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Introduction

About Opera 3

Opera 3 is the most versatile and user-friendly accounting, supply chain management,
payroll & HR, manufacturing and reporting solution from Pegasus Software. A modular
solution, Opera 3 enables you to select the components that match your current business
model, whilst making it possible to add further functionality as requirements change. This
means that the capability or capacity of a system can be seamlessly expanded whilst
safeguarding the investment.

For more information about Opera 3, select the Solutions link on the Pegasus web site.

About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation
training course.

If you are new to Opera 3, read the Getting Started section of the Opera 3 Help that covers
the application in more detail. You can access this from the Windows Start menu, or by
using the F1 Key or Help menu when you have logged in to the product.

Opera 3 is available for both Visual FoxPro and SQL Server database platforms. This
Accreditation Training Courseware applies to both database platforms, however, there are
certain elements that are only included in one or the other database, and as such, the
relevant sections or paragraphs are clearly identified with the following labels:

[SQL] — only relevant if you are running the application on an SQL Server
database.
[VFP] — only relevant if you are running the application on a Visual FoxPro
database.

Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera 3 Enterprise &
Opera 3 Enterprise SOL section in_the release guide.

Introducing the module

The Purchase Invoice Register is an optional feature of the Purchase Ledger module. It
allows the entry of purchase invoices and credit notes onto the system before they are
posted to the Purchase Ledger. These can then be held on the register until they are
subsequently authorised, thus maintaining greater control over every document received.
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Feedback
Pegasus is interested to hear your views on the documents we provide. To give your
feedback, send an email to training@pegasus.co.uk. Please type

“O3Training_Accreditation_SCM55PirR1.2.docx Accreditation Training Courseware” in the
subject box. Please note that product support is not offered through the above emalil
address.
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Training Literature Releases

Meaning

Useful Hint, Tip or Note. General
Comments / Notes

Useful Report obtained from clicking
on the print icon while sitting on the
form

During the literature, some basic
Question and Answer /
Troubleshooting points are
discussed. May include a few did
you knows...

Website link

Exercises / Example solution

Report to XLS

Potential Report Enhanced from
Opera 3 (more than simple field
adjustments)

FAQs - Only

Release Added Information

R1.0 Originating document — Introduced in O3 v1.40 &
Chapter numbering uplift

R1.1 Update for v1.5x — NL Posting date rule for
transactions

R1.2 Minor updates for v2.2x+
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Module Menu Structure

The following sections will cover the functionality of the options in this module as outlined in

the image below which shows each menu option contained in this module.
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Glossary (of Menu Structure)

Command

Navigator Folder

PIR Processing

Purpose

Use the commands on the PIR Processing menu to
enter purchase invoices and credit notes and
subsequently control their authorisation. This only
applies if you have the PIR feature activated. If you
also have the Stock Control module, you can identify
items when entering the detail lines of invoices and
credit notes which will provide the description and
supply code details, otherwise, you can complete the
detail as you would with the standard invoice and credit
note processing commands. By entering invoices and
credit notes through the PIR, you can hold them for
authorisation. Once authorised you can finally post the
invoices and/or credit notes to the Purchase Ledger to
update the accounts and the purchase analysis files.

PIR Reports Reports

The commands on the Report Submenu provide
listings or reports maintained in the PIR feature.

© Pegasus Training Services
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The Module

Use the commands on the PIR Processing menu to enter purchase invoices and
credit notes and subsequently control their authorisation. This only applies if you
have the PIR feature activated. If you also have the Stock Control module, you
can identify items when entering the detail lines of invoices and credit notes which
will provide the description and supply code details, otherwise, you can complete
the detail as you would with the standard invoice and credit note processing
commands. By entering invoices and credit notes through the PIR, you can hold
them for authorisation. Once authorised you can finally post the invoices and/or
credit notes to the Purchase Ledger to update the accounts and the purchase
analysis files.

Notes: To use the Purchase Invoice Register feature, you must have the Use
Purchase Invoice Register box ticked on the System Manager - Maintenance -

Company Profiles form. You also need to update the Next PIR Invoice No. and
Next PIR Credit No. boxes on the Purchase Ledger - Utilities - Set Options form.

If you use the Purchase Order Processing module, you can match purchase
invoices against purchase orders as part of the authorisation process. The degree
of matching required is controlled by the Invoice to PO Matching list box on the
Order Details form associated with the Supplier form. You can check that the
order matches the invoice in whole or in part before the invoice is accepted for
posting to the Purchase Ledger.

If you select the PIR must use authorisation option on the Purchase Options form,
all invoices and credit notes entered into the purchase invoice register are held
pending authorisation. Only then can they be posted to the supplier account. If the
option cleared, invoices and credit notes entered on the register can be either
posted directly to the supplier account as soon as the entry details are accepted,
or left on hold for future authorisation.

The use of the register does not affect the invoice and credit note processing
undertaken using the Processing command and does not have any relationship to
the Hold /Rel command on the Action menu associated with the Supplier form,
which can be used independently.

You can use the Action menu to:

Box Description
View Use to view the details of the currently highlighted transaction.
New Use to create a new invoice or credit note. The PIR reference is

assigned from the next number defined in the Purchase - Utilities - Set
Options command. The transaction type assigned is ‘Inv’ for an invoice
or ‘Crn’ for a credit note.

Edit Use to edit the currently highlighted transaction.

Delete/Undelete  Use to delete the currently highlighted document. You can reinstate the
document using the Delete/Undelete command again.

Memo Use to attach or view a memo to the currently highlighted transaction.
History Use to view the creation and change history of the currently highlighted
transaction.

© Pegasus Training Services
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Match Use to match unposted invoices with purchase orders. For more Notes
information, see the Match Help topic. |
Authorise Use to process invoices and credit notes that have been held pending
authorisation before being posted to the ledger. For more information,
see the Authorise Help topic.
Post Use to select a range of accounts and transactions to be posted to the
ledger. For more information, see the Post Help topic.
Purchase Invoice Register
In the Purchase Invoice Register, the date used to update the Nominal Ledger
when invoices and credit notes are transferred is controlled by the Use PIR Tran.
Date for N/L option on the Purchase Ledger - Utilities - Set Options form."
© Pegasus Training Services Page 2
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Notes
Accreditation Training Courseware
1 Set-Up
1.1 Recommended Order of Set-up
It is suggested that you set up the PIR in the following way:
e Exchange Rates - relevant currencies are created for foreign
Customers.

Syste m |V| an age r o VAT rates - create relevant rates within VAT Processing.

e Company Profile - select relevant links between modules and
appropriate options
EC VAT
e |f user has EC Vat module — Home Currency needs to be specified
(If Applicable)

o Utilities

Purchase Ledger REMSELES
® Processing

PO P/AdV POP *Set Options etc.
Company
: Set
Profiles .
. Options
(Options)
© Pegasus Training Services Page 3
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1.2 Company Profiles Notes

The Purchase Invoice Register is now a standard feature of the Purchase Ledger.
As a result, the Register needs to be switched on before access to PIR files
becomes possible. This is done in the following way:

From the System Manager - Maintenance folder, select Company Profiles.
Ensure that the correct company is on screen and go to the Options Tab. From
here, select ‘Use Purchase Invoice Register’, as shown below: The Purchase
Invoice Register feature will be activated accordingly.

L3 Company Profiles: Z - Orion Vehicles Leasing | = '@

General D
Applications Links Links

Finandials : Financials : Supply Chain Management :
Open Period Accounting Sales Ledger to MNominal SOP to BOM

Real Time Update of Nominal Purchase Ledger to Nominal Service Management to Stock
Cost Centres in Nominal Fayroll to Mominal Service Management to SOP
Project Stock Control to Mominal

Department Fixed Assets to Nominal Payrol &HR :

Cashbook Payrall to Cashbook Costing to Payrol

Purchase to Fixed Assets

PIR/POP to Fixed Assets

Purchase Invoice Register

TPpe-CRan Purchase Ledger to Costing Other

Stocktake Sales Ledger to Costing EC Despatches 5D
Warehouses Stock Control to Costing [ include Delivery Terms
Traceability POF to Costing EC Arrivals 5D
Advanced POP BOM to Costing [ nclude Delivery Terms

Landed Costs Service Management to Costing EC Sales List

[T]RC Sales List
Payroll &HR
P11D Keep Notes {months) : 12

[sen-] @

View y

This section goes through the records that are required to be set-up within the
Utilities group. This includes Set Options which offer various settings that govern
the workings of the module. This is an essential part of the set-up process.

1.3 Set Options (PL => PIR)

Once the Purchase Invoice Register has been switched on, the following settings
within the Purchase Ledger — Set Options need to be defined before the user can
begin to use the PIR facilities within PIR Processing.

“ Set Options @
[T \pproved: [T] Allow advance postings [ Mandatory Reason Code
[T Remave zero balance accounts [¥] Multiple bank accounts [ include Dormant Suppliers
Allow i i uog, Paym. [C]Warn if Posting Nen-Current

<: [T PIR must use authorisation [T]use PIR Tran, Date for N/L

Mext Cheque MNo. : 1 Suggested Payment : 3 | Days

[ Mext PIR Invaice No. : IPO00109 nsactions : 24 | Periods
T~ t PIR Credit No. : CPOD0002 Analysis Image : 24 | Periods
BACS Payment Software : | HSBC IZ| Keep Creditor History : 24 | Periods
Bank Sort Code : == Accounting Period : Monthly |z|
Account Code : Periods for Creditar 12
Days :
MName : Lines on Cheques / 71
Remittances :
ML Company ID : Z IZ| Crion Vehides Leasing
Bank Account : C310 IZ| Main Bank Current Account
Discount Taken : M410 Q| Purchases - Discount

9
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Option Explanation

PIR Must Use If this check box is checked, invoices entered onto the Purchase

Authorisation Invoice Register are automatically held pending authorisation. An
entry should also be made on each supplier account where
required. Once authorised, such invoices can then be posted to
the Purchase Ledger.

If this check box is left unchecked, invoices can be posted directly
to the Purchase Ledger as they are entered onto the register. In
this case, the user has the option to post immediately to the
Purchase Ledger or to post to the purchase invoice register. The
invoice authorisation function is optional and an unauthorised
invoice can be posted to the Purchase Ledger.

Next PIR Invoice No.  Enter the next invoice number to be assigned to invoices entered
onto the Purchase Invoice Register. This must end in at least four
numeric characters and have the option of beginning with a
maximum of six alpha characters. This field is automatically
incremented for each invoice produced.

Next PIR Credit No. Enter the next credit number to be assigned to credit notes
entered onto the Purchase Invoice Register. This must end in at
least four numeric characters and have the option of beginning
with a maximum of six alpha characters. This field is automatically
incremented for each credit note produced.

Use PIR Tran. Date Allows the user to choose whether previous period postings

for N/L should go to the relevant previous period (if it is an Open Period
on the Financial Calendar) or update the Period of the Nominal
Posting Date. If the previous period is blocked/closed we will
provide the ability to update the period of the Nominal Posting
Date or to abandon the posting of those transactions

NB: OPA must be switched on in order for this option

This applies if the Purchase Invoice Register and the Nominal
Ledger Open Period Accounting features are activated, and the
Purchase Ledger is linked to the Nominal Ledger.

This option determines that the Post command in the Purchase
Invoice Register uses the transaction date rather than the NL
Posting Date to update the current or an earlier Nominal Ledger
period. If a transaction is in a period which is either closed or
blocked, the NL Posting Date will be used instead.

If this option is not selected the NL Posting Date is used to update
the Nominal Ledger for transactions in either the current or earlier
Nominal Ledger period.

