 7819333830 178000 1780.00
Paymentsgto endars _DM Service Electrical and Industrial Sup978-537-1731 0.00
i > |00s Liberty Supply 976-534-5464 242150 2.421.50
Sales Orders | |09 & vendor
Invoices | |0o7
Customers Payments _gg; Number: Company Name: Group:
Henars — [oos [Liberty Supply
| |oos Tye:
010 ype: Current Balanse: PaymentTerm:
1011 2421.50 |
| |2
| M3 Billing Address: => Shipp Address:
—gggu 1Libeny Supply, Inc. ]Libemr Supply, Inc.
| oS | 155 Hamilton Street 195 Harniltan Street
016 -
—017 |Leominster, Ma 01453 [Leaminster, MA 01453
L ] J
019
oo Phonetl:  lo75.534-5454 Phone2: 3785340302
| o
—gig Email: J]order@libenyweld.com Salesperson ]
B Web: http: s libertyweld. comy
| |04 = It libertyweld. com Inactive Account: | |
| [925 Comments:
| [026 Print Comments on
[uElH] Receiv.List Cancel
. 167
Create New: R4 Print Comments on
i Order: Help
105
138
02 | Edit client information I 04/20/07

To insert your new or existing products from your storehouse, select row Products and click on
the button New Product and enter product details accordingly.
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Your Company
Vendors

Purchase Orders
Receiving

Payments to Vendors
Customers

Sales Orders
Invoices

Customers Payments
Reports

Create New:

Purchase Order
R_e:ei\ﬁng_ list

Vendor Payment

[=] ¥ =] — _ =
rlE e k2 IR 2 @
Product # Description SalesPrice |On Hand  [YourCost Location Vend.Price |Received
| |7os12 30" Upright Extension U30E 9.02 4. 9.02/18-1368 9.02 2
_?0533 44 = = L = R = 243
| |7os34 . 51 Product 127
L?’DESE 4 271
_?0535 3 Product Code: Invoice Description: 71
| |[70537 4 | fpos3s 4% 16" TL Shelf TLA1G 739
70538 3 3
[ |7os3s il Storage Location: 103
| |rosa0 1 BEE - ]
| |rosar 4 e 4'x 16" TL Shelf  TL416 175
70542 4 Purchase Order 21
[ 70543 3 Description: 138
| |7os44 3 33
| |70545 A onHand: 6. Cost: 9.98 Recalculate 3t
| |70545 4 @ Price Method: Percentage: 43
0547 4 Allocated: 0. o
I |7o548 4 On Order: 0. LJ l 0.00 47
[ 70513 4 Available: 6. ﬂ | 0.00 12
| |7os40 4 450
— Fr o ]70
| 70550 Y Pref Vendor: ] _vJ 2 2
| |70851 1 Maximum Quantity: i} 443
70552 1 Group: Target Quantity 183
— arget Quantity: il
B B T
L : [
_?0555 H Hold Sales
70555 9 Tax PO: [~ MNon-Stock: [ Image a) =75
70557 1 ice: - ing: 29
|| Tax Invoice: [~  MNen-Depleting r Label
70558 3 146
70559 A Comments: Template a
70560 A TLa1ENM 156
70561 4 Print 275
70562 4 G 3
70563 4 =F 17
70514 3 Cancel 12
70564 1 B1
70565 s | | n4/20/07 a3
70566 e Dackel Oracke! (Le) OCOO] T TR T 720 636

Probably, you have some products on your warehouses. You should create the first receiving
receipt with initial stocks.
Select row Receiving. Click on the button New and open Receiving list form
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Receiving

Products I = | == r . N = . -
ey | & X P = ) [ [ =R REN
Vendors = - s | |
Receiver# [Date Vendor#  [Vendor Description Total Paid Vendor Invoice Group I
_eO rcate F 196 1A7/2006 i} Stock f20.45
Payments to Vendors | {197 oo e 3 0 o7y
Customers LE:N | Receiving List
199
ST L9 Tele Edt Hep
Invoices 200
Customers Payments 201

| |22 LY # o0z Vendor Invoice: b ﬁece;ving List 53
| umber:
—;gj [atientic Plywood Coraoration Porders: [ Date s [

Reports

205 Reference: Payment Terms: Date Received: /212006 E]
205 ] ] Salesperson:
on7 :

208 Product Code Description Tax |Receive Receive Price| Cost Extended

200 p 70512 48" ¥ 30" Peg Board  BE430 N 100 17.80 17.80 1,780.00
210
211
212
213
214
215
216

217 1~ From Vendor Invoice

218 Comments Discount % [D“ED‘“— Discount: 0.00

219

220 Sub Total: 1.780.00
| |

55 Calc Tax

T £ Shipping: ,—DDD
53 ax shipping I
23 Tax Rate %: o we [ 0w
Create New: 5;2 o s - Total: e

: erial # =
" Purchase Order o [ S nountz || Balaneo 1780
c - Order J Amount: :

297 Notes: Due;

= _ COrdered: Already Received: Order Price:
New item Products Eind Delete I | El‘ | D| | 17.80‘

228

229 Email ‘ Print ‘ Preview
230
231 || [ 04/20/07

eyl T T ainTa T EaLITEEE B T T

® Simple

Close
" Template ‘ — J

Options Template

Vendor Payment

Click on the small button in the column Product Code and select products from drop down
Product list. Then enter an initial quantity of the product and .

You can add items in a Receiving List several methods. First, you select from drop down product
list. Second,you enter bar code from keyboard . System will find corresponding product and enter
automatically all fields. If product is not found system add this product into product table when
you saving this Receiving List. Third, if you have a keyboard wedge bar code scanner you set
focus on the column Product Code and scan bar code label. Program will find product and enter
item name, description and price into receipt detail fields.You have to enter quantity only. You
should enter all your existing products in the initial receiving receipt. Save this receipt and check
On hand amount at the Products form.

© 2007 Quartex LLC



Introduction 7

Your Company u E x Q % °|J!u|J|| EE & ‘g: ﬂ
gerigors Product # Description SalesPrice |On Hand YourCost Location Vend.Price |Rece
;2:‘;'}:?:;”9“ > 70512 0" Uer?ght Extension U30E 902 ry 9.0718-1368 9.02
Payments to Vendors | |70533 4'x 13" TL Shelf TLM3 8.4 1678, 8.41/18-1301 a1
Bhttamars | |70534 3'x 16" TL Shelf TLIHE 0.64 352, 0.64/18-1306 964
Sales Orders | |70535 4'x 16" TL Shelf TLHE 9.95 B, 9.98/18-1302 998
Invoices | |7053 3% 19" TL Shelf TLH:19 10.38 357. 10.38)18-1307 10.35
Customers Payments | [70537 4'x 19" TL Shelf TL4H19 10.61 1229, 10.61)18-1303 10.61
Reports | [70538 3% 22" TL Shelf TL3Z2 13.02 45 13.02/18-1308 13.02
70539 4y 22" TL Shelf TL422 13.02 277 13.02/18-1304 13.02
| |70540 3'x 28" TL Shelf TL3I2E 14.08 1, 14.08 14.08
| |7o541 4'x 25" TL Shelf TL425 14.30 364. 14.30/18-1305 14.30
| |70542 4'x 31" TL Shelf TL431 16.90 130, 16.90/18-1306 16.20
| |70543 3% 168" 5D Deck SD316 9.17 253. 9.17|18-1320 917
| |70544 3'x 19" 5D Deck SD318 9.24 288. 9.24/18-1322 924
| |7o54s 3'x 22" 5D Deck S5D322 10.03 153, 10.03/18-1324 10.03
| |70545 4' Gap Filler GF4 8.25 185 8.26/18-1364 826
| |70547 4'x 16" 5D Deck SD41E 917 425, 9.17/18-1314 917
| |70548 4'x 19" 5D Deck 5D418 9.24 265. 9.2418-1316 924
| |70513 36" Upright Extension  U3BE 10.30 27 10.30/18-1383 10.30
TNRAG A 2" RN Nark  RNAD7 1M 84 R7E N A418-1318 10 G4

To insert your customers, select row Customers and click on New Customer button and enter

information in the dialog box.

© 2007 Quartex LLC




Inventory Executive System

Database Lisks Mew Help Custormers Sorting

Products

Your Company LJ 4
Nendons Cust # |D ipti I.’h — Total Paid Bal G —
ustomer escription one ota al alance roup
EUpchuse Crders 106 Lincoln, ME 207-7945023| 498415 4954154
Receiving I
022 Lincaln, NH B03-745-6500 28 b2 B2 28 b2 B2
Payments to Vendors o7
Customers | & & Customer
Sales Orders | b 055
Invoices | |08
Customers Payments | 042 65 [Litleton, MA P
— : |2
Ro i o e | |
| 114
| oo -
o [ |
| |oo3
e
_053 Great Road Mall = reat Road MII
100 u =
| |o4s 1226 Great Road 225 Great Road
m |Littlaton, A 01460 Littleton, A 01460
s E—
i : ’ :
| |oss
107 I
| |12 = 0]
0B |
B "
0]s
Create New: 10 L -
045
147
120 | Edit client infarmation | n4p007
158 TFUCaS o e, T T e T T T T T

Now,our inventory system is ready to work. You have to use the next documents for tracking your
inventory actions:

-Purchase Orders when your order products for your business from vendors.

-Receiving List when you receive products on warehouses from vendors.

-Sales Orders when you allocate products for customers, but don't ship items to customers.
-Invoices when you ship products to customers.

-Sales Receipts when you sell products from your retail store.

-Work Orders when you create a new product from several parts.

-Payment Receipts when you send payments to vendors or receive from customers.

For example, you need some products from vendor. Click on the button Create New: Purchase
Order . Then click on the small button near the field Vendor. Select the vendor from drop down
list and click the button Select

© 2007 Quartex LLC
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e T

Purchase Orders

[Preducts 5 | el | =TT =TS =
=] 7 . iy .
Your Company L 3| X | = & = d| @
Vendors - - - - - -
# Date Rea. [Vendor inti id
Purchase Orders POrder#__[Date # _|Vendor Descrivtion _______|Balance _[Total ___[Pa '
Receiving E| Purchase Order |
Payments to Vendors
Customers
Sales Orders
Invoices Vendor #: I Ship to Dennis Boucher PO Number: j?
Customers Payments —— T —
Reports _EU
Vendor # Description Phone Total Paid Ba «
| b (002 Atlantic Phwood Corporation 781-933-3830 1.780.00 =]
| |014 Service Electrical and Industrial Su/978-637-1731
| (006 Liberty Supply 378-534-5464 2.421.50 E —
4 [oos New Pig 1-800-HOT-H L il
|07 Lightstat Inc. 860-738-4111
| (oM ADD-A-SIGN Co 508-465-3000 2.615.88
- [_[o03 Champion America 1-800-621-70
| |004 Grainger 508-853-7300
| (005 Kamco 718-788-1234 E.804.00
010 MNorthern Safety Co.. Inc. 800-631-1246
[ |01 MNorthern Tool & Equipment Co. 952-894-9510
[ | (012 Outwater Flastics 1-888-688-92
[ |13 Flastic Tuming Compary 413-229-8583 4.791.20
| (oood Stock, 2,105,461.10 2:
| (008 Lozier 402-457-3000|  125.811.34 0.00
| |15 “Youngstown Alum. -
rn: I Initer Rafridnaration ‘ "} &l ‘ y ] d ]L 0.00
4 3
| 1 : | 0.00
D2 x| o]+ R [@E] |[=
0.00
Date Received: | Bk b2 I Bk 14
J Received oo Total: 0.00
RO Paid Amount: ]— Balance : 0.00
Create New: Group PO | e |
Email I Print ‘ Preview ® Simple Options Template ‘ Close ‘
= a — | " Template = =

Fill the detalil section of this Purchase Order like entering products in the receiving receipt above.
Save the Purchase Order and click on the button Print

© 2007 Quartex LLC
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H| Purchase Order
Fle Edt Help

Vendor #: a0s Ship to ]Dennis Boucher PO Number: 7
[Liberty Supply [.E. Aubuchan Co., Inc. Date: 472012007 E]

Reference: 195 Aubuchon Drive Salesperson:

0.
Date Received: ]— Tax2 Rate %:
| MR o
Notes:
: 7 ] —— Balance:
Group PO | M‘

‘ I . ® Simple
) " Template

Options Template

| 1Westminster, WA 01473 Payment Terms: |
. Prot-i.uc.t C.ot.l.e: .[.)escrijg.tion: . Tax: Qilalltii‘v: .P.rice: 1 Extenﬁon:
70512 30" Upright Extension  U30E il 1 9.02 9.02
p (70547 4" % 16" 50 Deck SD4MB il 1 917 9.17
*
[ New item | Products Eind Delete J
c ts '
SIRER Discount % ]D-UD Discount b
Calc Tax I | Sub Total 18.19
Tax shipping [ Shipping 0.00
‘. 0.00 Tax: 0.0o
Expected Date: @ o ate b =
0.00 Tax2: 0.0oo

Save

18.18
18.18

Close ‘

049007

[
| !Save order in the databasel_

You will see the Preview screen with ready to printing your Purchase Order. You can print this
order or send it by email using built-in the inventory system email program. You can save your

Purchase Order as html file also.