Note: If a transaction falls in a future Nominal Ledger period, the
transaction will always be transferred using its transaction's date,
whether or not this option is selected. If the period is closed or blocked,
the transaction will not be transferred until after the relevant Nominal
Ledger period is opened.

Open Period Accounting is available in Opera 3 and Opera 3
SQL.

© Pegasus Training Services Page 5
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Notes

Accreditation Training Courseware

2 Maintenance

Various Maintenance records may be created for Processing and Analysis

purposes. These records are often associated to processing records created

such as “Suppliers”.

In regards to specific Records for PIR — there are shared with POP & PL as such.
<
D
=
D
S
Q
S
o
D
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3 Processing

The next section covers the processing aspect of the module, including creating
new records and processing them respectively.

Use the commands on the PIR Processing menu to enter purchase invoices and
credit notes and subsequently control their authorisation. This only applies if you
have the PIR feature activated. If you also have the Stock Control module, you
can identify items when entering the detail lines of invoices and credit notes which
will provide the description and supply code details, otherwise, you can complete
the detail as you would with the standard invoice and credit note processing
commands. By entering invoices and credit notes through the PIR, you can hold
them for authorisation. Once authorised you can finally post the invoices and/or
credit notes to the Purchase Ledger to update the accounts and the purchase
analysis files.

Notes: To use the Purchase Invoice Register feature, you must have the Use
Purchase Invoice Register box ticked on the System Manager - Maintenance -
Company Profiles form. You also need to update the Next PIR Invoice No. and
Next PIR Credit No. boxes on the Purchase Ledger - Utilities - Set Options form.

If you use the Purchase Order Processing module, you can match purchase
invoices against purchase orders as part of the authorisation process. The degree
of matching required is controlled by the Invoice to PO Matching list box on the
Order Details form associated with the Supplier form. You can check that the
order matches the invoice in whole or in part before the invoice is accepted for
posting to the Purchase Ledger.

% PIR Processing : CARODOL - Carters Limited ===
List

Address ; Remmington Way Current Balance : D 17072.04

iGeneral ! | Memo

West Gorton Order Balance : 81705.13
Manchester Turnover : ) 268926.51
Credit Limit : 0.00
M13 6TR
Account E-Mail ¢ | sales@com. co.uk Account Contact : Peter Newnes
Crder E-Mail : orders@com.co.uk Order Contact : David Smythe
Web Site WWwW.com. co.uk Telephone : 0161 233 6756

= Facsimile : 0161 233 7000
Invoice

PIR Ref. Typ Supp. Ref Date Due Date Value Assigned To  Authorised Status Memo =
1P000106  |Inv |DOB12 5/10/2010 4/11/2010 64,0 osted
IPOO0109  |Inv |sdfsdf 23/04/2012 [23/05/2012 561.60|
IP000110  |Inv |test 23/04/2012 [23/05/2012 0.00)

4| 1 | F

(oonn) @

Wiew D Y

If you select the PIR must use authorisation option on the Purchase Options form,
all invoices and credit notes entered into the purchase invoice register are held
pending authorisation. Only then can they be posted to the supplier account. If the
option cleared, invoices and credit notes entered on the register can be either
posted directly to the supplier account as soon as the entry details are accepted,
or left on hold for future authorisation.

© Pegasus Training Services
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The use of the register does not affect the invoice and credit note processing
undertaken using the Processing command and does not have any relationship to

the

Hold / Rel command on the Action menu associated with the Supplier form,

which can be used independently.

Actions

| Box Description

View Use to view the details of the currently highlighted transaction.

New Use to create a new invoice or credit note. The PIR reference is assigned from the

next number defined in the Purchase - Utilities - Set Options command. The
transaction type assigned is ‘Inv’ for an invoice or ‘Crn’ for a credit note.

Edit Use to edit the currently highlighted transaction.

Delete/lUn  Use to delete the currently highlighted document. You can reinstate the document

delete using the Delete/Undelete command again.

Memo Use to attach or view a memo to the currently highlighted transaction.

History Use to view the creation and change history of the currently highlighted transaction.

Match Use to match unposted invoices with purchase orders. For more information, see the
Match Help topic.

Authorise  Use to process invoices and credit notes that have been held pending authorisation
before being posted to the ledger. For more information, see the Authorise Help topic.

Post Use to select a range of accounts and transactions to be posted to the ledger. For

more information, see the Post Help topic.

Note: It is through PIR Processing; found on the main Purchase Ledger menu,
that all PIR document production, authorisation and posting are performed. When
PIR Processing is selected from the menu, the system will initially display a

supplier record. It is from this screen that all further processing is done.

Supplier Record

The PIR Processing form will display the supplier's header details taken from the
Purchase Ledger as well as a browse screen that lists all PIR invoice transactions
currently on the system for the supplier.

‘Wb Site ¢ Invoice Facsirile : 01536 554433
PIR Ref.  Typ Supp. Ref Date Due Date walue Assigned To | Authorised | Status Memo A
IPO0OOST  |Inv |inw 679632 3{07 /2008 P2f08f2008 575,70
IPOOOO77  [Inw  |Figd431 15§06)2009 [15/07/2009 452,07
&
< | ¥

Close

Wigw

When the browse screen is initially displayed, the transactions are listed in Date
order; however, by clicking on the column headings, the user can rearrange the
order in which the list appears.

Assigned To  This will display the name of the person to which the transaction is assigned.

Authorised This denotes whether the transaction has been authorised and will display the user ID of the
authoriser.

Status This will display the status of the transaction. A ‘Posted’ status denotes that the transaction

has been posted to the Purchase Ledger; ‘Deleted’ denotes that a user has manually deleted
the transaction.

Note: Transactions with a ‘Posted’ status will be removed from this screen during the Purchase Ledger Period

End routine.
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3.1 Invoice & Credit Note Posting

This only applies if you have the PIR feature activated. When you use the
purchase invoice register, you can start by entering the invoice or credit note
header details, followed by the detail lines. Once an invoice or credit note is
accepted on the register, the application maintains a list of transactions awaiting
authorisation and posting. You can carry out authorisation and posting for a
specified range of supplier accounts and register transactions. If necessary, you
can also unauthorise transactions that have already been authorised provided
they have not yet been posted to the ledger.

Creating an Invoice from a Purchase Order or Delivery Note

If you have the Purchase Orders module integrated, you can choose whether to
create the invoice details from a purchase order or a delivery note. All uninvoiced
lines from the selected document(s) are retrieved. You can then select individual
lines or include all the lines from the documents. A selection form is displayed that
allows you to select a range of documents.

Box Description

From The first purchase order or delivery note to include on the invoice. You
can also select a date.

From The last purchase order or delivery note to include on the invoice. You
can also select a date.

Deliveries Select this to include only purchase orders where the goods have been

Only received from your supplier.

Note: The invoices are automatically matched with the purchase orders or
delivery notes so do not need matching separately.

If you selected to create an invoice from purchase order or delivery note details,
the Purchase Orders menu item becomes available on the New Invoice - Action
menu. Use this command to add new or remove existing purchase order or
delivery note details from the invoice.
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3.1.1 Invoice

Ensure the correct supplier account is displayed prior to selecting a PIR
processing menu option. With the supplier’s Invoice screen displayed, select Ctrl
+ N New from the Action menu. The following screen will appear:

“ Mew Invoice IEI
General | Memo
Carters Limited PIR Ref: = AUTO ¥+
Remmington Way Reference : |
West Gorton
Manchester Date : 09/05/2012 E]
Taxpaint: |0s/05/2012 ...
13 6TR DueDate:  |08/06/2012 ..
Trans. Value :
SuppCtry: | GB United Kingdom VAT Reg No ¢
Assigned To E Date : I} Time :
Authoriser ; Date : I} Time :
2 o [ o

Invoice creation in the Purchase Invoice Register is split over two screens: the
header entry screen and the detail entry screen. Assigned To holds the name of
the person to which the transaction is assigned. You can select from a list. Valid
selections for this are defined using the People Profiles command in the System
module.

Box Description

Reference A reference for the transaction. This is mandatory. Typically you use this box
for the invoice or credit note number.

Date The transaction date.

Tax Point  The tax point date of the transaction. In some circumstances, a tax point
date may be different to the transaction date, but is always the date used to
determine in which VAT return period the transaction belongs.

Due Date The due date of the transaction. This is calculated according to the entry in
the Due Date Options box on the Terms form associated with the Supplier
form. For invoices, this determines when the transaction is due to be settled.

Currency A reference that identifies the currency of the transaction. This only applies
to foreign currency suppliers. You can select the currency from a list.
Currencies are defined using the Exchange Rates form in the System
module and the default depends on the entry in the Currency list box on the
Options form associated with the Supplier form.

FC Value For foreign currency transactions, the value of the transaction in the
operating currency identified in the Currency box.

Rate The exchange rate for the currency. This defaults to the exchange rate
defined on the System Exchange Rates form. In the case of Euro
triangulation, exchange rates are calculated using special rules where more
than one Euro zone currency is involved in the transaction.

Trans. The transaction value. For foreign currency transactions, the default entry in
Value this box will be the home currency equivalent of the value entered in the FC
Value box.

Assigned The name of the person to which the transaction is assigned. You can select
To from a list. Valid selections for this are defined using the People Profiles
command in the System module.
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Authoriser The name of the person that authorised the invoice using the Purchase

Notes
Ledger - PIR - Authorise command. This box and the related date are read- | s
only so cannot be changed here. If you do not use the Purchase Invoice
Register they are still displayed but will be empty.

Supp Ctry  The country code that identifies the source for the goods in the transaction.
You cannot amend this directly. The code displayed is the one associated
with the account.

VAT Reg The VAT registration number of the supplier. This depends on the entry on

No the VAT form associated with the Supplier form.

Action button options

This screen is available to the user only if ‘Allow Settlement Override’ is switched

ON in Purchase Ledger Set Options. If this field is ON, the user can either enter

Settlement Discount Terms for this supplier invoice or can amend any existing

settlement discount terms. Any changes made will affect this transaction only.

‘1 Discount
Settle 1: 0.00 3% @| 0| days
Settle 2 0,00 %@ 0 days

The following are only available if Allow settlement override option is selected on

the Purchase Options form.

Box Description

| Settle 1 and 2 The settlement discount days and percentages. |
This screen allows the user to change the supplier analysis fields as defined on
the supplier record. Any changes made will affect this transaction only.
& Analysis
Analysis : |
Supplier Type : | PR El Purchases for Resale
Supply Code : M310 El Purchases - Maintenance
Project : Q
Department : Q
@ [ oK ] [ Cancel ]
Box Description
Analysis An analysis code of up to four characters. This code is assigned to
transactions posted for the supplier and you can include it on analysis
reports.

Supplier A reference that identifies the supplier type for the supplier. You can select

Type the supplier type from a list. Supplier types are defined using the Types

command on the Maintenance submenu.
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Supply A reference that identifies the default supply code. You can select the
Code supply code from a list. Supply codes are defined using the Supply Codes
command on the Maintenance submenu.

Project A reference that identifies the default project code. The default shown will
be the one assigned to the supplier record on the Analysis form associated
with the Supplier form. You can select an alternative from a list. Project
codes are defined using the Project command on the Maintenance
submenu of the Nominal module. This analysis dimension is only available
if you have the Advanced Nominal Ledger and you have selected the
corresponding option on the Company Profiles form in the System module.
The name for this dimension may be different to 'Project’. You can specify
the name in the Dimension 1 box in the Advanced Nominal group on the
System Preferences form in the System module.

Department A reference that identifies the default department code. The default shown
will be the one assigned to the supplier record on the Analysis form
associated with the Supplier form. You can select an alternative from a list.
Department codes are defined using the Department command on the
Maintenance submenu of the Nominal module. This analysis dimension is
only available if you have the Advanced Nominal Ledger and you have
selected the corresponding option on the Company Profiles form in the
System module. The name for this dimension may be different to
'‘Department’. You can specify the name in the Dimension 2 box in the
Advanced Nominal group on the System Preferences form in the System
module.

3.1.1.1 Invoice Details

If the Purchase Orders module is present, the following prompt will appear:

P

Opera 3

& Create Invoice from:

£

” Deliveries ” Mew Invoice

Create Invoice From Purchase Orders / Deliveries / New?

If linking to the Purchase Orders module, the user must choose whether to create
the invoice details from a purchase order, from a delivery note or whether to enter
a new invoice without reference to an existing document.

This process is identical to the process of creating an invoice in the Purchase
Orders module. If the Purchase Orders module is not present, the user will
immediately be taken to a second screen prompting entry of detail lines:

From Order From Delivery

“ Purchase Orders @I “ Purchase Orders @
P.Order Range Delivery Range
From: |PORDOL1s @ I, E] From: |p0578 Q 1 E]
To: POROOIST @ | |09jos/2012 E] To: KIHGIK a | |osjosf012 E]
[T peliveries only Deliveries Only
@ oK ] ’ Cancel ] QJ oK. ] ’ Cancel I
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" Purchase Orders " Purchase Orders
P PP T
Reference Date Memo Total Value Status X, - Reference Date Memo Total Value Status S 1 1 [
PORDO116 02/10/2010 77000.000rder POR0O0123 30/08/2010 9.050rd/D
PORO0D128 30/08/2010 9.0502rd/D POROO0146 19/04/2012 7500.00Delvered
PORO0O129 03/09/2010 618.00/0rder
PORDD131 10/09/2010 39.000rder
PORO0D133 24/09/2010 2016.550rder
PORO0140 23/03/2012 67.780rder
PORDD145 13/04/2012 7500.00Delivered
POROD143 02/05/2012 468.00[0rder
POR00150 02/05/2012 #5.800rder
PORO0D151 08/05/2012 468.00[0rder
4 2 - 4 2 -
9 o] [Cemm 2 x )[om
Wiew Y View Y
%' Purchase Order Lines : CAR000L & Purchase Order Lines : CAR000L
Reference StockReference  Ordered Delivered Invoiced  Balance Description X - Reference StockReference  Ordered Delivered Invoiced  Balance Desaription x -
POR00116 |VHL2945 5.00] 0.00 0.00] 5.00BMW X3 2. 561 SE x [oro0128 [EcMHo01 L.g] 1.00| 0.00 1.00Mobile Phone Holder - Silver x
PORD0128 [ECMHOD1 1.00( 1.00| 0.00| 1.00Mabile Phone Holder - Silver x kihgik [MONITORS 100| 100| of 100Monitor x
PORDO128 (LCBLOO1 1.00( 0.00 0.00| 1.00Roof Box Locks for Roof Bar 1 x
PORDO129 |CMATD44 60.00| 0.00 0.00| 60.00[Car Mat - Smal x
PORD0129 (CPOLO01 10| 0f of 10flectric Car Polisher x
PORD0131 [CMAT109 5.00( 0.00 0.00 5.00Car Mat - Medium x
POR00138 [ENTPACKO1 5.00( 0.00 0.00] 5.00Entertainment Package - With Phone | x
PORD0140 (ECMHOOD1 14.00( 0.00 0.00] 14.00Mabile Phone Holder - Silver X
PORD0140 (FPP883 ©.00| 0.00 0.00] ©.00Fo0t Pump X
PORD0146 (MONITORS 100 100 o 100Monitor X
PORD0149 [CMATD44 £0.00| 0.00| 0.00) 60.00[Car Mat - Small x
PORD01S0 |CMATO44 11.00| 0.00| 0.00| 11.00[Car Mat - Small x
PORD0151 [CMATO44 60.00| 0.00| 0.00| 60.00[Car Mat - Smal x
4 i, ] » " O il v -
@ x [ cow s - | @
View ) View y
“ Mew Inveice
General | Memo
Reference : CMATD44 Supplier Ref, : | 64987623
Description : Car Mat - Small Quantity : .00
Analysis : M110 E| Purchaseg - Vehides
C Centre [ Costing Analysis Asset Purchase
Project Q Department : Q
VAT Code : 1 E Goods : 0.00 VAT 0.00 Total : 0.00
Stock Ref. Description Goodg VAT Total -
tMa\TﬂM Car Mat - Small 0.00)1 0.00] 0.00
< 1 | + :
Remaining : 43534.00 Total: 0.00
Note: An invoice created in the Purchase Invoice Register can be edited an
unlimited amount of times prior to being posted to the Purchase Ledger.
Box Description
Reference If you do not have the Purchase Order Processing module but are linked to
Stock Control, this can be a valid stock reference, otherwise you can leave
this field blank and enter a description only or move straight to the Analysis
box. You can select from a list.
Description  The description of the item. You can amend this if required.
Quantity The quantity of goods associated with the detail line.
Analysis The supply code for the item. This defaults to the supply code on the stock
item, if one was selected, or you can select one from a list.
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Analysis...

Advanced
Nominal
Dimensions

Cost Centre

Costing
Analysis

Asset
Purchase

VAT Code

The supply code for the item. This defaults to the supply code on the stock
item, if one was selected, or you can select one from a list.

NB: The Purchase Ledger Analysis feature will use this information and, if the
Purchase Ledger is linked to the Nominal Ledger, the net value from this detail line will
be analysed to the nominal account associated with the supply code.

References that identify the dimensions used for the analysis of the current
transaction line. If you have the Advanced Nominal Ledger feature activated
and you are using either of the two additional analysis dimensions (such as
Project and Department), you can override the defaults shown for the current
transaction line. If the nominal account associated with the supply code
entered in the Analysis box is set up to use one or both additional
dimensions, default dimension IDs will appear in these boxes, otherwise they
will be unavailable. The defaults will be those associated with the supplier
record (as shown when you use the Analysis command on the document
header form). If these have not been specified (that is, left blank), then the
defaults will be those identified on the nominal account record linked to the
supply code. If the corresponding nominal account record indicates that the
use of one or both dimensions is mandatory, then you must ensure an
appropriate ID has been entered before you save the transaction line. For
further information, refer to the topic on advanced nominal dimensions
associated with the Nominal module.

The cost centre to which the detail line is analysed. You can select from a
list.

An option that determines whether you want to analyse the transaction to a
job or phase. This only applies if you have the Costing module installed and
activated and the Purchase Ledger to Costing option is selected on the
Options tab of the Company Profiles form in the System module. If
selected, you will be prompted to complete the job analysis details on the
Costing Analysis form that appears when you have completed the other
boxes for the line.

For invoices only, an option that controls whether you want to create an
asset in the Fixed Assets module when the invoice is posted. If you use the
Fixed Assets module and the Purchase to Fixed Assets box on the Company
Profiles form is ticked, you can tick the Asset Purchase box to add details of
an asset to be created in Fixed Assets. The Analysis code used for the line
must be linked to a Nominal Ledger account that is in turn linked to a Fixed
Asset Nominal Ledger Type.

The VAT code associated with the analysis code in the Purchase module.
Reverse Charge for Goods

If the stock or product item is marked as subject to Reverse Charge, the first
Purchase Reverse Charge for goods VAT code is displayed. You can select
an alternative from a list. What's Reverse Charge Accounting for goods?

Note: If you are creating an Invoice from a Purchase Order or Delivery Note,
when deciding which VAT code is used, the application calculates the total
goods value for all items that are marked as subject to Reverse Charge. If
the total value is more than the HMRC de minimis level, it uses the first
available Purchase Reverse Charge for goods VAT code on each detail line.
Items that are not subject to the Reverse Charge are updated with the VAT

code on the Supply Code.

Tip: The VAT Inclusive box on the supplier's record must be cleared to post a
transaction using Reverse Charge accounting. If you receive an invoice that must be
accounted for using Reverse Charge accounting from a supplier that is marked as
VAT inclusive, clear the VAT Inclusive box to post the transaction, then re-select the
box afterwards.

Reverse Charge for Services

To account for a service received from an EC supplier that falls under the Reverse
Charge provisions, use a standard rate VAT code which has been set up to update
boxes 1, 4, 6 and 7 on the VAT Return. What's Reverse Charge Accounting for
services?
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VAT Code...

Goods

VAT

Total

Remaining

Total

Reverse Charge for Goods

If the stock or product item is marked as subject to Reverse Charge, the first Purchase
Reverse Charge for goods VAT code is displayed. You can select an alternative from a list.
What's Reverse Charge Accounting for goods?

Note: If you are creating an Invoice from a Purchase Order or Delivery Note, when deciding
which VAT code is used, the application calculates the total goods value for all items that are
marked as subject to Reverse Charge. If the total value is more than the HMRC de minimis
level, it uses the first available Purchase Reverse Charge for goods VAT code on each detail
line. ltems that are not subject to the Reverse Charge are updated with the VAT code on the
Supply Code.

Tip: The VAT Inclusive box on the supplier's record must be cleared to post a transaction
using Reverse Charge accounting. If you receive an invoice that must be accounted for
using Reverse Charge accounting from a supplier that is marked as VAT inclusive, clear the
VAT Inclusive box to post the transaction, then re-select the box afterwards.

Reverse Charge for Services

To account for a service received from an EC supplier that falls under the Reverse Charge
provisions, use a standard rate VAT code which has been set up to update boxes 1, 4, 6 and
7 on the VAT Return. What's Reverse Charge Accounting for services?

The net goods value of the detalil line.

Note: Enter the goods value for this line. This will be the net value associated with the
purchase analysis files and will update the supplier turnover accordingly.

If the Terms settings for this supplier have the VAT Inclusive option switched on, then
the value entered in this field will be considered a gross value and VAT will be
deducted from it according to the VAT code associated with the supply code record.

If the Terms settings do not specify VAT inclusive entries, then the value entered in
this field will be the net amount to which any VAT will be added, if applicable.

The VAT value of the detail line.

Note: The system will also take into account any Settlement Discount offered by the
supplier when calculating the value of VAT. This field is amendable and can be
overridden by the user, if required.

The cost of goods associated with the detail line.

The value of the invoice that remains to be analysed. When this is zero you
can save the transaction.

A running total of the goods values for all detail lines.

To Enter an Invoice or Credit Note on the Register

1. Open the Purchase folder, and then click PIR Processing.
Retrieve the supplier record for which you want to post transaction details, click
Action and then click Invoice or Credit.

3. On the Action menu, click New. The system checks whether there is a valid VAT
code for the supplier and displays a message if one cannot be found. You can
create new VAT codes in the System - Maintenance - VAT Processing command.

4. On the General tab, enter the transaction header details.

5. Use the Discount and Analysis commands on the Action menu to amend default
settlement discount and analysis information if required.

6. Click OK. If you have the Purchase Orders module integrated, you can choose
whether to create invoice details from a purchase order or a delivery note. See the
Creating an Invoice from a Purchase Order or Delivery Note Help topic for details.
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7. In the boxes provided, enter the breakdown of the invoice or credit note details.
As you complete each line, it is added to the list.

e If you use the Costing module, you can tick the Costing Analysis box to
enter details of a job and cost code you want to update.

e If you use the EC VAT module and you choose an appropriate VAT
code, you can enter details for the SD report on the EC VAT SD Details
form. If you have created a VAT code to comply with the Reverse
Charge mechanism for services, the VAT is accounted for according to
special rules required by HMRC. What's Reverse Charge accounting for

services?

e If you use the Fixed Assets module, you can tick the Asset Purchase
box to add an asset when the invoice has been posted.