© 2007 Quartex LLC
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Purchase Orders

e e 2= T s els

'endors T - — = - -
urchase Orders e ' il g e . : : — = 4
teceiving & Preview g
tayments to Vendd J
Histonars Exportta himl ZUDmIWD
iales Orders -
voices
‘ustomers Payme
leports
T, W.E. Aubuchon Co., Inc. PQrder No. 7 |
vt Dennis Boucher PurChase Order
W.E. Aubuchon Co., Inc. B Fhdal Aol S8 P08
Yendor: Ship to:
MName Liberty Supphy Dennis Boucher B
Address Liberty Supply, Inc. W.E. Aubuchon Co., Inc.
City 195 Hamilton Street 495 Aubuchon Drive
Fhone Leominster, kA 01453 Westminster, MA 07473
Feference: Acount Number: 006
Qty I Description | Price | Total T
Record: 20.99cm ¥ 29 GIcm [« ] » r
Create New: " " .
- I Group PO | M] I :

If you get goods on this Purchase Order you have to create a new Item Receipt clicking on the
button Create New : Receiving

© 2007 Quartex LLC
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Vendor #: Vendor Invoice: ﬁeceli\'i“!] List iana
umber:

] Date: anono0; |

Reference: Purchase Orders '

i

Vendor #
Q05

Vendor Description

'Pru-tluct Code '

New item Pl

Comments

| - | J ) A el sl
3 = B 2 e e |
[ . 0.00

Group : Serial # || . Bapie ]
APauI i Balance 0.00

Notes: J frount: Due:
® Simpl
Email ‘ Print ‘ Preview - Tlmplet Options Template ‘ Close ‘
emplate

Define the vendor for this Item receipt and click on the | button POrder #. Select from the drop
down list the desired Purchase order. The inventory system will fill the Item receipt automatically.
Check all quantities and prices and save your receipt. Now, the program has increased "on hand"
amounts of the received products.

For instance, a customer wants to buy some your products but you want to wait his payment
before shipping. You use the Sales Order form for this case. Click on the button Create new:
Sales Order. Select the customer name and enter desired products.

© 2007 Quartex LLC
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Sales Orders
Products

Your Company
Vendors

Purchase Orders
Receiving

Payments to Vendors
Customers

Invoices

Customers Payments
Reports

Create New:

= = — —
BRRE RS = =& 2| @

Order # |Dale \Cusmmer Description |Tota| \Suld |Paid |Ba|ance |G[Glj |Cu51|

1 4 ek Adistrmen [ 0
| |2

3
IIA Fle Edit Help

5 = 1
BE ustome 147 Ship to: IF'IainviIIe Crossing Order Number P—l

7 =

5 JF‘IameIe. [T ]13 Taunton Street Date: 1/5/2005 ~E|_l

q Reference: 1P\a|nw|le, M4 02762 Salesperson:
|| 1? I ] Payment Terms:
: 12 . Product Code: Description: Tax:| Quantity: Price: Extention: i
HE p (70850 Lightstat Sethack Thermaostat (Low Reading) [N 1 B9.43 59,48
_14 70671 Reznor Unit Heater 100,000 Matural Gas [ g 610.00 610.00
| |15 ®
| |18
|7

18
|19 New item Products Eind Delete Calculate Price from Eut 0
e

21 Comments: f
—15 Discount % 0 Discount 0.ao
| Sub Total £79.48
| |- Cale Tax [ —
7; Tax shipping B Shipping 0.ao
| | Tax Rate %: 0 Tax: 0.00
| Tax2 Rate % 0 Tax2: 100

ig Group: |Mor-Lozier Serial # [ Sald 1 B79.48  Total: 57945

0 Note: | Paid Amount Balance: B73.43

£l @ Simple -

32 Email | Print \ Preview 1 v Options 1 Template 1 Save 1 Close |

You can define the tax for the Sales Order. Set the checkbox Calculate Tax and enter value of
the Tax %. The inventory system calculates automatically the Tax amount. Be aware that a value
product On Hand is hot changed after creation a Sales Order.

After receiving information about customer payment you can track this action in the Customer
Payments section of the inventory system. Click on the button Customer Payment.Define the
customer and click on the button order and select the Sales Order for payment. You can change
the Applied Amount if your customer has paid different amount .

© 2007 Quartex LLC
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Products
Your Company
Vendors

Purchase Orders
Receiving

Payments to Vendors
Customers

Sales Orders
Invoices

Customers Payments

Reports

Create New:

Customers Payments

Payment # | Date

\ Customer Description |Cus‘lomer # \Total \Grolﬂ}

H| payment | i

Fle Edt Hep

L |a/20/2007 5]

| oument: Number: Balance Due: lied Amoun Notes:
»
Orders

Order #

Date

1/5/2005
1./5/2005
37 105
3/14/2005
3/16/2005
3/16/2005
3/21/2005
3/21/2005
321/2005
3/21/2005

lLai | B

Customer Description
Maorway,
Morwa

Morway,
Morway,
Maorway,
Maorway,
Maorway,
Morway,
Morway.

CIEIEIEIT

-

]

04/20/07

Consequently, you may ship products on this Sales Order. Click on the button Invoice and select
the customer name . Press the button at the field Sales Order No. and select the Sales Order
from drop down list. The system will automatically create the new invoice. You should only check
guantities ,prices and taxes .
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Product — = —r— =
‘fzourlgo;panv L L | P X (2] S| 1| [k | = =t A (] @

Vendors - -

| |Invoice # Date Customer Description Balance Total Paid Group Sale Order:
;:::;:f:gorders BE TELO0E  |Morway, ME 053 0E3 Lozier 2
Payments to Vendors }| |
Customers id

Sales Orders I

Customers Payments
Reports

Customer # ’DSB—“ Ship to: JS?’D Meadow Street Invoice Number ’3971—.
| [ Litteton, nH [Litieton, NH 03561 Date: ozoer |
Reference: I Salesperson: ’—“—
| Payment Terms: [—

Paid

Date
3/14/2005

Custemer Description
Littletan, MH 50.00
Littleton, MH

4/20/2005 Littletan, 350.00
jelala} 511/2005 Littletan, NH 24.00
1054 &17/2005 Littletan, MH 109.44
1128 &17/2005 Littletan, MH 135.00

1229 B7/2005  |Littleton, NH 478,15
— 1271 B/15/2005  |Littleton, NH 94.06 T oo
—| 272 BA15/2008  |Littleton. MH 1175 MO M :
- |4 | 3l 0.00
— = 7 T om
T e T )T -

0.oo

Tax2 Rate %: a Tax2: 0.
Group: Serial #
roup erna [ | Total: [—DDD‘

oo B
Purchasa Ordar . Nots: | Paid Amou | Balance: 0.00

Open Items List and check column On_Hand for products from invoice. You see that amount of
products decreased.

Probably, you have a manufacture in your business. You can track the manufacture operations in
our system also. Click on the button Create New: Manufacture
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¥ Manufacture M
File Edit Hep

[

Manufacture Order #: [39?1—‘ Date: W@J
Manufactured product: Quantity: Price: Total:
1New product _@INEW product I 1 ] 122 ] 122.00
Reference: Serial #: l—
Product Code: Description: Tax:| Quantity: Price: Extention:
70512 30" Upright Extengion  U30E M 1 8.02 Q.02

70633 41 13" TL Shelf TL4H13 M 1 8.41 a.41
7 4'3% 19" TL Shelf TL419 1 10.61

New item ‘ Products Eind Delete

Comments:

Create New:

Receiving list

Sub Total 25.04

Group: Serial # | |

mail I I © Template Options I Template I Save I Close

[ [ namnmnz

Manufacture

Custam Pawvmant

Enter name and description of the new product. Define quantity and price. Select components in
the detail section. System saves list of components and increases amount of new product and
decreases stocks of components on your warehouses.

We've did the several actions with inventories and now want to create some reports. Select row
Reports. Select type of reports and set the check boxes opposite need fields. Click on the button
Print Report.
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Reports
Products .
[mventory Repor -]
Vendors ® Report Wizard ; :
Purchase Orders . .
Receiving Show Report columns: [ Print Report Filter AT
Payments to Vendors | [ | [ ]mm il
Customers =
Sales Orders I JLocation e ~] —
Invoices A
G All -
Customers Payments | b LH Ll I
Reports v [Product Code - | Al v1 s
» [ |F'mduct Deacription_:_HAll _v_] I
£

(1 I {on Hand e~

X’ DataReport!

) Zoom 1100% -

Inventory Report 42072007

Page 1
Product Code Product Description On Hand Allocated On Order
70512 30" Upright Extension U30E 4. 0. 1.
70533 4'% 13" TL Shelf TL413 1678. 0.
70534 3 % 16" TL Shelf TL316 352, 0.
70535 4' % 16" TL Shelf TL416 B. 0.
70536 3% 19" TL Shelf TL319 357, 0.
70637 4% 19" TL Shelf TL419 1229, 0.

1.3 System Requirements

-Windows 95,98,2000,NT 4,Me and XP;
-30 MB hard drive space;

-64 MB RAM;

-Ink or Laser Printer.

1.4 Installation

Before installing use the Executive Inventory System make sure that your system has the
required components. In many cases, you will already have everything you need on your system.
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Otherwise you have to download the necessary files from and install what you are missing.
The following service packs are provided by Microsoft at no charge.

MDAC 2.5 - mdac_type.exe - Standard with
Windows 2000/Millenium

Visual Basic Runtime - VBRUNG60sp5.exe -
Standard with Windows 2000/Millenium

DCOMO95 - dcom95.exe - Win 95 ONLY (if
requested when installing MDAC 2.5)

For your convenience you may download these service packs from . They are easy to download
and install, and will ensure that your system has the necessary system files to run the Executive
Inventory System.

Windows 2000/XP/Millenium
Windows 2000 and Millenium has everything needed to run Executive Inventory System.

Windows NT4.0
Should have service pack 6 installed.

Windows 95/98/NT4.0
Should have MDAC 2.5 installed, please download from http://www.microsoft.com/data/
download 25SP2.htm

Should have Visual Basic Runtime installed,please download from http://download.microsoft.
com/download/vb60pro/Redist/sp5/WIN98Me/EN-US/vbrun60sp5.exe

While installing MDAC 2.5 on Windows 95, a message may be displayed requesting DCOM be
installed. Normally, it will have already been installed by another application and you will not see
this message. If you get a request for DCOM, please download and install dcom95.exe from
http://www.microsoft.com/com/dcom/dcom95/download.asp.

or dcom98 for Windows 98 from http://www.microsoft.com/com/dcom/dcom98/download.asp

If your system has MDAC 2.6 installed, download and install the Microsoft Jet 4.0 Service pack.
http://www.microsoft.com/data/download Jet4SP3.htm
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2.2

Main Menu

New Database

The system is delivered with a ready database "invent11.mdb" which you can use for practical
work. If you work with several companies you can create for each a separate database.

If you want create a new database in the menu "Database" select item "New database-MS
Access" . You can create database on your own computer or any network computer.

You should enter a name of new database in the appeared dialog box.

If the database already exists, INExSy will alert you and if you ignore it, it will replace the existing

one.Now you can connect to the new database using Menu Item "Connect".

ljj Inventory Executive System: Li

Lists Mew Help Product

Conmect L MS S0L
BackLp + I I_D]

Restore 3

Fage Setup... Product #
Forms Fort P 70512

ke _70533
Send... [ 70534
Security 70535
70536
Exit ks | |70537

Reports 70538
70539

Open Database

When you open the system, it takes you to its connected default database "invent11.mdb". But if
you need to be connected to another database, click the Menu "Database Connect MS Access”

and select a location in the dialog box . Then enter "OK".

The system will stores the last database and will function the Forms and Lists data using this

database when starting the system.
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2.3

2.4

2.5

2.6

2.7

Backup

It is very important to secure your business data through the backup system using Floppy Disks,
Re-Writeable CD's or any other Hard Drives. To do so, click the Menu "Database"” and select item
"Backup"”. In the appeared dialog box, choose a location and name for the backup file and save it
in any of the available backup drives

Restore

If you want to restore your data from your backup files in the menu "Database" select item "
Restore" and in the appeared dialog box , choose the choice location of the backup file and click
button "OK".

Page Setup

This is the standard method of changing the printer set-up if it is needed.

Forms Font

With this function, you can change the system default font and color to any other desired ones.

Send
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2.8

2.9

With the 'Send" function, you can send an e-mail to the support team of the development
company Quartex LLC.