8. Click Post to post the transaction.

3.1.2 Credit Note

From the PIR Processing form, ensure the correct supplier record is displayed on
screen and from the Action button, select F6 Credit.

The entry of a credit note onto the Purchase Invoice Register uses the same
screen layouts as earlier described in the Invoice section:

%+ New Credit [
Carters Limited PIR Ref: == g TO ==
Remmington Way Reference :
West Gorton
Manchester Date : 09/05/2012 B
Taxpont:  |ogps/212 ]
M136TR
Trans. Value :
Supp Ctry: | GB United Kingdom VAT Reg Mo :
Assigned To : |Z| Date : I Time
Authoriser : Date : I Time
9 o [ oo
& New Credit Mote : CARDODL - Carters Limited (=2
General | Memo
Reference : CMATO44 Supplier Ref. 1 | 64987623
Description : Car Mat - Small Quantity : 1.00
Analysis : M110 IZ| Purchases - Vehides
C Centre : |:| Costing Analysis
Project : Q Department : Q,
VAT Code : 1 |z| Goods : 0.00 VAT 0.00 Total : 0.00
Stock Ref, Description Goods VAT Total -
CMATO44 Car Mat - Small 0,001 0.00 0.00
] 1 3
Remaining : 32.00 Total : 0.00
@ Post ] [ Close
View y
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3.2 Match

Use the Match command on the Action menu associated with the PIR Processing

form to match unposted invoices with purchase orders. This only applies if you

have the PIR feature activated. The application presents a list of transaction lines
for unposted invoices which you can then match against a list of purchase orders.
You can also view all deliveries for a selected stock item. The application displays

the invoice lines for that transaction so that you can browse the content before

selecting individual lines for matching. Whether you need match all, one, or part of
one line against the order before the invoice can be posted will depend on the
setting of the Invoice to PO Matching list box on Orders form associated with the

Supplier form.

& Match EX=)
seauence | EYESPRN
Range
From: |CARDOOL  [+] CartersLimited
To: WATOO01 IZ| Jack Waterman
Transaction Dates For Values
From : I E] Greater Than IZ| 0.00
To: /1 (] & vistcn ==
Transactions Account Name PIR Ref. Date  Memo Total x |~
[ Today's Only [ Assigned CULO001  Cullen’s Stationery P0000S2 [17/07/2010 2232.50) x
GRODOO1  |W H Grosse Limited P0000ST 3/07/2008 575.75|
From :
To:
Q L]
. ]
1« >
)

Box Description

Sequence

The sequence to specify the range. You can select a sequence of either
'Supplier' or 'PIR Reference'.

Range You can choose to include only the suppliers or PIR invoice or credit
note numbers you are interested in. The entries in the drop down lists
depends on whether the Sequence box has been set to 'Supplier’ or 'PIR

specify.

Reference'.
Transaction To include invoices and credit notes posted within a range of dates,
Dates enter the date range as necessary.
For Values You can choose only those transactions for values greater than, less

than, greater than and equal to or less than and equal to the amount to

Transactions

Ticking the Today’s Only box will include only invoices and credit notes
that were posted to the register today.

Assigned

When an invoice or credit note is posted to the register it can be
assigned to an individual in your organisation. You can select to include
only invoices or credit notes assigned to a certain individual. These
individuals are defined using the People Profiles command in the
System module.
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After selecting the criteria for the authorisation process, the Authorise form is
displayed that lists the invoices and credit notes to be authorised.

You can use the Action menu to:

Use this command To |

Views View the invoice's header or details information.
Unmatch Unmatch the highlighted invoice from a purchase order's detail line.
Match Match the highlighted invoice to a purchase order's detail line.

When you use the Match command, the application searches for purchase order
lines that contain that particular product or stock item. If none are found, a
message is displayed. Otherwise a list showing all purchase orders for the item is
displayed. This includes the quantity ordered, received and any previously
matched.

You can use the Action menu to:

Use this To
command

Views View either the GRN delivery or matched Lines. If you choose the to view
delivery lines, the application lists details if any GRNs on which deliveries
of the selected product have been recorded. Note that the quantity
matched is the quantity of the GRN delivery that has been matched to
purchase orders created in the Purchase Orders module. If you choose
to view matched lines, the application will list any of the PIR transaction
item that have been matched against purchase order lines.

Unmatch  Unmatch the currently highlighted invoice detail line from the purchase
order line that is it matched to.

Match Match the currently highlighted invoice line quantity to the purchase
order. You can enter the match quantity in the Match Qty box. The
application checks for variation in unit cost and displays a warning if
found, asking you to confirm whether the matching is to be accepted.
You can choose to update the supplier product file with the new price
although this only applies where there is a link between the stock item
and the supplier product file.

Header View the invoice's header information.

Note: This form is for matching new invoices posted in the Purchase Invoice
Register to purchase orders where you enter the details manually. Invoices that
are posted using details picked from a purchase order are automatically matched
for you. So you don't need to match them manually.

The Invoice to PO Matching option on the Purchase ledger - Processing -
Orders form controls how much details must be matched before an invoice can be
posted from the Purchase Invoice Register to the Purchase Ledger. For example,
you can set it so that all invoice details must be matched to an order, or perhaps
just one line needs be matched.
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Settings for matching requirements will be based on a per supplier basis;

! Purchase Processing : CARO0DL - Carters Limited EI@
General | Memo || List

Company Name :  Carters Limited

Address : Remmington Way Current Balance : @ 17072.04

West Gorton A Craditne Navs 1[5 262.7
& Orders -2z
Purchase Order [ Mo Print
Invoice To PO Matching : | No check E

Delivery Instructions :

Tast [nvoice : JOSJ201T
Web Site : W, com,co.uk Last Payment : 10/10/2010
9

Modified 0

Orders
This only applies if you have the Purchase Orders module installed and activated.

Box Description |

Invoice An option that determines whether invoices entered in the purchase invoice register in
to PO Purchase module they can be matched against purchase orders. You can select from a
Matching list. This only applies if you have the Purchase Orders module.

3.2.1 The Matching Process

Use the Match command on the Action menu associated with the PIR Processing
form to match unposted invoices with purchase orders. This only applies if you
have the PIR feature activated. The application presents a list of transaction lines
for unposted invoices which you can then match against a list of purchase orders.
You can also view all deliveries for a selected stock item.

When you select a PIR transaction and use the Match command, the application
displays the invoice lines for that transaction so that you can browse the content
before selecting individual lines for matching.

& Match Invoice : IP000092 =R

General |Memo

StockRef, : |FAKD1 Supplier Ref, :

Description ¢ | First Aid Kit Quantity : 100.00

Analysis : M110 Purchases - Vehides

C Centre :

VAT Code : 1 Goods : 1900.00 VAT 332,50 Total : 2232.50
Stock Reference Description Inv. Qty Matched Qty to Match =

FaKo1 First Aid Kit 100.00 0.00] 100.00

1« m b

CUL0001 Cullen's Stationery

[oon-] @

View y
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You can then use the following commands on the Action menu:

Use this command To

Views View the invoice's header or details information.
Unmatch Unmatch the highlighted invoice from a purchase order's detail line.
Match Match the highlighted invoice to a purchase order's detail line.

When you use the Match command, the application searches for purchase order
lines that contain that particular product or stock item. If none are found, a
message is displayed. Otherwise a list showing all purchase orders for the item is

displayed.

This includes the quantity ordered, received and any previously matched.

" Order Lines : FAKOL [= ==
Stock Ref. : | FAKO1 Supplier Ref. :
Description : | First Aid Kit Quantity : 100.00
Analysis : M110 Purchases - Vehides
C Centre :
VAT Code : i Goods : 1500.00 VAT 332,50 Total : 2232.50
Match Qty. :
Order Ref. Description Ordered Received Prev. Match Matched x =
PORO0141 First Aid Kit 100.00 0.00] 0.00] 0.00]
CULDD01 Cullen's Stationery Remaining : 100,00 | Total : 100,00
9 2] o
View y

The following are available on the Action menu:

Use this
command

Views

To

View either the GRN delivery or matched Lines. If you choose the to view
delivery lines, the application lists details if any GRNs on which deliveries of
the selected product have been recorded. Note that the quantity matched is
the quantity of the GRN delivery that has been matched to purchase orders
created in the Purchase Orders module. If you choose to view matched
lines, the application will list any of the PIR transaction item that have been
matched against purchase order lines.

Unmatch

Unmatch the currently highlighted invoice detail line from the purchase order
line that is it matched to.

Match

Match the currently highlighted invoice line quantity to the purchase order.
You can enter the match quantity in the Match Qty box. The application
checks for variation in unit cost and displays a warning if found, asking you
to confirm whether the matching is to be accepted. You can choose to
update the supplier product file with the new price although this only applies
where there is a link between the stock item and the supplier product file.

Header

View the invoice's header information.
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The system will check for any variation in unit cost and, if one exists, a warning
will be displayed

erera 3 &Jw

':0:' Price Difference Is 14.64

3.2.1.1 To Match Transactions in the Register

1. Open the Purchase folder and then click PIR Processing or click the

Financials tab and then click Purchase - PIR Processing on the
Ribbon Bar.

2. Retrieve the supplier record for which you want to post transaction
details, click Action and then click Match. The Matching Criteria form
appears.

3. In the boxes provided, define the sequence and specify the ranges for
suppliers, PIR references and transaction dates. You can process only
today’s transactions by selecting Today’s Only option. Logical
selections can be made on the transaction value, so you can choose
only those transactions for values greater than, less than, greater than
and equal to or less than and equal to the amount to specify.

4. Click OK. The application displays a list of PIR invoice transactions that
match your criteria.

5. Use the commands on the Action menu to process the transaction as
detailed in the notes below.

Notes: Use the Unmatch command on the Action menu to unmatch the
currently highlighted PIR transaction.

Use the Match command on the Action menu to move to the matching procedure for the
currently highlighted PIR transaction.

Use the Header command on the Views submenu of the Action menu to view the header
details of the PIR transaction.

Use the View command on the Views submenu of the Action menu to view the PIR
transaction details. You can then scroll the detail lines of the invoice.

Use the Memo command on the Action menu to view the memo for the currently
highlighted PIR transaction.

Whether you need match all, one, or part of one line against the order before the
invoice can be posted will depend on the setting of the Invoice to PO Matching list
box on Orders form associated with the Supplier form.

Treenice To PO Makching @ o Check

(Mo Check.

Ak least 1 line part matched
At least 1 line Fully matched
All lines at least part matched
Fully makched

Delivery Instructions :
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3.3 Authorise Notes
Use the Authorise command to process invoices and credit notes that have been
held pending authorisation before being posted to the Purchase Ledger.
Transactions that have not been authorised are ignored by the Automatic
Payment commands. You can specify one or a range of suppliers for the
procedure using the options on the Authorisation Criteria form. The selections you
make determine which transactions on the register are displayed for authorisation.
Once you have accepted the transactions for posting, you need to use the Post
command to post them to the Purchase Ledger.

Note: This option is controlled by Set Options ‘PIR Must Use Authorisation’. If

this option is ON, then every transaction created in the Purchase Invoice Register

must be authorised before it can be posted to the Purchase Ledger.

If this field is switched OFF, the user has the option to post directly to the

Purchase Ledger at the time of entering the invoice / credit note details.

“‘ Authorise @
Seguence : E|
Range
From : CAROOD1 E| Carters Limited
To: WATO001 E| Jack Waterman
Transaction Dates For Values
From : N D Greater Than Izl 0.00
To: I D
Transactions
[ Today's Only [C] Assigned
[¥] Authorised From :
[¥] Unauthorised To:

The selections you make determine which transactions on the register are

displayed for authorisation; not which ones are actually authorised.

Box Description

Sequence The sequence to specify the range. You can select a sequence of either
‘Supplier' or 'PIR Reference'.

Range You can choose to include only the suppliers or PIR invoice or credit note
numbers you are interested in. The entries in the drop down lists depends
on whether the Sequence box has been set to 'Supplier' or 'PIR
Reference'.

Transaction To include invoices and credit notes posted within a range of dates, enter

Dates the date range as necessary.

For Values You can choose only those transactions for values greater than, less than,
greater than and equal to or less than and equal to the amount to specify.
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Transactions Ticking the following boxes if required:

Notes
1 Today’s Only box to include only invoices and credit notes that were | =
posted to the register today
2 Authorised box to include invoices and credit notes that have already
been authorised
3 Unauthorised box will include invoices and credit notes that have not
been authorised.

Assigned When an invoice or credit note is posted to the register it can be assigned
to an individual in your organisation. You can select to include only
invoices or credit notes assigned to a certain individual. These individuals
are defined using the People Profiles command in the System module.

Once all authorisation criteria have been entered, click on the OK command

button and the following screen will appear, listing all PIR transactions that meet

the entered criteria.
“‘ Authorise @
Account Mame PIR Ref. Memao Date Total X | &
jcuLooo1 Cullen's Stationery 1PO00092 17/07/2010 2232,50
4| ([ | 3 i
Unauthorised : 2232.50 Authorised : 0.00 Total 2232.50
?

After selecting the criteria for the authorisation process, the Authorise form is

displayed that lists the invoices and credit notes to be authorised.

You can use the Action menu to:

Use this To

command

Tick/Untick Mark the currently highlighted item as authorised for posting. If the
transaction highlighted was already authorised, using this command
again will unauthorise it.

View Display either the account header view or detail lines for the currently
selected PIR transaction. If you select Account, additional commands are
then available on a further Action menu, including:

e  Change View: To change the list of transactions so that invoices and
payments are grouped together.

e  Advance/Current: To include or exclude advanced transactions. The
command toggles between the two options.

e  Zoom: To display further details of a selected transaction. For invoices
and credit notes, this will be the invoice or credit note analysis and, if the
Purchase module is integrated with the Costing module, any costing
analysis entered on the invoice or credit note will be shown also. For
payments and refunds, the allocation details will be displayed including
foreign currency fields where appropriate. You can use the Print
command button to print the details.
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View... . Foreign/Sterling: To toggle the transaction values and ageing between
the currency in which they were posted to the account and the home
currency. Ageing is only available on foreign currency accounts if the

account uses a single currency.

If you select the Lines command, additional commands are then available
on a further Action menu, including History (to view the creation and
change history of the transaction); EC VAT (to view details applicable to
EC VAT transactions if you have the EC VAT module installed and
activated); and Costing Analysis (to view details of the job, phase and
cost code analysis of the transaction if you have the Costing module

installed and activated).

Tick/Untick Mark all transactions as authorised or clear all if some or all are already

All selected.

Memo View the memo for the currently highlighted PIR transaction.

The application displays the total value of unauthorised and authorised
transactions. Once you have accepted the transactions for posting, you need to
use the Post command on the Action menu associated with the PIR Processing

form to actually post them to the ledger.

The system will take the user back to the PIR Processing form. In the transaction
browse screen, those transactions which have now been authorised will be
flagged as such: the system will detail the logon ID of the user who authorised

them, as shown below:

Supp. Ref Date Due Date Walue

Assigned T

1

Authorised | Sh

atus  Memno

PIR Ref. TaxC

Tast |31,|'D?,|'2EIlD bnxnarznm |

3.4 Post

235,00

ADMIN |

This only applies if the Purchase Invoice Register option is selected on the

System - Maintenance - Company Profiles form.

Use the Purchase - PIR Processing - Post command to select a range of accounts
and transactions which are to be posted to the ledger. Like the authorisation
procedure, the Posting Criteria form provides options that determine which PIR
transactions are displayed for posting; not which transactions are actually posted.
All the same action commands are available to view details of the PIR header and

detail lines.
& Post (el
seqverce OSSN
Range
From: | CARDDO1 E Carters Limited
To: WATD0O1 E Jack Waterman
Transaction Dates For Values
From : [N I:I Greater Than IZ| 0.00
To: i I_I
Transactions
Today's Only Assigned
From :
To:
Post As Advanced ML Posting Date : | 10/05/2012 ] May 2012
:i‘) | oK | | Cancel

hpunnnau hlfn?
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Box Description

Sequence The sequence to specify the range. You can select a sequence of either
'Supplier’ or 'PIR Reference'.

Range You can choose to include only the suppliers or PIR invoice or credit note
numbers you are interested in. The entries in the drop down lists depends
on whether the Sequence box has been set to 'Supplier' or 'PIR

Reference'.
Transaction To include invoices and credit notes posted within a range of dates, enter
Dates the date range as necessary.
For Values You can choose only those transactions for values greater than, less than,

greater than and equal to or less than and equal to the amount to specify.

Transactions Ticking the Today’s Only box will include only invoices and credit notes
that were posted to the register today.

Assigned When an invoice or credit note is posted to the register it can be assigned
to an individual in your organisation. You can select to include only
invoices or credit notes assigned to a certain individual. These individuals
are defined using the People Profiles command in the System module.

Post as Ticking this box will post the invoices and credit notes to the next
Advanced accounting period. You can only select the option if the Allow advanced
postings box is ticked on the Set Options form in the Purchase Ledger.

NL Posting The Nominal Ledger posting date. If you use the Open Period Accounting

Date feature, the Nominal Ledger can be updated using either this date or
using the transaction date. The date used is controlled by the Use PIR
Tran. Date for N/L option on the Purchase Ledger - Utilities - Set Options
form:

e If the option is selected, the transactions are always transferred
using the transaction date, whether or not the Nominal Ledger
period is current, in the past or in the future.

o If the option is not selected, the Nominal Ledger will be updated
using this NL Posting Date if the Nominal Ledger period is
current or in the past. If an invoice or credit note's transaction
date falls in a future Nominal Ledger period than the one for the
date you enter here, the transaction date will be used instead.

For Example ...

You enter a NL Posting Date of 30/09/2012 which falls in period nine in
the Nominal Ledger. Period nine runs from 1 September 2012 to 30
September 2012. There are three invoices that are displayed for
posting to the Purchase Ledger:

- Invoice 1 has a date of 10/09/2012

- Invoice 2 has a date of 25/09/2012

- Invoice 3 has a date of 02/10/2012.

Invoices 1 and 2 fall in period nine in the Nominal Period so they are
posted to that period. As the transaction date for invoice 3 falls after the
30 September, its Nominal Ledger posting date is set to the same date
as the invoice date - which is 02/10/2012. Invoice 3 will then be posted
to period ten (if it is open) when the Nominal Ledger - Utilities - P/L
Transfer command is run.

Note: If the transaction is allocated to another transaction, say a payment allocated
to an invoice that generates an adjustment for either a foreign currency gain or
loss, or for a discount, that adjustment also uses the same Nominal Ledger posting
date.

Open Period Accounting is an optional feature that allows you to control
whether your Nominal Ledger accounting periods are open or closed for
new postings. Accounting periods can be kept open as long as necessary
but are normally closed once management accounts have been
presented for the financial year. If Open Period Accounting is used, each
transaction that is posted in the application has a Nominal Ledger
transaction date, which determines the accounting period that is posted to
and the period name that is displayed at the time of posting.
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NL Posting The period that is posted to can be the current Nominal Ledger period, a

Date... previous Nominal Ledger period, or a future Nominal Ledger period as
long as the period is open. You also do not need to change the
application's system date because the Nominal Ledger transaction date
determines which period is updated.

Open Period Accounting works with both the Real Time Update method
and the batch transfer method of updating the Nominal Ledger.

An option on the Company Profiles form controls whether Open Period
Accounting is used.

Open Period Accounting is available in Opera 3 and Opera 3 SQL.

Transactions entered in the Purchase Invoice Register may be held subject to
authorisation. If ‘PIR Must Use Authorisation’ is switched ON in Purchase Ledger
Set Options, only those transactions that have been authorised will be presented
for posting.

If ‘PIR Must Use Authorisation’ is switched OFF so that authorisation is optional,
the suggested ‘Post to Purchase Ledger’ list will include an extra column (headed
‘A’) that highlights those items that have been authorised. In this case, the user
can post items that have not been authorised.

Note: Only those invoices that have met the required level of ‘Invoice to PO
Matching’ check as defined on the Orders screen of the supplier record in the
Purchase Ledger will be presented for posting.

Similarly, the values of a transaction’s header and detail screen must balance
before the transaction can be posted to the Purchase Ledger.

After selecting the criteria for the authorisation process, the Post form is displayed
that lists the invoices and credit notes to be authorised. You can use the Action
menu to:

Use this Description

command

View View the details of the currently highlighted transaction.
Memo View the memo for the currently highlighted PIR transaction.

Tick/Untick  Tick or untick a transaction to either include or exclude it from the posting
process.

Tick/Untick  Tick or untick all transactions in the grid to either include or exclude them
All from the posting process.
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Note: If the invoice or credit note includes stock or product items that are subject Notes
to the Reverse Charge, the application first calculates the total goods value for
these items, then if the total value is more than the HMRC de minimis level, it

checks that the VAT code on each detail line is a Purchase Reverse Charge VAT

code for goods. If the correct VAT code is not used, you need to correct the

transaction manually. What's Reverse Charge Accounting for goods?

& rost ==
Account Name PIR Ref. Memo A Date Total X -
lcuLooot Cullen's Stationery IPO0D092 17/07/2010 2232.50)
< [ 3
Mot Marked : 2232,50 Marked For Posting : 0,00 Total : 2232,50
Action - ‘i’) oK Cancel

Tip: The VAT Inclusive box on the supplier's record must be cleared to post a
transaction using Reverse Charge accounting for goods. If you receive an goods
invoice that must be accounted for using Reverse Charge accounting from a
supplier that is marked as VAT inclusive, clear the VAT Inclusive box to post the
transaction, then re-select the box afterwards.

Once a transaction has been selected, the Marked for Posting value field at the
bottom of the form will increment accordingly.

| | | [
£

Mot Marked 707 Marked For Posting 0.00

|

Once all the relevant transactions have been selected for posting, click on the OK
command button.

The system will take the user back to the PIR Processing form. In the transaction
browse screen, those transactions that have now been posted will be flagged as
such: the status of such documents will appear as ‘Posted’:

PIR Ref.  Typ Supp. Ref Date Due Date Yalue Assigned To | Authorised | Status | Mgmo

IPODOOSD  Inw | T3SE 31072010 F0f0g/2010 235,00 ADMIMN osted
IPOOOOSL  |Inw | T35ta 31072010 [30/08/2010 10,00, osked

Once posted, transactions will appear in the Purchase Ledger and will update the
supplier’s current balance and turnover fields accordingly.