Report Wizard

The Report Wizard will help you to create many kinds of the reports that represent results of your
work. You can get to the Report Wizard by selecting the Lists Menu from the Main Form or
clicking the button "Reports".The list of the reports is located on the left part of the form. Actually
it is the list of the various requests to your database.

If you select the necessary report, the fields of the request will appear at centre of the form in
twelve comboboxes . Each combobox corresponds with a column of the report. You can set to
the report column any field of the request by selecting it from the combobox list. The column will
print in the report then you mark check box "Show" near the combobox. If you want to create the
complicated report with a grouping, then mark checkbox "Group by" opposite to an appropriate
field. This Wizard also have tools that allow you to use sub-total and sort, to update the check
boxes "Sum" and "Sort" in the right part of the form.

If you want to show only the part of the requests you can apply filters.

Establish in a combobox instead of the word "All" a necessary sign or word

st =t s> "Between” or "Like™) and in the appeared fields enter condition of the filter. If you
want to see filter condition on the report, update the check boxes "Print Report Filter". The
Wizard saves all set-up of the report therefore if you again want to print this report, it is not
necessary to set up it repeatedly.

You can set up a font for each sections of the report using the menu "Fonts". The menu
"Headers" allows to edit header and comments of the report. You can also save the report to
ASCII comma delimited files using Menu Files "Save As .csv". This format is easily read by many
programs, for example, Excel.

When the report is prepared, you can previously look through it having clicked on button "Print
Report". If report is all right, click the button "Print".

Security

The system is protected with data access control. It can restrict the unauthorized users from
having full access to the database by limiting their access to certain management or confidential
information. Every user can have a different access authority to the Forms, Lists and others. In
order to do so, enter the File Menu and select Security. In the dialog box, enter the prime user
name in the "Admin Name" field and then a password in the "New Password" field. The "Old
Password" will not be required at this stage but for the future when it is needed to change the
password. The Admin Name person would be the only one who can enter and control the level of
access for each user.
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Every user name and password must be entered in this dialog box, and then every user to be
allocated with the required Lists and Forms access according to their job responsibilities. This
can be done through keeping the checkbox, checked or unchecked.
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3.2

Your Company

Set up Your Company?

Before you begin the work with this system, you must setup your company. Select in the left
Menu "You Company " and open the Company Form. Fill in as much as available information
many options as you can and then select the "OK" button . Once all the required information are
properly entered, the company name will be shown in the Form.

& Inventory Executive System: W.E. Aubucheon Co., Inc.

Database Lists New Help

Your Company

Products

Your Company Cancel

Vendors

;urcl'.la.se Orders W.E. Aubuchon Co., Inc.
eceiving :
Payments to Vendors g Ad Shipp Address:
Customers Dennis Boucher :
D Bouch
Sales Orders el
Invoices [W.E. Aubuchon Co., Inc. Wi E. Aubuchon Co., Inc.

Customers Payments
Reports

{95 Aubuchon Drive 95 Aubuchan Drive

[WWestrinster, MA 01473

[Westminster, MA 01473
|97E-874-0521  ext. 1148

dennisbi@aubuchon.com

Company Address

The Billing Address is address where your customers and vendors will mail their payments and
bills. The phone number must also be entered in its field "Phonel”. Billing Address will appear at
the top of all of your invoices, sale orders, purchase orders, receiving lists and payment receipt.

The Shipping Address is address on which you will be receiving all of your goods. This address
is automatically entered in the "Ship to" of each new purchase order. You can change the
shipping address in the Purchase Order Form.
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3.3

You can set the number of figures after a decimal point for the prices and extended in the same
form .

Email address

You can enter your e-mail address in the "Company E-mail" fields. This E-mail will be used as a
back E-mail address for your customers or vendors. If you already use the mail programs such as
Outlook Express or MS Exchange, your messages will be sent through them.

Otherwise, you need to enter the "Outgoing Mail Server (SMTP)" address that is used to send all
the out-going e-mails. You can find this address at your Internet Service Provider. For example,
SMTP address is "smtp.provider.com”. If your provider use authentication SMTP connection you
should set check box "Use authentication™ and enter your user name and password.
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Vendors

Vendors List

The Vendors List Form allows to manage creating, editing, deleting, sorting, filtering of vendors
and printing labels. You can get to the Vendors List by selecting the Lists Menu from the Main
Form or clicking on the button "Vendors". You can also print a vendors list.
Functions:

New
If you want to add a new vendor, click on the button "New"(or Vendor Menu item "New") and fill
the appeared Vendor form.

Edit
If you want to edit a vendor features, click on the button "Edit"(or Vendor Menu item "Edit" or
double click on the Vendor row) and edit the required fields in the appeared Vendor form.

Delete
To delete a vendor click on the button "Delete"(or Vendor Menu item "Delete™) and confirm your
request to delete. You cann't delete a vendor if it still active in any purchase order, receiving list
or payment.

Find
If you want to find a vendor by description, number, E-mail or balance, click on the button
"Find"(or Vendor Menu item "Find") and enter what you want to find in the appeared dialog box.
This function searches for concurrence in any part of all list fields.

Print List
To print the vendors list click on the button "Print List"(or View Menu item "Print List").

Filter
If you want to show on the screen only part of the vendors list, click on the button "Filter"(or View
Menu item "Filter") and enter what you want to select in the appeared dialog box.
Pay attention that after filtration the button "Filter" to be highlighted by green light.

Label
Having clicked on the button "Label"(or View Menu item "Label") you can create a label for each
vendor with the help of Label Wizard.

Balance
It is possible to see the balance, number of the last receiving list and payment when you click on
the button "Balance” (or View Menu item "Vendor Balance").

Statement
You can print the statement of any vendor. You will see all the deliveries from this vendor and all
your payments for the certain term. Press the button "Statement" and you will see form with fields
"Date from" and "Date to".Press button "OK" and statement preview window is open. Press the
button "Print" for printing statement of the vendor . You can create statement in HTML file ,if you
press button "Export to HTML".

Template
It is an Editor to customize labels template. You can create any labels template using mouse and
toolbar buttons. You should click on the toolbar buttons "Line","Frame","Image”, "Text" or "Data”
and paint with mouse this elements. You can use right mouse button and menu items. You should
save template in .dtm file after edit. You may create several template for each document . Before
printing you should press on the button "Template" and choose necessary template file and close
editor. You can print your labels from Products List.

Print Label
You can print customize labels for all selected products .
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4.2

Select vendors.
You can select in the Llist any number of vendors, pressing the button "Select statements” or
keeping the key "Ctrl" with clicking mouse on the extreme left column of the list. If you press
button "Statement” you will see the statements of all the vendors.

Options
When you click the button " Statement Options ", you can change any caption of the Statement
to place the necessary fonts, to restrict from printing some fields, to select a logo of your
company and set up a mode of the calculate taxes . This Options form allows to adjust the printed
form in any kind, appropriate for you. The options are saved to the following new Statement.

Refresh
If you work in a multi-user medium, click on the button "Refresh” and you will see the last
modifications in the list of the vendors.

Help
Call of Help.

Exit
Close Vendors List .
You can sort the list for any field having clicked the mouse on title of field or use menu item
"Sorting".

Vendors list form may be called from Purchase Order form, Receiver form or Payment form
having clicked on the button "Vendor". You can select the vendor by a double click of the left
mouse button on the vendor row or click on the button "Select". You may add a new vendor and
then select him. You can also use any above mentioned function.

You can use hot keys for fast launch of the functions: F1-Help, F2 - New, F3-Print statement, F4-
Edit, F5- select, F6- Filter, F7- Find, F8-Delete.

New Vendor

To create new vendor click "New Vendor" on the main Menu or button "New" on the Vendors list
form.
Fields:

Vendor Name
In this field you must enter the vendor name. This field is a alphanumeric field. You can enter
letters and numbers. Each vendor has unique name and the system will not allow to enter two
identical vendor name.
Company name
You must enter a vendor company name. This name will be used on the purchase orders,
receiving lists and payments. Number and name are enough for creation of the new vendor.
Type
The field "Type" is used for classification of the vendors. You can sort and apply a filter by "Type"
in the Vendors list . The field "Type" can be used in the report wizard.
Payment Terms
This Payment term will appear every time you create the new purchase order.
Billing and Shipping Address
The billing address is where you should send purchase orders to. The shipping address is where
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you ship products to. These addresses will appear on the to

p of your purchase orders. You can

use a button "=>" for copying billing addresses into the shipping address.

E-Mail
In the field E-Mail you must enter the e-mail address of this
mail the purchase orders. If you click the button "E-mail", it
this form.

Salesperson

vendor. That allows you to send by e-
can send the letter immediately from

This Salesperson will appear every time you create the new purchase order.

Inactive

This option allows you to setup this vendor as inactive. If you try to do a purchase order for this
vendor, the system will warn you that the vendor on inactive status.

Comment
To enter any special notes about a vendor.

Vendors
[Products = = | |
Your Company . !“
Vendor # Description Total Balance
;":cce';:is: Rt [ ooz Adlantic Plywood Corporation 7819333830 178000 1780.00
Paymentsgto endars _DM Service Electrical and Industrial Sup978-537-1731 0.00
A > |00s Liberty Supply 978-534-5464| 242150 242150
Sales Orders | |09 &> vendor
Invoices | |0o7
Customers Payments _gg; Number: Company Name: Group:
Reports — [oos [Liberty Supply
| |oos Tye:
010 ype: Current Balanse: PaymentTerm:
i 2421.50 |
| |2
| M3 Billing Address: => Shipp Address:
0ooo : :
| Liberty Supply, Inc. Liberty Supply, Inc.
oos [Liberty Supply |Liberty Supply
| oS | 155 Hamilton Street 195 Harniltan Street
016 -
—017 |Leominster, Ma 01453 [Leaminster, MA 01453
L ] J
019
oo Phonetl:  lo75.534-5454 Phone?2:  [378.634.0302
| o
022 = ;
| Email: lorde libertyweld. com Salesperson
| |3 = Jorder@ihaty : !
Web: hittp: f# libertyweld. i
| |04 = It libertyweld. com Inactive Account: | |
| |025 Comments: i
| [026 Print Comments on
[uElH] Receiv.List Cancel
. 167
Create New: o Print Comments on
O S Order:
Bm:ﬁmfﬂrdbr- 108 rer M
Receiving list 13
Receiving t
e A 028 | Edit client infarmation I 04/20/07
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Purchase Orders

Purchase Orders List

The Purchase Orders List Form allows to manage creating, editing, deleting, sorting, filtering of
purchase orders . You can get to the Purchase Orders List by selecting the Lists Menu from the
Main Form or clicking on the button "POrders".

Functions:

New
If you want to add a new purchase order, click on the button "New"(or POrders Menu item "New")
and fill the appeared Purchase Order form.

Edit
If you want to edit a purchase order features, click on the button "Edit"(or POrders Menu item
"Edit" or double click on the POrder row) and edit fields in the appeared Purchase Order form.

Delete
If you want to delete a purchase order, click on the button "Delete"(or POrders Menu item
"Delete™) and confirm your wish to delete. You can't delete the POrder, if you have payment or
receiving by this purchase order.

Find
If you want to find a purchase order by number, vendor , total or balance, click on the button
"Find"(or POrders Menu item "Find") and enter what you want to find in appeared dialog box.
This function searches for concurrence to any part of all list fields.

Print List
To print POrders list click on the button "Print List"(or View Menu item "Print List").

Filter
If you want to show on a screen only part of the Purchase Orders list click on the button "Filter"(or
View Menu item "Filter") and enter what you want select in appeared dialog box.
Pay attention after filtration on the button "Filter" to be highlighted by green light.

Select for print and Print selected
You can select in the list any number of documents, by pressing the button "Select for print" or
keeping the key "Ctrl" with clicking mouse on the extreme left column of the list. Then press the
button "Print selected" and you will see the preview window. For printing press button "Print".

Options
When you click the button " POrder Options ", you can change any caption of the POrder, to

place the necessary fonts, to restrict showing some fields and set up a mode of the calculate
taxes . You can create HTML E-mail invoice in any kind, appropriate for you. The options are
saved to the following new Invoice.If you use long descriptions of the products you can set check
box "Use comment" and program will print the contents of field "Comments" instead of the
product description. These options concern only simple default order.

Balance
It is possible to see the balance, number of the last purchase order and your payment of current
vendor having clicked on the button "Balance" (or POrders Menu item "Vendor Balance").
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5.2

Template
It is an Editor for order template. You can create any order template using mouse and toolbar
buttons. You should click on the toolbar buttons "Line","Frame","Image", "Text" or "Data" and
paint with mouse this elements. You can use right mouse button and menu items. You should
save template in .dtm file after edit. You may create several template for each document (for
example packing list for invoice).Before printing you should select Template from drop down list.

Help
Call of Help.

Exit
Close Purchase Orders List .

You can sort the list for any field having clicked the mouse on title of field .