More information on the NL Posting date;
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Accreditation Training Courseware
4 Reports

4.1 Publishing a Report

Reports can be accessed via the Reports Menus in the respective Module. 1t is
possible to tailor the layout of these reports under development mode (ADMIN).
Once your report criteria has been selected and any matching data found, a
Publisher form will be presented allowing a choice of Screen, Printer, File or Email
output.

rr\- > = 3
& Publisher ==

Please select a destination device for the document you are about

! to publish.

Report Layout : ‘:Standard report Eﬂ

| printer | e | ma |

To print a report;

1. Open the required module folder, click Reports and then click appropriate
report

2. Define the range of records you want included in the report by entering From
and To values.

3. Click OK.
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4.2

List of Reports

This only applies if you have the PIR feature activated. The commands on the PIR
Reports submenu provide listings of records maintained using the commands on
the PIR Processing form. Reports can be used to view information on your
computer screen as well as printing. Most reports provide a number of options to
determine the criteria, sequence and range of records reported.

Invoice and Credit Note List

Use the Invoice and Credit Note
List command to produce a list of
invoices and credit notes entered
using the PIR Processing command
according to the range of selection
criteria you specify.

Name & Description Example H

& Invoice and Credit Mote List

scavence SR
From : CAROOO1 |E| Carters Limited
To: WATOOO1 |E| Carters Limited
0 Transaction Dates
Today's Only
Fi :
Authorised rem il E]
[¥] Unauthorised To: I E]
Posted to PJL
Mot Posted to P/L
@ oK ] ’ Cancel ]

W Poguuus Bpan 1 i Verwes Lo

- Raport Peen - Invice 0 CrtHte Lt (aplts o)

Orion Vs

PIR Invoice and Credit Note List

PRRef.  Daie  Type

Assigned To_Supgl. Rel

Inveice and Credit Note List

Goods Valve VAT Value.

Details

Supplier CARIDO1 Carters Limited
oies 0s1670N Invoice

Supplier CORDO01 David Corne Comparny
IFOODIOT  OEIAON Invaice
Total nvaices

Supplier CULODI Culer's Stationery
omes v invoice

SUpDIeT ERLO0OY EMON Hotels Lt
810N Invoion
Total Invokcas

Supplier GRODD0A W H Grosse Limited
POGOST 0MUTRA68 Invoicn

Final Total

Final Total

Total wvoices
Total Creadt Noies

Total Cretl Wotes
Totalfor Suppler | CORO00T P oz

Total lnvoices E
Total Creait Noies [
Totalfor Supplr | CULDIT 1000 08

Tota! Creat Wotss. o
Tota!for Suppier | EHLO0DY ) %

Total Crodit Natas.
Totalfor Suppler | GROD001 a0 “m

Tota! woices
Final Total Credit Notes

sas a4

BT s
om om

Totaifor Suppier | CAROIOA sis as4

) om
7 om
o oso

o 670832 a0 nm

MSEERG 14380

Transaction List

Use the Transaction List command
to produce a list of all transactions
entered in the register for the range
of selection criteria you specify.

“ Transzaction List

seqerce: EYIN -
From CARODO1 E Carters Limited
To: WATOOD 1 E Carters Limited
0 Transaction Dates
Today's Only
Fi :
[¥] Autharised rom: | 11 E]
[¥] Unauthorised To: i E]
Posted to P/L
Mot Posted to P/L
[ Print Line Descriptions
@ oK ] l Cancel
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Transaction List...

T8 Rapatree - Tz L bl

Orion Vehicles Leasing PIR Transactions...
Crealed an 1652012 81 1153 by MANAGER
8 Sanuanca uppiar
For Supoler range rom GARGOD! 1o WATOO30
Orion Vehicles Leasing Transactions List Page 1
Assned  Supgier s
PRRel.  Date Tpe To Ret Total Vale VAT Code Anabrsis_ Type Anal mominal Job Number  Project  Department
Suppier CARIO0Y Carters Limitea
ocotts  ostog0 wom:z 150 em 1 wmo m wria
POOOIOG 081020 ey ooz s ot o m g
Totalfor Suppler | CAR00DT B I
Supphber COR000T David Corre Comparry
oo 081020 e worse s am 1 owms e s B e
Total for Suppiier | COR0DAY ) [
Suppier CULDUN. Culler's Stationery
oceesz 11z e st 1m0 mse i owmo e wra L]
Totaifoe Suppier | CUL00GY 0w am
Suppier EHLODOY Eom Hotets Ltd
PGONE GO e = 136070 mx 1w E u3is st
Total for Suppler {EHLOOG1 ] EE]
Suppiler GRODO01 WH Geossa Limited
POGLCRT D3RGS e w2 50 1w 1 w0 o uito
ocees?  caTzea oy i B2 o mm 1w co uis A
IPOOCCET  CUOTZN08 I i 878832 4500 L ] co L) PhA1 L
Tolal for Suppler | GROGDT wom =
Fal Total a0 [

Summary

Use the Summary command to
produce a summarised list of
transactions that have passed
through the invoice register.

i“ Surmmary E

Sequence : | e |E|
From : CAR0001 Carters Limited
To: WATO0D1 [ =] carters Limited
Transaction Dates
Today's Only
- 1 o)
[¥] Authorised I
R LT
Posted to P/L
Mot Posted to P/L
9 oo [ o |
oo
Orion Vehicles Leasing PIR Summary
ey
e
Orion Vehicles Leasing Summary Page 1
PIR Ref, Date Type Assigned To Total Vahse  Balto Analyse Auth By Date Posted
Supplier CARO001 Carters Limiled
| ik o e
Total for Suppier | CAR000Y 404 000
Supplier COR0001 David Corme Company
o et _ W v
e ] -
ot St CORSOA e s
Salr ooy s Sy
i SR 2w o "
F—— = =
P ———
. oo oo - o o v
Yot St 01 o w
Seoss G000 Wi it Lbid
petieiesten e i o
Total for Supplier / GRO000Y 578
— =

PIR Quantities

Use the PIR Quantities command to
show the transaction quantities and
stock codes on invoices and credit
notes and how many (if any) have
been matched to purchase orders
raised in the Purchase Orders
module.

E PIR Quantities E

Sequence :

From : CARDDO1
To: WATO001
Today's Only
Authorised
Unautharised
Fosted to P/L

Mot Posted to PJL

E| Carters Limited
E| Carters Limited

Transaction Dates

(1 ]
S T—

9

2
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PIR Quantities...

W Pagmn Opara 3 Orlon Vebaches aatng
H

Orion Vehicles Leasing PIR Quantities
Cresbed o 1DGATDI2 ot 11:84 by MANAGER

By Sequance Supplier
For Suoplier range o CARZO! 2 WATOZ0L
RSN of Autha e 1 ABAN Gy 40 /PO318 10 PLINGL PRI 1D L

Orion Vehicles Leasing PIR Quantities a1
PIRRsl.  Daw  Tyss  AssignedTo Stock Code Description Quantity __Match Gty oS oy
Supplor CARDOOT Carters Limitod
FRoIE o o Lo Indicatorun 100 100
IPRONE  ORMR0ID oice ECAFO0 Poppy Gars At Freshans %50 50
Supplier CORDODY David Come Company.
PROIT  OEIA0ID mcics MCAOl Vides Traveler 300 : i
Supplier CULO0OY Culorrs Statianary.
L TR0 woice Fant Fest Nkt 100 10200
Supplier EHLDOOT Elton Hotels Lid
oK DA woice EcHcan Hetand Massags Cushion B B0
Supplier GRODOUT W H Grosse Limitsd
POOOST  036TRO08 Iworon cuaToss Carbiat - Smwt w0 a0
IFIOOST  DRCTAOOE woice oL Eeckic Car Palisher a u
IFROOT 0362008 cice Eccoom Oigit Gompass 500 %0
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Accreditation Training Courseware
5 Utilities

5.1 Global Price Changes

Use the Global Price Changes command on the Utilities menu to update cost
and/or selling prices on the stock/warehouse or product records or special price
lists. This provides an effective way of updating cost and selling prices for stock or
product records based on a variety of criteria. You can also update cost and
selling prices on warehouse records if you have multi-warehouses feature
activated and you have selected the Use Multi-Warehouse option on the Set
Options form in the Stock module. Once you have specified your price change
criteria, the system calculates the new prices and updates the files automatically
and produces a report.

% Global Price Changes F5

Type
@ iPerform Global Price Changes:

() Recalculate Landed Costs

Sequence

(@) Stock ref, From: | CMATO44 2 | Car Mat - Small
() Category To: FACDO10 (2, | Sony Stereo WX-C600R
File
(@) Product Mo Range For This Sequence
() Price list
() Warehouse
- ) Currency
() Supplier
Change by ) - E
@) Percentage Prices Percentage Start Finish =
© Vaiue [T Cost 0.00 —
() Last cost [ el 0.00 @
wn
[ Next 0.00 || 10/05/2012 ...
[ sale 0.00 || 10/05/2012 | ... | 10/05/2012 ...

To update prices globally

1. Open the POP folder, double-click Utilities and then click Global Price Changes.

In the boxes provided, complete the options that determine which prices are
changed and by what means.

3. To update the prices, click OK, then click Yes when the report is produced.

Notes: If you choose to update a price list, you can select the currency to be
updated by selecting the Currency option and then selecting a currency from the
list box. The Cost and Last Cost options under Change by will be unavailable.

If you have multi-warehouses feature activated and you choose to update
warehouse prices, the Next and Sale options under Change by will be
unavailable.
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If you choose to update supplier prices, the Last Cost, Sell, Next and Sale
options under Change by will be unavailable.

Note: File Options that determine the files to be updated. These are: Product
(price change details are written to the selected stock or product records); Price
List (price change details are written to the range of price lists you specify);
Warehouse (if you have multi-warehouses feature activated, price change details
are written to the range of warehouses you specify in the From and To boxes that
appear) and Supplier (price change details are written to the range of supplier
records you specify).

5.2 Reorganisation

The Reorganisation function within Ultilities, is the ‘tidy-up’ routine for the
Purchase Order Processing module. Use the Reorganise command on the
Utilities submenu to reorganize and reindex the files associated with the Purchase
Orders module, removing deleted and completed items.

The process removes all items marked for deletion. Orders and requisitions that
have been satisfied may also be deleted subject to the date for historical
cleardown you enter. If you have selected the Clear Undelivered Invoiced Orders
option on the Purchase Order Processing Options form, the system will remove
purchase orders that have been invoiced but not delivered.

“ Reorganise @

Enter Date for Historical Cleardown

On or Before Date I \_I

©

5.3 Period End

When a Period End routine has been run through the Purchase Ledger, the
system will remove any invoice and credit note details from the Purchase Invoice
Register that have been posted to the Purchase Ledger.

& End of Period (=23

Period End Date: 10/05/2012 |_|

Mo. of days this Period: =
Zeroise Turnover?

Block Purchase Postings to M/L Period 10 {Oct 2010)

| | Cancel

©
9

Any remaining invoices and credit notes are retained until they are ready to be
posted through the normal procedures of the Purchase Invoice Register.
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Accreditation Training Courseware
Appendix

Appendix A — Products (P. Orders)

Use the Products command to link stock items with purchase order suppliers and record economic order
quantities, vendor ratings and lead times for analysis purposes. You can also control the creation of
purchase orders to ensure the right supplier is selected for particular products.

®)
. ©
The Products command can be used from both the P.Orders >> Processing and P.Orders >> Documents D
commands. =
o
X
& Products =
General |Memo
Stock Ref: | cMATO44 Supplier Ref: | 54987623 Supplier Ref Desc: | Car Mat - Small
Supplier: | CAROODO1 Carters Limited Currency Code: Sterling
E.0.Q. 10.00 Cost: 7.80 | Vendor Rating: 1 Lead Time: 3 | Days
Supplier Supplier Ref Stock Ref E.0.Q. Cost Price endor Rating Lead Time -
lcaro001 54987623 CMATD44 10.00 7.80 1 3[ [
CAROO01 454376554 CMAT109 6.00 7.80 1 3
CAROO01 59874565 CMAT122 8.00 11.25 1 3
CAROO01 CP200 CPOLOO1 1 15.00 3
CARDOO1 TR48756 DTROM1G 15.00 60.00 7 e
I_;____. _______ . .- — - . -
View y

To define product/supplier relationships

1. Open the P. Orders folder, and then click Processing.

2. Retrieve the supplier record for which you want to record product details, then on the Action menu, click
Products. The Supplier Products form appears.

3. On the toolbar, click the Create a new record button.

4. Inthe boxes provided, enter the details that define the product to be associated with the supplier.
5. Click OK.

Notes: Use the Last Delivery command on the Action menu to display details of the last delivery recorded
for the item. This information is based on deliveries recorded using either the G.R.N. command in the Stock
module or the Receipts command on the Action menu associated with the Purchase Order Processing
form in the Purchase Orders module.
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e Use the Last Invoice command on the Action menu to display details of the last invoice created for
the item. This information is based on invoices created using Invoices command on the Action
menu associated with the Purchase Order Processing form in the Purchase Orders module.

Use the Discount command on the Action menu to record the purchase invoice discounts
applicable to the item. You can identify a discount rate for line discount and select options that
determine whether line or overall discounts apply. If you select the Line Discount option, the rate
you enter in the Discount box is used for the line discount.

Use the History command on the Action menu to display the creation and revision history details of
the currently selected record. This includes the date and time the record was created and last
changed and the user name in each case.

Products Entries

Box Description |
Reference . A reference that identifies the stock or product item. You can select from a list.

Supplier Ref. A reference used by the supplier for the item.

Suppl!er.Ref. A description used by the supplier for the item.

Description

Supplier A reference that identifies the supplier is displayed here according to the supplier record that

was active when you chose the Products option from the Processing menu.

E.O.Q. The economic order quantity for this item. This is the optimum reorder quantity for this item
from this supplier and will be presented as a default order quantity on purchase order records.

Cost The cost price of the item. This defaults to the cost price stored on the stock or product record
but you can change it for the supplier. It is offered as the default cost price for purchase orders.

Vendor Rating A number from 0 to 9 that indicates the rating for the supplier. You can use vendor rating to
identify a priority for the supplier where a product can be obtained from more than one source.
The supplier with the best rating will be your preferred choice for ordering.

Lead Time Days The number of days lead time between order and delivery for the product. This is used to
establish a default date required on purchase order records.
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Appendix B — Notes

Most maintenance forms have a Memo tab you can use to record notes about the record currently
displayed on screen. You can also use object linking and embedding to attach documents or images. In
addition to these facilities, further notes can be attached to certain master records which are more
structured, and that can be used to record and monitor actions or tasks to be carried out by someone
else. Notes can also be generated automatically as a result of a particular process; for example, putting
an account on stop.

Notes are created, edited and viewed by selecting the Notes button on the toolbar, or by pressing
CTRL+0O, once you have retrieved the master record concerned. The facility is not available for all
records, or under all circumstances. You can only create or view notes for a record when this button is
available on the toolbar.

For each note record you create, you can enter a subject heading and the details of the note. The
default date of the note will be the processing date and the originator's user name is also recorded. You
can assign a priority to the note, depending on it's level of importance (low, normal or high). If the note
relates to a task or action to be undertaken by someone else, you can select one of the persons
identified on the People Profiles form and record a date by which the action should be completed. If that
person record has an e-mail address associated with it, or if you type an e-mail address on the note
record, the application will automatically generate an e-mail message, using your default MAPI-
compliant e-mail software, when the note is saved.

The note can be retrieved for viewing or editing at any time when the master record is displayed using
the same Notes toolbar button used to create it. You can create many notes for the same master
record; each one is summarized in the grid in the bottom half of the Notes form. A report is available to
list the notes created for the master records.

If the note relates to an action, you can record when the action has been done using the (Un)Complete
command on the Action menu associated with the Notes form.

You can identify when a record has a note attached by an icon that appears in the form's status bar:

Bction - The notes status bar icon

| View | | | e

If a note has been assigned a high-priority status, this is indicated by an exclamation mark in the status
bar of the Notes form, provided that note is the one currently selected in the grid:

Action - Indicates a high priority status
|'u'iew | | | p:l |_

You can mark a note for deletion by retrieving the note record concerned and using one of the normal
record delete functions. Records marked for deletion are removed using the Reorganise System Files
command in the System module. You select the Tidy Notes option on the Reorganise System Files form
for this purpose.
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Automatic Notes Creation
Some processes result in the automatic creation of a notes record, including:

e On production of a sales statement.

e When a sales or purchase account is put on stop or subsequently released.

e When a sales or purchase invoice is marked as being in dispute or subsequently released.
e When an e-mail is produced for a customer or supplier via the Processing menu.

e Optionally when producing e-mails from the Customer Contacts or Supplier Contacts reports,
provided the Note of E-Mails option is selected.

Automatically generated notes do not have corresponding actions; no entries are made in the Action
For, E-Mail, or Done By fields. However, the Completed field is updated with the same date as the
note's creation date.

Note Reports

For those modules where notes can be maintained, you can print the notes created for master records
using the appropriate command on the Reports menu. You can use selection criteria to determine which
note records are listed. For example, you can restrict the list to a range of master records, persons
identified in the Action For box, user records (those responsible for creating the notes) and action dates.
You can also select by priority level and optionally include notes not intended for action, or that have
already been marked as complete.

Prerequisites

Before you create a note record, you need to have created the master record to which the note will be
attached. If you want to record an action for a specific individual in the Action For box, you must create
the person record using the People Profiles command in the System module. In order to make it
possible to generate a default e-mail message when the E-Mail box is used, you must have a MAPI-
compliant e-mail software application installed on your PC.

To create a note record

Retrieve the record for which you want to create a note record.
On the toolbar, click Notes.

On the Record menu, click New.

In the boxes provided, enter the details of the note record.

If you have entered an e-mail address, on the Record menu, click Save. (You do not need to use the
Save command if the record has been created without an e-mail address.)

6. To close the Notes form, click Close.

a s e

Note: If an entry is made in the E-Mail box, saving the note will result in the application starting your
default e-mail software and generating a default e-mail message.
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Note Entries

10)%¢

User

Date

Priority

Action
For

E-Mail

Done By

Subject

Note

Description

The user name of the person creating the note. This is automatically based on the name used to log on and
recorded in the User Profiles form of the System module. You cannot override this on the note record.

The date on which the note was created. The default is the current processing date. If you want to change
this, type a new date or use the calendar button alongside the box to select an alternative. Once the note
record is stored, you will not be able to amend this creation date.

An option that determines the level of importance for the note. You can select 'Low', 'Normal' or 'High' from a
list. The default selection is ‘Normal'. Once the note record is stored, this priority level is reflected in the grid
in the bottom half of the Notes form in the column headed P. 'L' means 'low', 'H' means 'high' and no entry in
this column means 'normal’.

A reference that identifies someone on the People Profiles form in the System module to whom the note
relates. You can select from a list. If the note is not relevant to a particular individual, or the person does have
a corresponding record in the System module, leave this box blank.

If you do select a person record and they have a corresponding e-mail address, that address will appear in
the following box.

The e-mail address of the person for whom the note is intended. This may be shown automatically if one
exists on the person record. If not, you can type an e-mail address. When the note record is saved, the
application will automatically generate an e-mail message using your default e-mail software. If you do not
want an e-mail created, leave this box blank.

A date by which the action or task should be completed. You can leave this blank if the note has no deadline
or time restriction. You can use the calendar button alongside the box to select a date. Once the note record
is saved, this date will appear in the Be Done By column of the grid in the bottom half of the Notes form.

The subject of the note. This is also used as the default subject line if an e-mail is generated. A default
subject heading will appear in the note has been generated automatically.

The detail of the note. This will appear as the message text if an e-mail is generated, preceded by the ID and
name of the record to which the note relates. A default message will appear in the note has been generated
automatically.

To mark a note as completed

Retrieve the record for which you want to update the note record.
On the toolbar, click Notes.

On the Action menu, click (Un)Complete. The current processing date appears in the Completed column of
the grid in the bottom half of the Notes form.

To close the Notes form, click Close.

Note: You can reinstate a note to its incomplete state by reselecting the (Un)Complete command on
the Action menu associated with the Notes form. This causes the date in the Completed column of the
grid on the Notes form to be removed.
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Appendix C - Object Linking and Embedding

You can link objects to be associated with records such as customers, suppliers, stock items,
employees and so on. A representation or placeholder for an object is inserted on the O.L.E. form
associated with the record. The object exists in the source file and, when it is changed, the linked
object is updated to reflect these changes. You can attach a picture as well as an object placeholder.
This can be associated with the OLE data object or be independent. You can link several objects to
each record. Double-clicking on the icon associated with the OLE Data heading will start the
application used to create the object, assuming the application and document is available to you.
Right-clicking on an icon associated with an OLE Data heading displays a shortcut menu. The menu
options on the shortcut menu are dependent on the type of object, and provide the ability to edit the
object and/or edit the package using Object Packager.

& oLt ==
Ficture : OLE Data :
Mo Picture Recorded Mo OLE Data Recorded
Comment :
Date Comment -

")

View 4

To link objects

1. Open the relevant module folder, and then click Processing.

Retrieve the record for which you want to store object details, click Action and then click O.L.E. The O.L.E.
form appears.

On the Record menu, click New.

Under Picture, click the browse button to locate the file that contains the image you want to link.
Under OLE Data, click the browse button to locate the file that contains the document you want to link.
In Comment, type a comment that identifies the objects you have linked.

To store the object details, click OK.

n

No o ksow

Notes: An icon appears on the status bar of the record processing form to show that an object record exists. You can use the New
command button on the toolbar to add additional objects. To start the application used to maintain a data object, double-click the icon
under OLE Data. To delete an OLE entry, click to highlight in the list and then click the Delete command button on the toolbar. Both
picture and OLE data objects are removed as one item. Deleted OLE files are removed when you use the Reorganise System Files
command in the System module with the Tidy System Files option selected.
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Appendix D - What's Reverse Charge VAT Accounting for Goods?

The Reverse Charge accounting procedure was first introduced by HMRC to combat Missing Trader intra-
community (MTIC) fraud, also know as carousel fraud, in business-to-business (b2b) transactions in the
United Kingdom. It applies when a supply of mobile telephones or computer chips exceeds the HMRC de
minimis level of £5000, exclusive of VAT. In this situation the buyer rather than the seller must account for
the Output VAT to HMRC. Full details of the procedure are available on the HMRC web site.

A report called the Reverse Charge Sales List (RCSL) has been added to the System - Maintenance - VAT
Processing form. This report is designed to be submitted electronically via the HMRC web site and the
Government Gateway. Once you declare to HMRC that you need to use the Reverse Charge accounting
procedure, the RCSL must be submitted to HMRC for each VAT period, even when no Reverse Charge
supplies are traded.

Important: Supplies to customers in the United Kingdom who are not VAT registered are unaffected by Reverse
Charge accounting; as the supplier you must account for the output VAT in the normal way.