Purchase Orders List form may be called from Receiving List form or Payment form having
clicked on the buttons "POrder" and "Order". You can select the POrder by a double click of the
left mouse button on the POrder row or click on the button "Select"

You can use hot keys for fast launch of the functions: F1-Help, F2 - New, F3-Print selected, F4-
Edit, F5- select, F6- Filter, F7- Find, F8-Delete.

New Purchase Order

To create new purchase order click "New POrder" on the main form or button "New" on the
Purchase Orders list form.
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Purchase Orders

Products
Your Company
Vendors
Purchase Orders [Balance  [Total [Paid JR&cel\_r.e.gl !
Receiving F‘@ |
Payments to Vendors
Customers
Sales Orders
Invoices Vendor #: | Ship to |Denn|s Boucher PO Number: 7
(Flz::toor:;ers Payments (42072007 J
Vendor # Description Phone Total Paid
| b (002 Atlantic Phwood Corporation 781-933-3830 1.780.00 :
| |014 Service Electrical and Industrial Su/978-637-1731
| (006 Liberty Supply 378-534-5464 2.421.50 —
4 [oos New Pig 1-800-HOT-H L il
|07 Lightstat Inc. 860-738-4111
| (oM ADD-A-SIGN Co 508-465-3000 2.615.88
- [_[o03 Champion America 1-800-621-70
| |004 Grainger 508-853-7300
| (005 Kamco 718-788-1234 E.804.00
010 MNorthern Safety Co.. Inc. 800-631-1246
[ |01 MNorthern Tool & Equipment Co. 952-894-9510
| (012 Outwater Flastics 1-888-688-92
[ |13 Flastic Tuming Compary 413-229-8583 4.791.20
| (oood Stock, 2,105,461.10 2:
| (008 Lozier 402-457-3000|  125.811.34 0.00
| |15 “Youngstown Alum.
T1 3 I Inited Rafricnaration ‘ H ‘ 4 ‘ L ‘ " |l 0.00
4
| | d 0.00
Q@ x| P|e| ¥ @]« \m e
0.00
Date Received: | Bk RATD L |7
‘ Received Total: 0.00
Notes: e T
- % ’7 Balance : 0.00
Create New: Group PO | _ Paid Amount: |
Euhes fider Email | Print ‘ @ Simple Options | Template | Close
(" Template
Receiving list

Fields:

Number
In the field Number you must enter the POrder number or use the default. This field is a
alphanumeric field. You can enter letters and numbers. The system will automatically increment
the number each time you create a new POrder or you will enter them manually. Each POrder
has unique number and the system will not allow to enter two identical numbers.

Vendor
You must select a vendor name from drop down list. You can add new vendor using row <Add
new>.

Billl to and Ship to
Program fills these fields automatically from Vendor and Company info. And you can edit the
address on which you usually receive products. T

Date
You must select a date from the calendar which will appear after click on the field "Date".

Salesperson and Payment Term
Text will appear in this fields from Vendors Form "Payment Term" and "Salesperson®”. If you don't
accept this text simply type a new content .

Reference
You can enter here any additional information concerning given purchase order.

POrder Items
Click the button "Product”. This will display a list of existing products. Click the button "New" to
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add a new product or service. Enter a unique Product Code, Invoice and POrder Description,
Cost, List and Sale Price on the Product Form. Update the check boxes to reflect if taxes are
normally applied to sales of this product. If you wish to use this product as non-stock or non-
depleting also check the boxes. Finally, click the OK button on the Product Form and "Select"
button( or double-click on the product row) on the Product List Form. The POrder Form will be
displayed with new item on the POrder Items box. On the POrder Items box, edit the Quantity,
Unit Price and the description if necessary. You can also change the Taxable status for the item
on this invoice. Click the Save button. Note that the line item now appears in the grid and
discount, sales taxes, totals and balance due have automatically been calculated. Click the "New
Item” button to add additional items to the POrder. Note that you can now select product from
Products List or click the "New" button to define an additional product.

You can simply type Product Code in the POrder Item and press Enter. If this product code
exists, INExSy automatically will fill fields "Description”, "Unit Price” and "Tax". If this product
code doesn't exist, you must enter description, unit price, quantity, tax and after clicking "Save"
button system add this product in the Product List.

Besides, you can use any bar code reader that is translated and entered directly into the keyboard
buffer as regular text.

You have a possibility to find any product in the big order using button "Find".

You can delete an unnecessary item if establish on it the pointer and click the button "Delete".

Discount rate and Discount
If your vendor uses discount, you can enter discount rate or discount amount in this field.
The System automatically compute discount through significance of the discount rate (percent). If
discount rate is equal zero, you can manually enter significance of the discount.

Shipping
Enter shipping charges in this field.

Tax
The system allows to use two kinds of the taxes. The taxes can calculate automatically as
significance tax rate(percent) from the sum of the POrder (with shipping or without). Only taxable
products are used in calculation. If the account of the tax doesn't submit to automation, it can be
entered manually. Update the check boxes "Calc.Tax" if taxes are automatically settled up
through tax rate. If you expect the tax with allowance shipping establish the check box "Tax
Shipping". You can place options of account of the second tax with the help of forms "POrder
Options"” which is called by clicking of the "Option" button.

Comment
The Comment field allows you to enter any Purchase Order comments.

Expected Date
Here you can enter date of expected delivery of the products. You must select a date from the
calendar which appear after click on this field.

Reference
Here you can do a note about the condition of this Purchase Order. The POrder may be printed,
sent by E-mail or POrder creation may be not completed yet .The content of this field is not
printed.

Group PO
The fields "Type" and "Group" are used for classification of the POrders. You can sort and apply
a filter by "Group" in the POrders list and reports. The content of this field is not printed.

Buttons:
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Vendor
Calls the Vendors List form for choice of the vendor.
New Item
Click the "New Item" button to add additional items to the POrder.
Products
Calls the Products List form for choice of the product.
Find
You may find any product amongst already entered items.
Delete
You can delete an unnecessary item if you establish the pointer on it and click the button
"Delete".

You can use hot keys for fast launch of the functions: F2- New Item, F4- Products, change field
"Tax" and increase Quantity,F7- Find.

Received
Here you can look through the list of all receivers under this POrder. Total sum of receivers is
visible to the right of this button.

Paid Amount
You can look through the list of all payments under this POrder after clicking on this button.
Immediately from this list of payments you can enter new payment or edit already made
payments under this POrder. Total sum of payments is visible to the right of this button.

Options
When you click the button " POrder Options ", you can change any caption of the POrder and set
up a mode of the calculate taxes . This Options form allows to adjust the screen form in any kind,
appropriate for you. The options are saved in the current template.

Template
It is an Editor for orders template. You can create any orders template using mouse and toolbar
buttons. You should click on the toolbar buttons "Line","Frame","Image", "Text" or "Data" and
paint with mouse this elements. You can use right mouse button and menu items. You should
save template in .dtm file after edit. You may create several template for each document (for
example packing list for order). Before printing you should choose necessary template from drop
down list .

Print
Use this button to print the purchase order.

E-mail
You can send the POrder by E- mail using this button. The POrder will be created as html file and
will be sent to your vendor as attachment of the letter .

Save
Any modifications made in the POrder will be saved only in case if you click this button.
Close

This button closes the POrder form. If you want to save all modifications made in the form before
closing the form, necessarily click "Save" button. If you want to leave without saving, safely click
on this button.

Form Menu
You can execute any command not only by clicking on an appropriate button but also by choicing
Item of the Form Menu.
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53 Edit Purchase Order

You can make any changes necessary for existing POrders. To call the form for edit of purchase
order click " POrders" button on the main form. From the Purchase Orders List form, you have to
choose the POrder and click on the "Edit" button( or double click on the POrder row). You can
change, add and remove Purchase Order information using any functions of the Purchase Order
form . We don't recommend you to make any changes in a POrder after it has been sent to your
vendor. You can prepare another POrder for the required adjustment.
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Receiving

Receivings

The Item Receivings Form allows to manage creating, editing, deleting, sorting, filtering receivers
. You can get to the Item Receipt by selecting the Lists Menu from the Main Form or clicking on
the button "Receiving".

Functions:

New
If you want to add a new Receiving list, click on the button "New"(or Receivers Menu item "New")
and fill the appeared Item Receipt form.

Edit
If you want to edit a Receiving list features, click on the button "Edit"(or Receivers Menu item
"Edit" or double click on the Receiver row) and edit fields in the appeared Receiver form.

Delete
If you want to delete a Receiving list, click on the button "Delete"(or Receivers Menu item
"Delete™) and confirm your wish to delete. You can't delete the Receiving list, if you have
payment or receiving by this receiver.

Find
If you want to find a Receiving list by number, vendor , total or balance, click on the button
"Find"(or Receivers Menu item "Find") and enter what you want to find in the appeared dialog
box.
This function searches for concurrence to any part of all list fields.

Print List
To print Receiving list click on the button "Print List"(or View Menu item "Print List").

Filter
If you want to show on a screen only part of the Receiving list click on the button "Filter"(or View
Menu item "Filter") and enter what you want to select in appeared dialog box.
Pay attention after filtration on the button "Filter" to be highlighted by green light.

Select for print and Print selected
You can select in the list any amount of the documents, pressing the button "Select for print” or
keeping the key "Ctrl" with clicking mouse on the extreme left column of the list. Then press the
button "Print selected" and you will see the preview window. For printing press button "Print".

Options
When you click the button " Options ", you can change any caption of the Item Receipt, to
prohibit show some fields and set up a mode of the calculate taxes . You can create HTML E-mail
invoice in any kind, appropriate for you. The options are saved in the current Template.

Balance
It is possible to see the balance, number of the last receiver and your payment of current vendor
having clicked on the button "Balance” (or Receivers Menu item "Vendor Balance").

Help
Call of Help.
Exit
Close Receivings form .

You can sort the list for any field having clicked the mouse on title of field .
Receiving list form may be called from form Payment form having clicked on the buttons
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6.2

"Receiving" . You can select the Receiving list by a double click of the left mouse button on the
Receiving list row or click on the button "Select"
You can use hot keys for fast launch of the functions: F1-Help, F2 - New, F3-Print selected, F4-
Edit, F5- select, F6- Filter, F7- Find, F8-Delete.

New Receiving List

To create new receiver click "New Receiving" on the main form or button "New" on the
Receivings form.

Receiving

Products I =l == B - —g— —r= 2 .
Your Company u @ x }) i, @ * 5 = g @ @
Vendors -

Receiver# |Date Vendor # Vendor Description Total Paid Vendor Invoice Group 4
_eO LS8t F 196 1A7/2006 i} Stock f20.45
Payments to Vendors | [197 e 3 ==l
Customers L 133
IS“'e_s Orders | Fle Edit Heb
nvoices
Customers Payments 201 |1 T

Vendor Inveice: eceiving List 13

Reports 202 ; d : 0oz iddih

205 Reference: Payment Terms: Date Received: /212006 E]
205 ] ] Salesperson:
on7 :

208 Product Code Description Tax |Receive Receive Price| Cost Extended

200 p 70512 48" ¥ 30" Peg Board  BE430 N 100 17.80 17.80 1,780.00
210
211
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214
215
216

217 1~ From Vendor Invoice

218 Comments Discount % W Discount: 0.00

219

220 Sub Total: 1.780.00
]

_igj IAﬂamic Plywaod Carporation POrder #: Date: 34272006 EJ

z _ COrdered: Already Received: Order Price:
New item Products Eind Delete I | El‘ | D| | 17.80‘

Calc Tax

221 o ,‘—
2 Tax shipping —  Shipping: 0.08
- Tax Rate %: 000 Tax: I—DDD.

Create New: 224 o Total: 1.780.00
e 225 || Group : I Serial # | | Paid
Purchase Order 226 Amount: Balance 1780.00
7 T 227 || Notes: J = Due:
“Receiving list ; . ; g
: — . Email Print Preview con Options Template Close
\?emfﬂr-ﬁagment 5;3 = - — | Template L P ~
‘Sales Order 231 [ 04/20/07
" = EEY] UEEi=Ln s o TR T TR T T
Fields:
Number

In the field Number you must enter the Receiving list number or use the default. This field is a
alphanumeric field. You can enter letters and numbers. The system will automatically increment
the number each time you create a new Receiving list or you will enter them manually. Each
Receiving list has unique number and the system will not allow to enter two identical numbers.
Vendor
You must select a vendor name from drop down list. You can add new vendor using row <Add
new>.
Billl to and Ship to
Program fills these fields automatically from Vendor and Company info. And you can edit the
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address on which you usually receive products.

Date
You must select a date from the calendar which will appear after click on the field "Date".

Salesperson and Payment Term
Text will appear in this fields from Vendors Form "Payment Term" and "Salesperson®”. If you don't
accept this text simply type a new content .

Reference
You can enter here any additional information concerning given receiver.

Receiving Items
Click the button "Product”. This will display a list of existing products. Click the button "New" to
add a new product or service. Enter a unique Product Code, Invoice and Receiving list
Description, Cost, List and Sale Price on the Product Form. Update the check boxes to reflect if
taxes are normally applied to sales of this product. If you wish to use this product as non-stock or
non-depleting also check the boxes. Finally, click the OK button on the Product Form and
"Select" button( or double-click on the product row) on the Product List Form. The Receiver Form
will be displayed with new item on the Receiver Items box. On the Receiver Iltems box, edit the
Quantity, Unit Price and the description if necessary. You can also change the Taxable status for
the item on this invoice. Click the Save button. Note that the line item now appears in the grid
and costs, discount, sales taxes, totals and balance due have automatically been calculated.
Click the "New Item" button to add additional items to the Receiver. Note that you can now select
product from Products List or click the "New" button to define an additional product.
You can simply type Product Code in the Receiver Item and press Enter. If this product code
exists, INExSy automatically will fill fields "Description”, "Unit Price” and "Tax". If this product
code doesn't exist, you must enter description, unit price, quantity, tax and after clicking "Save"
button system add this product in the Product List.
Besides, you can use any bar code reader that is translated and entered directly into the keyboard
buffer as regular text.
You have a possibility to find any product in the big receiving list using button "Find".
You can delete an unnecessary item if establish on it the pointer and click the button "Delete".
If you have several locations or warehouses you can set the checkbox "Location” in the Options
Form and indicate the location for each receiving item. If you purchase goods specially for the
Customer Job set column Customer and select Customer:Job for this items. And finally you may
indicate warranty date in the column "Warranty".

Discount rate and Discount
If your vendor uses a discount, you can enter discount rate or discount amount in this field.
The system automatically compute discount through significance of the discount rate (percent). If
discount rate is equal zero, you can manually enter significance of the discount.

Shipping
Enter shipping charges in this field from vendors invoice.

Tax
The system allows to use two kinds of the taxes. The taxes can calculate automatically as
significance tax rate(percent) from the sum of the Receiver (with shipping or without). Only
taxable products are used in calculation. If the account of the tax doesn't submit to automation, it
can be entered manually. Update the check boxes "Calc.Tax" if taxes are automatically settled up
through tax rate. If you expect the tax with allowance shipping establish the check box "Tax
Shipping". You can place options of account of the second tax with the help of forms "Receiver
Options"” which is called by clicking of the "Option" button.

Comment
The Comment field allows you to enter any Receiver comments.

Due Received
Here you can enter due received date. You must select a date from the calendar which appear
after click on this field.

Reference
Here you can do a note about a condition of this Receiving list. The Receiving list may be printed,
sent by E-mail or Receiving creation may be not completed yet. The content of this field is not
printed.
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Group
The field"Group" are used for classification of the Receiving list. You can sort and apply a filter by
"Group" in the Receiving list and reports. The content of this field is not printed.

Buttons:

Vendor
Calls the Vendors List form for choice of the vendor.
New Item
Click the "New Item" button to add additional items to the Receiving list.
Products
Calls the Products List form for choice of the product.
Find
You may find any product amongst already entered items.
Delete
You can delete an unnecessary item if you establish the pointer on it and click the button
"Delete".

You can use hot keys for fast luanch of the functions: F2- New Item, F4- Products, change field
"Tax" and increase Quantity,F7- Find.

Paid Amount
You can look through the list of all payments under this Receiving list after clicking on this button.
Immediately from this list of payments you can enter new payment or edit already made
payments under this Receiving list. Total sum of payments is visible to the right of this button.

Options
When you click the button " Receiver Options " you can change any caption of the Receiving to
prohibit from printing some fields, to select a logo of your company and set up a mode of the
calculate taxes. This Options form allows to adjust the printed form in any kind, appropriate for
you. The options are saved to the following new Receiving list.

Template
It is an Editor for Receiving list template. You can create any receiving list template using mouse
and toolbar buttons. You should click on the toolbar buttons "Line","Frame","Image", "Text" or
"Data" and paint with mouse this elements. You can use right mouse button and menu items. You
should save template in .dtm file after edit. You may create several template for each document
(for example packing list for invoice). Before printing you should select Template from drop down
list.

Print
Use this button to print the Receiving list

Save
Any modifications are made in the Receiving list will be saved only in case if you click this
button.

Close
This button closes the Receiving list. If you want to save all modifications made in the form
before closing the form, necessarily click "Save" button . If you want to leave without saving,
safely click on this button.

Form Menu

You can execute any command not only by clicking on an appropriate button but also by choicing
Item of the Form Menu.

© 2007 Quartex LLC



Receiving 43

6.3  Edit Item Receipt

You can make any changes necessary for existing Receiving. To call the form for edit of the
receiver click " Receiving" button on the main form. From the Receivers List form, you have to
choose the Receiver and click on the "Edit" button( or double click on the Receiver row). You can
change, add and remove Receiver information using any functions of the Receiver form . We
don't recommend you to make any changes in a Item Receipt after it has been sent to your
vendor. You can prepare another Item Receipt for the required adjustment.
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Customers

Customers List

The Customers List Form allows to manage creating, editing, deleting, sorting, filtering of
customers and printing labels. You can get to the customers List by selecting the Lists Menu from
the Main Form or clicking on the button "Customers". You can also print a Customers list.

Functions:

New
If you want to add a new customer, click on the button "New"(or Customer Menu item "New") and
fill the appeared customer form.

Edit
If you want to edit a customer features, click on the button "Edit"(or Customer Menu item "Edit" or
double click on the customer row) and edit fields in the appeared Customer form.

Delete
To delete a customer click on the button "Delete”(or Customer Menu item "Delete") and confirm
your wish to delete. You can't delete the customer if it was specified in any invoice, sale order or
payment.

Find
If you want to find a customer by description, number, E-mail or balance, click on the button
"Find"(or Customer Menu item "Find") and enter what you want to find in appeared dialog box.
This function searches for concurrence in any part of all list fields.

Print List
To print Customers list click on the button "Print List"(or View Menu item "Print List").

Filter
If you want to show on the screen only a part of the Customers list, click on the button "Filter"(or
View Menu item "Filter") and enter what you want to select in appeared dialog box.
Pay attention that after filtration the button "Filter" to be highlighted by green light.

Label
Having clicked on the button "Label"(or View Menu item "Label") you can create a label for each
customer with the help of the Label Wizard.

Balance
It is possible to see the balance, number of the last invoice and payment when you click on the
button "Balance" (or View Menu item "customer Balance").

Statement
You can print the statement of any customer. You will see all the sales of this customer and all
payments from the certain term. Press the button "Statement” and you will see form with fields
"Date from" and "Date to".Press button "OK" and statement preview window is open. Press the
button "Print" for printing statement of the vendor . You can create statement in HTML file, if you
press button "Export to HTML".

Template
It is an Editor for customize labels template. You can create any labels template using mouse and
toolbar buttons. You should click on the toolbar buttons "Line","Frame","Image”, "Text" or "Data”
and paint with mouse this elements. You can use right mouse button and menu items. You can
save template in .dtm file after edit. You may create several template for each document . Before
printing you should select Template from drop down list. You can print your labels from Products
List.
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7.2

Print Label
You can print customize labels for all selected products .

Select customers for print.
You can select in the list any number of customers, pressing the button "Select " or keeping the
key "Ctrl" with clicking mouse on the extreme left column of the list. If you press button
"Statement” you will see statements of all customers.

Options
You can call the form " Statement Options " when you click on this button. You can change any
caption of the Statement to place the necessary fonts, to prohibit from printing some fields, to
select a logo of your company and set up a mode of the calculate taxes . This Options form
allows to adjust the printed form in any kind, appropriate for you. The options are saved to the
following new Statement.

Help
Call of Help.

Exit
Close Customers List .

You can sort the list for any field having clicked the mouse on title of field.

The Customers list form may be called from Invoice form, Sale Order form or Payment form
having clicked on the button "Customer". You can select the Customer by a double click of the
left mouse button on the customer row or click on the button "Select”. You may add a new
customer and then select him. You can also use any above mentioned function.

You can use hot keys for fast launch of the functions: F1-Help, F2 - New, F3-Print statement, F4-
Edit, F5- select, F6- Filter, F7- Find, F8-Delete.

New Customer

To call the form for creation of new customer click "New Customer" on the main form or button
"New" on the Customers list form.
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Fields:

Number
In the field Number you must enter the customer number or use the default. This field is a
alphanumeric field. You can enter letters and numbers. The system will automatically increment
the number each time you create a new customer or you will enter them manually. Each
customer has unique number and the system will not allow to enter two identical numbers.
Company name
You must enter a customer company hame. This name will be used on the purchase orders,
receiving lists and payments. Number and name are enough for creation of the new customer.
Type and Group
The fields "Type" and "Group" are used for classification of the customers. You can sort and
apply a filter by "Group" in the Customers list . The fields "Group" and "Type" can be used on the
report wizard.
Payment Terms
This Payment term will appear every time you create the new invoice.
Billing and Shipping Address
The billing address is where you should send invoice and sale orders to. The shipping address is
where you ship products to. These addresses will appear on the top of your invoices and sale
orders. You can use a button "=>" for copying billing addresses into the shipping address.
E-Mail
In the field E-Mail you must enter the e-mail address of this customer. That allows you to send by
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e-mail the invoice and sale orders. If you click the button "E-mail”, it can send the letter
immediately from this form.

Salesperson
This Salesperson will appear every time you create the new invoice and sale order.

Inactive
This option allows you to setup this customer as inactive. If you try to do an invoice or sale order
for this customer, the system will warn you that they are on inactive status.

Comment
To enter any special notes about the customer. You can also print the contents of the comment
on a customer's sale orders or invoice (see above).
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Sale Orders
Sale Orders List

The Sale Orders List Form allows to manage creating, editing, deleting, sorting, filtering sale
orders . You can get to the Sale Orders List by selecting the Lists Menu from the Main Form or
clicking on the button "Sale Orders".

Functions:

New
If you want to add a new sale order, click on the button "New"(or Orders Menu item "New") and fill
the appeared Sale Order form.
Edit
If you want to edit a sale order features, click on the button "Edit"(or Orders Menu item "Edit" or
double click on the Order row) and edit fields in the appeared Sale Order form.
Delete
If you want to delete a sale order, click on the button "Delete"(or Orders Menu item "Delete") and
confirm your wish to delete. You can't delete the Order, if you have payment by this sale order.
Find
If you want to find a sale order by number, customer , total or balance, click on the button
"Find"(or Orders Menu item "Find") and enter what you want to find in appeared dialog box.
This function searches for concurrence to any part of all list fields.
Print List
To print the Orders list click on the button "Print List"(or View Menu item "Print List").
Filter
If you want to show on a screen only part of the Sale Orders list click on the button "Filter"(or
View Menu item "Filter") and enter what you want select in the appeared dialog box.
Pay attention after filtration on the button "Filter" to be highlighted by green light.
Select for print and Print selected
You can select in the list any number of the documents, pressing the button "Select for print" or
keeping the key "Ctrl" with clicking mouse on the extreme left column of the list. Then press the
button "Print selected" and you will see the preview window. For printing press the button "Print".

Balance
It is possible to see balance, number of the last sale order and your payment of current customer
having clicked on the button "Balance” (or Orders Menu item "Customer Balance").

Help
Call of Help.
Exit
Close Sale Orders List .
You can sort the list for any field having clicked the mouse on title of field .

The Sale Orders List form may be called from Invoice form or Payment form having clicked on
the buttons "Order" . You can select the Order by a double click of the left mouse button on the
Order row or click on the button "Select"

The form "Sale Order" has the checkbox "Calculate Price from Ext." for switching mode of
calculate price from extention.

You can use hot keys for fast launch of the functions: F1-Help, F2 - New, F3-Print selected, F4-
Edit, F5- select, F6- Filter, F7- Find, F8-Delete.
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8.2 New Sale Order

To create new sale order click "New Order" on the main form or button "New" on the Sale Orders

list form.

Sales Orders
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Fields:
Number

In the field Number you must enter the Order number or use the default. This field is a
alphanumeric field. You can enter letters and numbers. The system will automatically increment
the number each time you create a new Order or you will enter them manually. Each Order has
unique number and the system will not allow to enter two identical numbers.

Customer
You must select a customer name from drop down list. You can add new vendor using row <Add
new>.

Bill to and Ship to
You can enter here address on which you usually receive products. These field will be filled
automatically, if you have filled lines of "Billing address" and "Shipping address" in the Customer
form.

Date
You must select a date from the calendar which will appear after click on the field "Date".

Salesperson and Payment Term
Text will appear in this fields from Customers Form "Payment Term" and "Salesperson”. If you
don't accept this text simply type a new content .

Reference
You can enter here any additional information concerning given sale order.
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Order Items
Click the button "Product". This will display a list of existing products. Click the button "New" to
add a new product or service. Enter a unique Product Code, Invoice and Order Description, Cost,
List and Sale Price on the Product Form. Update the check boxes to reflect if taxes are normally
applied to sales of this product. If you wish to use this product as non-stock or non-depleting also
check the boxes. Finally, click the OK button on the Product Form and "Select" button( or double-
click on the product row) on the Product List Form. The Order Form will be displayed with new
item on the Order Items box. On the Order Items box, edit the Quantity, Unit Price and the
description if necessary. You can also change the Taxable status for the item on this invoice.
Click the Save button. Note that the line item now appears in the grid and discount, sales taxes,
totals and balance due have automatically been calculated. Click the "New Item" button to add
additional items to the Order. Note that you can now select product from Products List or click the
"New" button to define an additional product.
You can simply type Product Code in the Order Item and press Enter. If this product code exists,
INExSy automatically will fill fields "Description”, "Unit Price" and "Tax". If this product code
doesn't exist, you must enter description, unit price, quantity, tax and after clicking "Save" button
system add this product in the Product List.
Besides, you can use any bar code reader that is translated and entered directly into the keyboard
buffer as regular text.
You'll see the warning message if you enter in the order a product with zero or small quantity in
the warehouse.
You have a possibility to find any product in the big order using button "Find".
You can delete an unnecessary item if establish on it the pointer and click the button "Delete".
The form has the checkbox "Calculate Price from Ext."” for switching the mode of calculate price
from extention.
If you have several locations or warehouses you can set the checkbox "Location” in the Options
Form and indicate the location for each receiving item. If you sell goods specially for a Vendor
Contract set the column Vendor and select the Vendor:Contract for this items. And finally you
may indicate warranty date in the column "Warranty

Discount rate and Discount
If you use a discount, you can enter discount rate or discount amount in this field.
System automatically compute discount through significance of the discount rate (percent). If
discount rate is equal zero, you can manually enter significance of the discount.

Shipping
Enter shipping charges in this field.

Tax
The system allows to use two kinds of the taxes. The taxes can calculate automatically as
significance tax rate(percent) from the sum of the Order (with shipping or without). Only taxable
products are used in calculation. If the account of the tax doesn't submit to automation, it can be
entered manually. Update the check boxes "Calc.Tax" if taxes are automatically settles up
through tax rate. If you expect the tax with allowance shipping establish the check box "Tax
Shipping". You can place options of account of the second tax with the help of forms "Order
Options"” which is called by clicking of the "Option" button.

Comment
The Comment field allows you to enter any Sale Order comments.

Reference
Here you can do a note about condition of this Sale Order. The Order may be printed, sent by E-
mail or Order creation may be not completed yet .The content of this field is not printed.

Group
The field "Group" is use for classification of the Orders. You can sort and apply a filter by "Group”
in the Orders list and reports.
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Serial
To show in the Order column "Serial” for input the product serial numbers update this check
boxes.

Buttons:

Customer
Calls the Customer List form for choice of the customer.

New Item
Click the "New Item" button to add additional items to the Order.

Products
Calls the Products List form for choice of the product.
Find
You may find any product amongst already entered items.
Delete
You can delete an unnecessary item if you establish the pointer on it and click the button
"Delete".

You can use hot keys for fast luanch of the functions: F2- New Item, F4- Products, change field
"Tax" and increase Quantity,F7- Find.

Sold
Here you can look through the list of all invoices under this Order. Total sum of sale is visible to
the right of this button.

Paid Amount
You can look through the list of all payments under this Order after clicking on this button.
Immediately from this list of payments you can enter new payment or edit already made
payments under this Order. Total sum of payments is visible to the right of this button.

Options
When you click the button " Order Options ", you can change any caption of the Order to prohibit
from printing some fields and set up a mode of the calculate taxes . This Options form allows to
adjust the printed form in any kind, appropriate for you. The options are saved to the following
new Order.

Template
It is an Editor for Sale Order templates. You can create any receiving list template using mouse
and toolbar buttons. You should click on the toolbar buttons "Line","Frame"”,"Image", "Text" or
"Data" and paint with mouse this elements. You can use right mouse button and menu items. You
should save template in .dtm file after edit. You may create several template for each document
(for example packing list for invoice). Before printing you should select Template from drop down
list.

Print
Use this button to print the sale order.

E-mail

You can send the Order by E- mail using this button. The Order will be created as html file and
will be sent to your customer as attachment of the letter .

Save
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Any modifications made in the Order will be saved only in case if you click this button.
Close

This button closes the Order form. If you want to save all modifications made in the form before
closing the form, necessarily click "Save" button. If you want to leave without saving, safely click
on this button.

Form Menu

You can execute any command not only by clicking on an appropriate button but also by choicing
Item of the Form Menu.

Edit Sale Order

You can make any changes necessary for existing Sale Orders. To call the form for edit of sale
order click " Sale Orders" button on the main form. From the Sale Orders List form, you have to
choose the Sale Order and click on the "Edit" button( or double click on the Order row). You can
change, add and remove Sale Order information using any functions of the Sale Order form . We
don't recommend you to make any changes in the Sale Order after it has been sent to your
customer. You can prepare another Sale Order for the required adjustment.
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Invoices

Invoices List

The Invoices List Form allows to manage creating, editing, deleting, sorting, filtering invoices .
You can get to the Invoices List by selecting the Lists Menu from the Main Form or clicking on the
button "Invoices".

Functions:

New
If you want to add a new sale invoice, click on the button "New"(or Invoices Menu item "New")
and fill the appeared Invoice form.
Edit
If you want to edit a invoice features, click on the button "Edit"(or Invoices Menu item "Edit" or
double click on the Invoice row) and edit fields in the appeared Invoice form.
Delete
If you want to delete a invoice, click on the button "Delete"(or Invoices Menu item "Delete™) and
confirm your wish to delete. You can't delete the Invoice, if you have payment by this sale
invoice.
Find
If you want to find the a sale invoice by number, customer , total or balance, click on the button
"Find"(or Invoices Menu item "Find") and enter what you want to find in appeared dialog box.
This function searches for concurrence to any part of all list fields.
Print List
To print Invoices list click on the button "Print List"(or View Menu item "Print List").
Filter
If you want to show on a screen only part of the Invoices list click on the button "Filter"(or View
Menu item "Filter") and enter what you want to select in the appeared dialog box.
Pay attention after filtration on the button "Filter" to be highlighted by green light.
Select for print and Print selected
You can select in the list any number of the documents, pressing the button "Select for print" or
keeping the key "Ctrl" with clicking mouse on the extreme left column of the list. Then press the
button "Print selected" and you will see the preview window. For printing press button "Print".
Balance
It is possible to see the balance, number of the last invoice and your payment of current
vendor having clicked on the button "Balance” (or Invoices Menu item "Customer Balance").
Help
Call of Help.
Exit
Close Invoices List .

You can sort the list for any field having clicked the mouse on title of field .

The Invoices List form may be called from Payment form having clicked on the buttons
"Invoice" . You can select the Invoice by a double click of the left mouse button on the Invoice
row or click on the button "Select”

You can use hot keys for fast launch of the functions: F1-Help, F2 - New, F3-Print selected, F4-
Edit, F5- select, F6- Filter, F7- Find, F8-Delete.
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9.2

New Invoice

Click on the button "New Invoice" on the main form or button "New" on the Invoices list form.

Sales Orders

B Payme :

Sales Receipts .
Nork Ord .
n::mfaln';e.s | | } | Template: Hlmmlceiempla’re v | Options | Status |Agproved - Save LClose

Adjust imventory
leporis

Due Dato

1 . Inwoice #
Wilson Coleman =3 nvoice 000004
] FOrder o,

6334 Tracyton Blvd Wy

8 " Date Paid
remeriar [Ealia]] 2/26/2007 1961 195.10
WA G831 ¥ |000003 34412007 Wiilson Coleman 434,

Blew tem | Products | Find

Item [Dasulplion
> | . ENEE
* | [+] | : >

LE RSB o |
SeIecﬂ

‘ Discount% 0 Discount 0.00

% :| | Calculate Tax [J Calcula.te Tax 2 O  suvtotal 0.00

B st iy T4 Tax Shipping [ Tax Shipping2 [0 shipping a.oo

Receiving % m Tax% ,—Ll 0 Ta 0.00
Purchase Ord hd = Tax2%

- 100

Sales Order, Total 0.00
—anioe To be e-mailed D Customer Tax code . 1 0.0

Balance Due

In the field Number enter the Invoice number or use the default. This field is a alphanumeric field.
Each Invoice has the unique number.

Fill in the name of the customer or job.
Select a Template

In the detail area, enter the line items.

Invoice Items
Click the button "Product". This will display a list of existing products. Click the button "New" to
add a new product or service. Enter a unique Product Code, Invoice and Invoice Description,
Cost, List and Sale Price on the Product Form. Update the check boxes to reflect if taxes are
normally applied to sales of this product. If you wish to use this product as non-stock or non-
depleting also check the boxes. Finally, click the OK button on the Product Form and "Select”
button( or double-click on the product row) on the Product List Form. The Invoice Form will be
displayed with new item on the Invoice Items box. On the Invoice Iltems box, edit the Quantity,
Unit Price and the description if necessary. You can also change the Taxable status for the item
on this invoice. Click the Save button. Note that the line item now appears in the grid and
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discount, sales taxes, totals and balance due have automatically been calculated. Click the "New
Item” button to add additional items to the Invoice. Note that you can now select product from
Products List or click the "New" button to define an additional product.

You can simply type Product Code in the Invoice Item and press Enter. If this product code
exists, INExSy automatically will fill fields "Description”, "Unit Price" and "Tax". If this product
code doesn't exist, you must enter description, unit price, quantity, tax and after clicking "Save"
button system add this product in the Product List.

Besides, you can use any bar code reader that is translated and entered directly into the
keyboard buffer as regular text.

You'll see the warning message if you enter in the invoice a product with zero or small quantity in
the warehouse.

You have a possibility to find any product in the big invoice using button "Find".

You can delete an unnecessary item if establish on it the pointer and click the button "Delete".
The form has the checkbox "Calculate Price from Ext." for switching the mode of calculate price
from extention.

Discount rate and Discount
If you use a discount, you can enter discount rate or discount amount in this field.
System automatically compute discount through significance of the discount rate (percent). If
discount rate is equal zero, you can manually enter significance of the discount.

Shipping
Enter shipping charges in this field.

Tax
The system allows to use two kinds of the taxes. The taxes can calculate automatically as
significance tax rate(percent) from the sum of the Invoice (with shipping or without). Only taxable
products are used in calculation. If the account of the tax doesn't submit to automation, it can be
entered manually. Update the check boxes "Calc.Tax" if taxes are automatically settled up
through tax rate. If you expect the tax with allowance shipping establish the check box "Tax
Shipping". You can place options of account of the second tax with the help of forms "Invoice
Options"” which is called by clicking of the "Option" button.

Comment
The Comment field allows you to enter any Invoice comments.

Reference
Here you can do a note about condition of this Invoice. The Invoice may be printed, sent by E-
mail or Invoice creation may be not completed yet .The content of this field is not printed.

Group
The field "Group" is use for classification of the Invoices. You can sort and apply a filter by
"Group" in the Invoices list and reports. The content of this field is not printed.

Buttons:

Customer
Calls the Customer List form for choice of the customer.
New Item
Click the "New Item" button to add additional items to the Invoice.
Products
Calls the Products List form for choice of the product.
Find
You may find any product amongst already entered items.
Delete
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You can delete an unnecessary item if you establish the pointer on it and click the button
"Delete".

You can use hot keys for fast luanch of the functions: F2- New Item, F4- Products, change field
"Tax" and increase Quantity,F7- Find.

Sale Order
If you use sale orders you can create invoice as copy sale order already sent to the customer. If
you selected the customer for your invoice you'll see only list of sales orders of this customer. If
you not selected customer you'll see all sales orders. You should choose order and press on the
button "Select" or do double click of the mouse. Program pull over the items, comments and
other info from a Sales
Order to an Invoice.

Sold
Here you can look through the list of all invoices under this Invoice. Total sum of sale is visible to
the right of this button.

Paid Amount
You can look through the list of all payments under this Invoice after clicking on this button.
Immediately from this list of payments you can enter new payment or edit already made
payments under this Invoice. Total sum of payments is visible to the right of this button.

Options
When you click the button " Options ", you can change any caption of the Invoice and set up a

mode of the calculate taxes . This Options form allows to adjust the screen form in any kind,
appropriate for you. The options are saved in the current template.

Template
It is an Editor for Invoice templates. You can create any receiving list template using mouse and
toolbar buttons. You should click on the toolbar buttons "Line","Frame","Image”, "Text" or "Data”
and paint with mouse this elements. You can use right mouse button and menu items. You should
save template in .dtm file after edit. You may create several template for each document (for
example packing list for invoice). Before printing you should select Template from drop down list.

Print
Use this button to print the invoice.

E-mail
You can send the Invoice by E- mail using this button. The Invoice will be created as html file and
will be sent to your customer as attachment of the letter .

Save
Any modifications made in the Invoice will be saved only in case if you click this button.

Close
This button closes the Invoice form. If you want to save all modifications made in the form before
closing the form, necessarily click "Save" button. If you want to leave without saving, safely click
on this button.

Form Menu
You can execute any command not only by clicking on an appropriate button but also by choicing
Item of the Form Menu.
The form "Invoice" have the checkbox "Calculate Price from Ext." for switching mode of calculate
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price from extention.

Edit Invoice

You can make any changes necessary for existing Invoices. To call the form for edit of Invoice
click " Invoices" button on the main form. From the Invoices List form, you have to choose the
Invoice and click on the "Edit" button( or double click on the Invoice row). You can change, add
and remove Invoice information using any functions of the Invoice form . We don't recommend
you to make any changes in the Invoice after it has been sent to your customer. You can prepare
another Invoice for the required adjustment.
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10.1

Manufacture

Work Orders [Previous] [Main] [Next]

New Work Orders

You can create inventory assembly and track the manufacture operations in your business.To call
the form for creation of new manufacture invoice click "Create new: Manufacture" on the main
menu or button "New Work Order" on the Invoices list form.

B Manufacture @

File Edit Hep

Luziz

Manufacture Order #: 557, Date: {4;20;2007 @
Manufactured product: Quantity: Price: Total:
iNew product ﬂl‘r\lew product | 1 ] 122 I 122.00
Reference: Serial #:
Product Code: Description: Tax:| Quantity: Price: Extention:

70512 30" Upright Extengian  U30E M 1 8.02
41 13" TL Shelf TL4H13 M 1 8.41 a.41
4'3% 19" TL Shelf TL419

New item ‘ Products Eind Delete

Comments:

Create New:

Invoice

Sub Total 25.04

Group: Serial # [

Note: |
I Print I eview BN el Options I Template I Save I Close
[

n4:s2nn?

Manufacture

Tustam Pauvmant

Fields:

Number
In the field Number you must enter the Work Order number or use the default. This field is a
alphanumeric field. You can enter letters and numbers. The system will automatically increment
the number each time you create a new Invoice or you will enter them manually. Each Invoice
has unique number and the system will not allow to enter two identical numbers.
Date
You must select a date from the calendar which will appear after click on the field "Date".
Assembly product
You should select a Inventory assembly in this field.If you create new product use the row <Add
new>.
Quantity
You enter here quantity of the Assembly product.
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Price
You write here a price of the Assembly product

Serial #
If necessary, you can reference serial number of the Assembly product in this field.

Customer:Job
If you create the assembly for a customer job select it from drop down list.

Reference
You can enter here any additional information concerning this invoice.

Order Items
Click the button "Product”. This will display a list of existing products. Click the button "New" to
add a new product or service. Enter a unique Product Code, Invoice and Invoice Description,
Cost, List and Sale Price on the Product Form. Update the check boxes to reflect if taxes are
normally applied to sales of this product. If you wish to use this product as non-stock or non-
depleting also check the boxes. Finally, click the OK button on the Product Form and "Select"
button( or double-click on the product row) on the Product List Form. The Invoice Form will be
displayed with new item on the Invoice Items box. On the Invoice Iltems box, edit the Quantity,
Unit Price and the description if necessary. You can also change the Taxable status for the item
on this invoice. Click the Save button. Note that the line item now appears in the grid and
discount, sales taxes, totals and balance due have automatically been calculated. Click the "New
Item” button to add additional items to the Invoice. Note that you can now select product from
Products List or click the "New" button to define an additional product.
You can simply type Product Code in the Invoice Item and press Enter. If this product code
exists, INExSy automatically will fill fields "Description”, "Unit Price" and "Tax". If this product
code doesn't exist, you must enter description, unit price, quantity, tax and after clicking "Save"
button system add this product in the Product List.
Besides, you can use any bar code reader that is translated and entered directly into the keyboard
buffer as regular text.
You'll see the warning message if you enter in the invoice a product with zero or small quantity in
the warehouse.
You have a possibility to find any product in the big invoice using button "Find".
You can delete an unnecessary item if establish on it the pointer and click the button "Delete".
The form has the checkbox "Calculate Price from Ext."” for switching the mode of calculate price
from extention.

Comment
The Comment field allows you to enter any Invoice comments.

Reference
Here you can do a note about condition of this Invoice. The Invoice may be printed, sent by E-
mail or Invoice creation may be not completed yet .The content of this field is not printed.

Group
The field"Group" is used for classification of the Work Orders . You can sort and apply a filter by
"Group" in the Work Orders list and reports.

Assembly Location
You may indicate location for the Assembly product.
Status
You can select status of your Order : "Approved" for existing assembly,"Waiting" for planned
transaction and "Canceled"

Item Location
You can select the location of the assembly components.

Buttons:

Manufactured Product #
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Calls the Product List form for choice of the manufactured product
New Item
Click the "New Item" button to add additional items to the Invoice.
Products
Calls the Products List form for choice of the product.
Find
You may find any product amongst already entered items.
Delete
You can delete an unnecessary item if you establish the pointer on it and click the button
"Delete".
You can use hot keys for fast luanch of the functions: F2- New Item, F4- Products, change field
"Tax" and increase Quantity,F7- Find.

Options
When you click the button " Options ", you can change any caption of the Work Order and set up
a mode of the calculate taxes . This Options form allows to adjust the screen form in any kind,
appropriate for you. The options are saved in the current template.

Template
It is an Editor for Invoice templates. You can create any receiving list template using mouse and
toolbar buttons. You should click on the toolbar buttons "Line","Frame","Image", "Text" or "Data”
and paint with mouse this elements. You can use right mouse button and menu items. You should
save template in .dtm file after edit. You may create several template for each document (for
example packing list for invoice). Before printing you should select Template from drop down list.

Print
Use this button to print the Work Order.

Save
Any modifications made in the Work Order will be saved only in case if you click this button.

Close
This button closes the Work Order form. If you want to save all modifications made in the form
before closing the form, necessarily click "Save" button. If you want to leave without saving,
safely click on this button.
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Products

Products List

The Products List Form allows to manage creating, editing, deleting, sorting, filtering products
and printing labels. You can get to the product List by selecting the Lists Menu from the Main
Form or clicking on the button "Products”. You can also print a Products list.

Your Company |_t] @ x f} ﬁ 9 w [

— . o 3 _ .
M =2 | &= & | = 2| @
gerigors Product? __ |Descripti SalesPrice |On Hand_|YourCost _|Locai Vend.Price [R
roduct # escription alesPrice n_Hand ourCo: ocation end.Price |Rece
;::‘:::f: Dedwts > 70512 30" Upright Extension U30E 902 ry 9.0718-1368 9.02
Paymemsgto Vendors 7053 4% 13" TL Shelf TLA13 B.41 1678, 8.41(18-1301 g.41
it [ |ros3s ' 16" TL Shelf TLR1E 5.54 52, 5.6418-1306 5.64
Eiles Didore [ Jross 4% 16" TL Shelf TL41B 5.9 B 5.9518-1302 5.99
e [ Jros® 3% 19" TL Shelf TL319 10.38 357, 10.3818-1307 10.38
o e | 4% 19" TL Shelf TL419 10.61 1209, 10.6118-1303 10.61
Renprts | |ross 3y 22 TL Shelf L322 13.02 % 13.0218-1308 13.02
e £ 22 TL Shelf TL4Z 130 277 13.m2{18-1304 12.m
[ |rosa0 'y 25" TL Shelf TLA2S 14.09 1, 14.08 14.09
[ |rosa 4% 25" TL Shelf TL4Z5 14,30 364, 14.30(18-1305 14.30
[ Jrose2 4% 31" TL Shelf TL431 16.90 130 16.9018-1308 16.90
[ Jrusss 3 16" S0 Deck SO316 9.17 263, 9.17[18-1320 9.17
[ |ros44 3% 19" S0 Deck 50319 9.24 268, 9.2418-1322 9.24
[ |roses 3% 22" S0 Deck 50322 10.03 153 10.03(18-1324 10.03
[ |rosas 4 Gap Filler GF4 876 155 B 2R{18-1354 8.5
[ |roser 4 16" S0 Deck  SD416 5.17 425, 5.1718-1314 9.17
[ |roses 4% 19" S0 Deck 50419 5.24 265, 5.2418-1316 9.24
70513 36" Upright Extension  L36E 10,30 7 10.30(18-1383 10,30
= [ l7n54m A" 22" SN Nerk  SNA47 1M 94l R75 1N Q4181318 1N 94l
Functions:
New

If you want to add a new product, click on the button "New"(or Product Menu item "New") and fill
the appeared product form.

Edit
If you want to edit a product features, click on the button "Edit"(or Product Menu item "Edit" or
double click on the product row) and edit fields in the appeared Product form.

Delete
To delete a product click on the button "Delete"(or Product Menu item "Delete") and confirm your
wish to delete. You can't delete the product if it was specified in any invoice, sale order or
payment.

Find
If you want to find a product by description, number, E-mail or balance, click on the button
"Find"(or Product Menu item "Find") and enter what you want to find in appeared dialog box.
This function searches for concurrence in any part of all list fields.

Print List
To print the Products list click on the button "Print List"(or View Menu item "Print List").

Filter
If you want to show on the screen only a part of the Products list, click on the button "Filter"(or
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View Menu item "Filter") and enter what you want to select in the appeared dialog box.
Pay attention that after filtration the button "Filter" to be highlighted by green light.

Label
Having clicked on the button "Label"(or View Menu item "Label") you can create a label for each
customer with the help of the Label Wizard.

Print Label
You can print customize labels for all selected products .

Select products for print labels
You can select in the list any number of the documents, pressing the button "Select products for
print labels" or keeping the key "Ctrl" with clicking mouse on the extreme left column of the list.
Then press the button "Print Label" and you will see the preview window. For printing press button
"Print".

Last Sale
It is possible to see numbers of the last invoice and receiver where this product is presented.

Print Inventory report
You can easy create report with quantity of the products on hand received and sold in a
designated time frame.

Help
Call of Help.

Exit
Close Products List .
You can sort the list for any field having clicked the mouse on title of field .
The Products list form may be called from Invoice form, Sale Order form or Payment form having
clicked on the button "Product”. You can select the Product by a double click of the left mouse
button on the product row or click on the button "Select". You may add a new product and then
select him. You also can use any above mentioned function.
You can use hot keys for fast luanch of the functions: F1-Help, F2 - New, F3-Print inventory
report, F4- Edit, F5- select, F6- Filter, F7- Find, F8-Delete.

New Product

To create of new item click "New Item" on the main form or button "New" on the Items list form.
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@)

= iy I == P iy . — — =
Your Company u ‘ @ X # | L, 7 “!ll"" ‘ =) ﬁ ‘H“ ﬂ @ @
Vendors
Product # Description SalesPrice |On Hand  [YourCost Location Vend.Price |Received
;l;rc:;r;zis:gomers ez 30" Upright Extension USDE 9 Y 9 02/18-1368 502 7
Payments to Vendors [||'0-0 4' . —— = i —
Customers 01 ; 41 Product
Sales Orders | b (70535 4 - —
Invoices | [70538 3 Product Code: Invoice Description:
Customers Payments | [70537 4 | fros3s 4'3 16" TL Shelf TL#E
Reports 70538 3 5
[ |7os30 4 | Storage Location: 103
| |rosa0 3 ,ﬁ 9
| |rosar 4 m e 4'x 16" TL Shelf  TL416 175
70542 4 Purchase Order 21
[ 70543 3 Description: 138
| |7os44 3 3
_70545 3 On Hand: 6 Cost: 9.08 Recalculate 31
| |70546 4 Allocated: 0. Price Method: Percentage: 43
70547 4 . 904
| |70548 4 OnOrder: 0 ﬂ | 0.00 =
[ 70513 4 Available: 6 ﬂ | 0.00 12
| |7os40 4 450
B Mini o : [ 0
| [705E0 4 Pref Vendor: | ﬂ = 3
| |/0551 1 Maximum Quantity: 0 443
70552 1 Group: - ety 183
— arget Quantity: i
—;g::i ; Weight: 0 Dg;
= : =
_?0555 P Hold Sales
70555 9 Tax PO: [~ HNon-Stock: H Image a) 378
70557 1 ice: E ing: 29
|| Tax Invoice: [~  MNen-Depleting r Label
70558 3 146
Create New: 70559 4 Comments: Template g
70560 A TLa1ENM 156
Purchase Order 70551 A Print o785
e 70562 4 36
Receiving list 70563 4 Help 17
Vendor Payment 70514 9 Cancel 12
70564 1 B1
Sales Order 70565 g | 04/20/07 a3
70566 e Dackel Oracke! (Le) OCOO] T TR T 720 636
Fields:
Item Code

In the field Item Code you must enter the Item name. This field is alphanumeric field. You can
enter letters and numbers. Each item code is unique and the system will not allow to enter two
identical name.You have 50 spaces in which you can enter your Product Code.

Invoice description

You must enter invoice description for each product. This description will be used in the sale
orders and invoices as the product being sold. Item Code and description are enough to create

the new product.

Purchase Order description

You can enter POrder description for product. This description will be used in the purchase orders
and receivers as the product being bought.You may not type the POrder description and it will be

copied with the Invoice description after saving new product.

Type

You should select type of the new item.The system uses 12 item types: Service,Inventory Part,
Non-Inventory Part,Fixed Asset,Other Charge,Subtotal,Group,Inventory Assembly,Discount,

Payment,sales Tax Item,Sales Tax Group.
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Cost
The cost is the amount that you have paid for the product when you have bought it. Cost includes
the price of purchasing, shipping and taxes. The system automatically recalculates product cost
for each new receiver. The cost can be used for calculating sale price.

List Price
The list price is used in the calculation of a sale price. The list price is usually the manufactures
suggested retail price.

Price Method

You can use several methods of calculating List and Sale prices:
Manual - a price is not automatically calculated by the system, you must enter a price manually.
% Markup from Cost - InExSy will automatically calculate the list or sale price using the Cost
and the percentage. The formula used to calculate this price is:

(Cost + (Cost * (Percentage/100))).
Margin From Cost -The system will automatically calculate the list or sale price using the Cost
and the percentage. If margin markups the sale price by 15%, enter 15.00 in the percentage field.
The formula used to calculate the price is:

(Cost / (1- (Percentage/100))).

Only for Sale price:
Discount From List - program will automatically calculate the sale price using the List Price and
the percentage. The formula used to calculate this sale price is:
(List Price - (List Price * (Percentage/100))).
The system calculates the prices after clicking on the "Recalculate” button.

Sale Price
This is the unit price used in all new Sale Orders and Invoices, which you can change at Invoice's
( Order's) any time.

Pref Vendor
The system finds all vendors who have ever delivered this product and fills in their names in the
combobox. You can select vendor that you prefer or fill in a vendor name. This field appears on
your reports to help you in solving what the vendor you prefer to buy this product from.

Group
The field "Department” is used for classification of the products. You can select already existing
Department or enter new Department in this field. You can sort and apply a filter by "Department”
in the Items List . The field "Department" can be used in the report wizard.

Weight
It is weight of product unit.

Tax Invoice and Tax PO.
These check boxes allow you to specify if a product is taxable in POrders and Invoices. The
system calculates the tax only for taxable products. You can change these options at Invoice's
( Order's) any time.

Non-Stock / Non-Depleting.
If you establish one of these options, the system will not update the stock balance for this
product. The residual of a non-stock product is always equal zero irrespective of how many you
have received or have sold it. The stock balance of a non-depleting product takes into account
only receivers of it and doesn't take into account sale. An example of a non-stock product is
labor, freight, software.
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Minimum, Maximum and Target Quantity
The system uses these fields for account of an optimum stock level for this product. The
Maximum quantity is used by the Overstock Report and the Minimum quantity is used by the
Reorder Report. If the residual of this product falls below, the Minimum quantity of it will appear
on the Reorder Report, and if the stock level of this product higher, the Maximum quantity of it
will appear on the Overstock Report . The target quantity is used to calculate the over-stock or
reorder amount.

Hold sales
This option allows you to setup this product as inactive. If you try to add this product to invoice or
order , the system will warn you that this product have inactive status.

Comment
To enter any special notes about the product.

Image
You can link any image to this product. You should click on the button "Image" and select image
file in the dialog window. We recommend to use files in the .JPG format. The BMP files take too
much places in your database. If you click on the button "View" a size of the image will be
increased.

Buttons:

Label
You can create a label for each customer with the help of Label Wizard having clicked on the
button "Label"(or View Menu item "Label") .

Template
It is an Editor for Label templates. You can create any receiving list template using mouse and
toolbar buttons. You should click on the toolbar buttons "Line","Frame","Image"”, "Text" ,"Bar
Code" or "Data" and paint with mouse this elements. You can use right mouse button and menu
items. You should save template in .dtm file after edit. You may create several template for each
document. Before printing you should select Template from drop down list.

Ok
Any modifications are made in the Product form will be saved after click on this button.

Close
This button closes the Product form without save. If you want to save all modifications are made
in the form click "Ok" button.
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12
12.1

Payments

Payments List

The Payments List Form allows to manage creating, editing, deleting, sorting, filtering payment
receipts . You can get to the Payments List by selecting the Lists Menu from the Main Form or
clicking on the button "Payments” or "Payments to Vendor".

Functions:

New
If you want to add a new payment receipt, click on the button "New"(or Payment Menu item
"New") and fill the appeared Payment Receipt form.

Edit
If you want to edit a payment features, click on the button "Edit"(or Payment Menu item "Edit" or
double click on the Payment row) and edit fields in the appeared Payment Receipt form.

Delete
If you want to delete a payment receipt, click on the button "Delete"(or Payment Menu item
"Delete™) and confirm your wish to delete. You can't delete the Payment.

Find
If you want to find a payment receipt by number, vendor ,customer, total, click on the button
"Find"(or Payment Menu item "Find") and enter what you want to find in appeared dialog box.
This function searches for concurrence to any part of all list fields.

Print List
To print the Payments List click on the button "Print List"(or View Menu item "Print List").

Filter
If you want to show on a screen only part of the Payments List list click on the button "Filter"(or
View Menu item "Filter") and enter what you want to select in the appeared dialog box.
Pay attention after filtration on the button "Filter" to be highlighted by green light.

Select for print and Print selected
You can select in the list any number of the documents, pressing the button "Select for print" or
keeping the key "Ctrl" with clicking mouse on the extreme left column of the list. Then press the
button "Print selected" and you will see the preview window. For printing press button "Print".

Balance
It is possible to see the balance, number of the last purchase order and your payment of current
vendor or customer having clicked on the button "Balance" (or Payment Menu item "Vendor or
Customer Balance").

Help
Call of Help.

Exit
Close Payments List .
You can sort the list for any field having clicked the mouse on title of field or use menu item
"Sorting".
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12.2

Payments List form may be called from Invoice,Order, Receiver and POrder forms form having
clicked on the buttons "Paid". You can select the Payment by a double click of the left mouse
button on the Payment row or click on the button "Edit" . If you want to add new payment under
the current document click the button "New".

New Payment

To create new payment click "New Pament" or "New Pay" on the main form or button "New" on
the Payments List form.

Customers Payments

Products = = =
Your Company u |§ x p
Vendors

Purchase Orders Payment# |Date
Receiving | =
Payments to Vendors H| payment
gisiomers Fle Edt Hep
Sales Orders
Invoices

Customers Payments ||

Reports

Date

14572005

1/5/2005

341472005
314/2005
3/16/2005
3/16/2005
3/21/2005
3/21/2005
321/2005
3/21/2005

PIRIEEIE

Create New | [ 04/20/07

Fields:

Number
In the field Number you must enter the Payment number or use the default. This field is a
alphanumeric field. You can enter letters and numbers. The system will automatically increment
the number each time you create a new Payment or you will enter them manually. Each Payment
has unique number and the system will not allow to enter two identical numbers.

Vendor or Customer
You must select a vendor (customer) name in this field. You can add new vendor using row <Add
new>,
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Date
You must select a date from the Calendar which will appear after clicking on the field "Date".
Here you enter the date of the document.

Date Paid
You must select a date from the Calendar which will appear after clicking on the field "Date".
Here you enter the date of the payment.

Payment Method
You can select a payment method from the drop down list or add new method using row <Add
new>..

Reference
You can enter here any additional information concerning given payment.

Apply Payment
You can connect payment with receiving or sale of products.Click the button "Invoice", "Receiver
or "Order". This will display a list of existing Invoices or Receivers.You can now select document
from List . INExSy automatically will fill fields "Number"”, "Date", "Balance Due" and "Applied
Amount”. You can edit a field "Applied Amount" and "Credit" (or "Debit") thus that the field "Paid
Amount” corresponded to the valid payment.
You can realize payment for any number of the various documents: Invoices,Purchase Orders,
Sale Orders or Item Receipts.
You can delete an unnecessary item if establish on it the pointer and click the button "Delete".

Comment
The Comment field allows you to enter any Payment comments.

Group
The field "Group" is used for classification of the Payments. You can sort and apply a filter by
"Group" in the Payments list and reports. The content of this field is not printed.

Buttons:

New Item
Click the "New Item" button to add additional items to the POrder.

Receivers, Invoices, Orders
Calls the Receivers, Invoices, Orders List form for choice of the product.

Delete
You can delete an unnecessary item if you establish the pointer on it and click the button
"Delete".

Options
Click the button of " Options " to open its Form. Here you can change any caption of the
Payment to prohibit from printing some fields and set up the mode of taxes calculation. This
Options form allows to adjust the payment form in any kind, appropriate for you. The options are
saved in a Payment Template.

Template
It is an Editor for Payment templates. You can create any template using mouse and toolbar
buttons. You should click on the toolbar buttons "Line","Frame","Image", "Text" or "Data" and
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paint with mouse this elements. You can use right mouse button and menu items. You should
save template in .dtm file after edit. You may create several template for each document (for
example packing list for invoice). Before printing you should select the required Template from
drop down list.

Print
Use this button to print the Payment Receipt .

E-mail
You can send the Payment Receipt by E- mail using this button. The Payment Receipt will be
created as html file and will be sent to your vendor as an attachment of the e-mail .

Save
Use this button to save all the changes you have made in the payment Form, otherwise, they will
be lost .

Close
This button is to close the Payment Form whether you made changes or not. But be sure you
have clicked the button Save if you want to keep the changes before clicking the Close button.

Form Menu
You can execute any command by clicking on an appropriate button but also by choosing the
item of the Form Menu.

12.3 Edit Payment

You can make any changes necessary for existing Payments. To call the form for edit of
Payment click " Payment” ("Payment to vendor") button on the main form. From the Payments
List form, you have to choose the Payment and click on the "Edit" button( or double click on the
Payment row). You can change, add and remove Payment information using any functions of the
Payment Form . We do not recommend you to make any changes in the Payment Receipt after it
has been sent to your customer or vendor. You can prepare another Payment Receipt for the
required adjustment.
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13  Export and import

13.1 CSV files

You can export information about your Customers, Vendors and Products to the standard csv
(comma-separated-value) file. Select the Menu item "Export” in the Customer,Vendor or Product
List and enter the file name for export. Besides you can export any report from the Report
Wizard.The first line of the csv file contains column headers, which match a database field name
within one of the INExSy database tables. You can view the csv files using Microsoft Excel or
Notepad.

You can import data using the menu item "Import” only for Customer, Vendor and Products from
csv files with any structure . At first indicate a source file and then in the opened table select
approaching fields having clicked on the grid header. Each csv file must contain a column with
unique numbers of the customers or vendors or products.During the import process the GolnSy
looks for unique number values. These records are then imported into the INExSy database. If the
unique value already exists, it skips that record so that you do not get duplicates. The incorrect
records will stay in the table. You can edit numbers and repeat import. After successful import the
table will be empty.
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13.2

Actions

Vendors:Contracts
Vendor Types

Customers:Jobs :
Customer Types —.-Import from csv File

Job types
Company & Locations " 2 row Refresh Import Close
Payment Terms Eleg i
Payment Methods
_(IE::(‘E';':; Ti‘;sages Mothirg ProductMarme |“VDESC”F’“°” ﬂ PODescription KeyCode Mothing Mothing Wit
InvDescription
Ship Via List ¥ i 123456789001 m e Soyo 300W Mid-T-Kt_|Soyo Bla SoyoBla_ |0 0|
2 123456789004 B Pentium 4.3.4 Ghz The Inte The Inte 0 Lu]
3 YDurCDStp Asus PEGDZ Asus mot Asus mot |0 Lu]
4 e WD 120GE HD WD Hird WD Hird 0 0
k3 12345675903 ot B Mushkin 512MB DDR_ | Mushkin ushkin 0 0
5] Waight Sony 16x DWD+R Sony DWD Sony DVD |0 0
7 123456739002 Ker gode « K Creative SB Audigy 2 |Creative Creative 0 [u]
[&] 123456789005 EEIIE Exameeel Samsung 15" OW) LCD | Samsung Samsung 0 0
[E) 12345678912 PC Super Super De Super De 0 [ s
n T & n
|« | [
| Click on the grid header for change column fites | 03/10/07

I_[New system 0.00 u] ‘

Excel files

You can import data using the menu item "Import” only for Customer, Vendor and Products from
Excel files with any structure . At first indicate a source file and then in the opened table select
approaching fields having clicked on the grid header. Each Excel file must contain a column with
unique numbers of the customers or vendors or products.During the import process the INExSy
looks for unique number values. These records are then imported into the INExSy database. If the
unique value already exists, it skips that record so that you do not get duplicates.
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