Definition of mobile phones and computer chips

Mobile Phones
For the purpose of the reverse charge, mobile telephones include:

e Any handsets that have a mobile phone function (i.e. the transmitting and receiving of spoken messages),
whether or not they have any other function - it therefore includes other communication devices, such as
Blackberrys.

e Mobile phones supplied with accessories (such as a charger, battery, cover or hands-free kit) as a single
package and Pay As You Go mobile phones.

The reverse charge does not apply to the following:

e Mobile phones that are supplied with contracts for air time.
e Mobile phone accessories which are supplied separately from a mobile phone.
e 3G data cards or Wi-Fi cards.

Computer Chips

As a guide, all computer chips covered by the reverse charge fall within the tariff commodity code 8542
3190 00. The term covers the following:

e Small integrated circuits (Central Processing Units or CPUSs)

e Discrete integrated circuit devices (Microprocessors or Microprocessor Units - MPUS)
e  Microcontrollers or Microcontroller Units (MCUS)

e Chipsets - the dedicated cluster of integrated circuits that support MPUSs.

The reverse charge applies to such items when they are in a state prior to integration into end user
products. Items such as computer servers, laptops or desktop units are excluded from the scope of the
reverse charge.
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Appendix E — Data Structures & Technical Information

The following pages contain the Database Structures & Technical Information of the Invoicing/SOP Ledger Module
as of the 6.70.00 release.

VAT & Exchange Rates

ZTAX

Y Sales Ledger
: \ e
: \ .... 1 ZVTRAN is updated either
: "%,. at month end or when an
E. N Sales Order \ )y ., audit trail is run

Processin

g \ \ .
\ X o &
"4l ZVTRAN
N — 4

- Purchase Ledger NPT N \
: \ g
: N\ N\
: \ \ \ o Exchange
: \ \ ,’i Rates are used
: ,o\ by the Modules
[ ] \ K \
s.ad Purchase Order X \ \

Processing N - SN N\

~. AN \\ O
G N \\\
o ~
~ ~ \\\ O
R
Nominal Ledger B —— g ZXCHG
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Adv POP / POP (Into PIR / Purchase)

PNAME/PTRAN/PANAL DPARM

OO

v
X

Models

DMHEAD

DOHEAD

Updating the
Supplier

Header table
on posting to
the Purchase
Ledger

A 4

L4

<llllllll

DMLINE

e
.
.
.
.
.
.
‘e
.

DOLINE

From
Stock

DSPROD

The line has to be posted
to the Purchase Ledger

Each time the PTRAN table is updated then the Purchase Ledger Total Balance will update
SEQCO (Dependant on Update Company Balances option in System Preferences).

This is recalculated at each period end
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Joins Information

TABLE JOIN

dohead LEFT JOIN dohead ON doline.do_dcref=dohead.dc_ref

doline LEFT JOIN doline ON cmatch.cm_dcref=doline.do_dcref AND cmatch.cm_dcline=doline.do_dcline

doline LEFT JOIN doline ON pmatch.pm_dcref=doline.do_dcref AND pmatch.pm_dcline=doline.do_dcline

dsprod LEFT JOIN dsprod ON doline.do_cnref=dsprod.ds_cnref AND doline.do_account=dsprod.ds_account
AND doline.do_supref=dsprod.ds_supref

dsprod LEFT JOIN dsprod ON doline.do_cnref=dsprod.ds_cnref AND doline.do_account=dsprod.ds_account
AND doline.do_supref=dsprod.ds_supref

dsprod LEFT JOIN dsprod ON doline.do_cnref=dsprod.ds_cnref AND doline.do_account=dsprod.ds_account
AND doline.do_supref=dsprod.ds_supref

dsprod LEFT JOIN dsprod ON dmline.do_cnref=dsprod.ds_cnref AND dmline.do_account=dsprod.ds_account
AND dmline.do_supref=dsprod.ds_supref

phead LEFT JOIN phead ON pline.pl_account=phead.ph_account AND pline.pl_trref=phead.ph_trref

phead LEFT JOIN phead ON pmatch.pm_plref=phead.ph_trref

pline LEFT JOIN pline ON doline.do_account=pline.pl_account AND doline.do_dcref=pline.pl_dcref AND

doline.do_dcline=pline.pl_line

Codes of interest

~ BreakdownofCodes

Transaction Types

Type Description

N/A N/A
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Database Structures

Opera

Pegasus Opera 3 Enterprise VFP Database Structures — PIR / POP Tables

Table : DODOC Table Description : Uncommitted Document
Field Name Description Type Length DPs  Further information
DC_REF Document Reference C 10 0 Document Key
DC_ACCOUNT Supplier C 8 0  Supplier Account
DC_ODISC Overall Discount N 5 2 Overall Discount
DC_ONORDER On Order N 1 0 Indicates if Document or Parts of Document is
onOrder0 = NotonOrder2 = On Orderd
=  Part On Order
DC_PRINTED Printed L 1 0
DC_CWCODE Intended Warehouse C 4 0  Warehouse Code
DC_DELNAM Delivery Name C 40 0 Delivery Name
DC_DELAD1 Delivery Address 1 C 30 0 Delivery Address
DC_DELAD?2 Delivery Address 2 C 30 0
DC_DELAD3 Delivery Address 3 C 30 0
DC_DELAD4 Delivery Address 4 C 30 0
DC_DELADPC Delivery Post Code C 8 0 Delivery Post Code
DC_DELTELE Delivery Phone No. C 20 0  Delivery Telephone Number
DC_DELFAX Delivery Fax Number C 20 0 Delivery Fax Number
DC_CONTACT Contact C 20 0 Contact for Delivery
DC_NARR1 Narrative Line 1 C 75 0 Narrative Line 1
DC_NARR?2 Narrative Line 2 C 75 0 Narrative Line 2
DC_CURRCY Currency C 3 0  Currency for Document
DC_EXRATE Exchange Rate N 11 6 Exchange Rate used in Document
DC_EXMULT Muliply Indicator L 1 0 Exchange Rate Multiple Indicator
DC_DPLACE Decimal Places N 1 0 Foriegn Decimal Places
DC_TOTVAL Total Value N 12 0 Total Value for Order
SQ_CRDATE Date Created D 8 0
SQ_CRTIME Time Created C 8 0
SQ_CRUSER User Created C 8 0
SQ_AMDATE Date Last Amendment D 8 0
SQ_AMTIME Time Last Amended C 8 0
SQ_AMUSER User Last Amended C 8 0
SQ_MEMO Comments M 10 0
DC_REF2 Reference C 20 0
DC_PRNSTAT Print Status C 1 0 Hierarchical:
Reprinted
Printed
Emailed
sent to File

sent to Screen

Table : DOHEAD

Table Description : Purchase Orders

Field Name Description Type Length DPs  Further information
DC_REF P/Order Reference C 10 0 Order Key
DC_ACCOUNT Supplier C 8 0  Supplier Account
DC_ODISC Overall Discount N 5 2 Overall Discount
DC_CANCEL Cancelled Order L 1 0 Cancelled Indicator
DC_CWCODE Intended Warehouse C 4 0  Warehouse Code
DC_DELNAM Delivery Name C 40 0 Delivery Name
DC_DELAD1 Delivery Address 1 C 30 0 Delivery Address
DC_DELAD?2 Delivery Address 2 C 30 0
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DC_DELAD3 Delivery Address 3 C 30 0
DC_DELAD4 Delivery Address 4 C 30 0
DC_DELADPC Delivery Post Code C 8 0 Delivery Post Code
DC_DELTELE Delivery Phone No. C 20 0 Delivery Telephone Number
DC_DELFAX Delivery Fax Number C 20 0  Delivery Fax Number
DC_CONTACT Contact C 20 0 Delivery Contact
DC_NARR1 Narrative Line 1 C 75 0 Narrative Line 1
DC_NARR2 Narrative Line 2 C 75 0 Narrative Line 2
DC_PORDER Purchase Order Image M 10 0  Purchase Order Image
DC_CURRCY Currency C 3 0  Currency for Document
DC_EXRATE Exchange Rate N 11 6 Exchange Rate Used for Document
DC_EXMULT Multiply Indicator L 1 0 Exchange Multiple Indicator
DC_DPLACE Decimal Places N 1 0 Foriegn Decimal Places
DC_TOTVAL Total Value N 12 0  Total Value for Order
SQ _CRDATE Date Created D 8 0
SQ_CRTIME Time Created C 8 0
SQ_CRUSER User Created C 8 0
SQ_AMDATE Date Last Amendment D 8 0
SQ_AMTIME Time Last Amendment C 8 0
SQ_AMUSER User Last Amended C 8 0
SQ_MEMO Comments M 10 0
DC_TXTREP Text Image M 10 0
DC_BINREP Binary Image L 1 0
DC_REF2 Reference C 20 0
DC_PRINTED Printed flag L 1 0
DC_B2BORD Back to Back Order L 1 0
DC_PRNSTAT Print Status C 1 0 Hierarchical:

Reprinted

Printed

Emailed

sent to File

sent to Screen
Table : DOLINE Table Description : Order Lines
Field Name Description Type Length DPs  Further information
DO_DHREF Requisition Document C 10 0 Requistion Key
DO_DLLINE Requisition Line N 7 0  Requisition Line Number
DO_DUREF Uncommitted Document C 10 0 Document Key
DO_DULINE Document Line N 7 0 Document Line Number
DO_DCREF Committed P/Order C 10 0  Purchase Order Key
DO_DCLINE P/Order Line N 7 0  Purchase Order Line Number
DO_ACCOUNT Supplier Account C 8 0  Supplier Account
DO_LEDGER Ledger Account C 8 0 Ledger Account
DO_SUPREF Supplier's Stock Ref C 16 0  Supplier's Reference
DO_CNREF Stock Reference C 16 0  Stock Reference
DO_DESC Description C 40 0  Description
DO_EXTEND Extended Description M 10 0
DO_CWCODE Intended Warehouse C 4 0  Warehouse Code
DO_JCSTDOC Job C 10 0 Costing Job Number Key
DO_JPHASE Phase C 3 0 Costing Phase Key
DO_JCCODE Cost Code C 16 0 Costing Code Code Key
DO_JLINE Job Line C 10 0 Costing Job Line Number
DO_REQQTY Quantity Required N 9 0 Required Quantity
DO_RECQTY Quantity Received N 9 0 Received Quantity
DO_INVQTY Quantity Invoiced N 9 0 Invoiced Quantity
DO_REQQUA Quality Required C 8 0 Required Quality
DO_RECQUA Quality Received C 8 0 Received Quality
DO_REQDAT Date Required D 8 0 Required Date
DO_RECDAT Date Received D 8 0 Received Date
DO_QUOTED Quote Obtained L 1 0  Quoted Indicator
DO_QUODAT Date Quote Obtained D 8 0 Date Quoted
DO_PRICE Price N 12 0  Order Price
DO_VALUE Value N 12 0  Order Value

© Pegasus Training Services



Pegasus Opera 3 Enterprise VFP Database Structures

DO_DISCP Discount Percentage N 5 2  Discount Percent

DO_DiIscv Discounted Value N 12 0 Line Discounted Value

DO_COMMIT Committed L 1 0 Line has been Committed to P/Order

DO_ORDDSO Apply Overall Disc. L 1 0  Apply Overall Discount on Line

DO_CMPLTD Order Completed L 1 0  Order Completed Indicator

DO_CMPLTI Invoice Completed L 1 0 Invoice Completed Indicator

DO_CURRCY Currency C 3 0  Currency for Order

DO_DPLACE Decimal Places N 1 0 Foreign Decimal Places

DO_CMPREFD Delivery Ref. Set C 17 0 Completed Delivery Reference

DO_CMPREFI Invoice Ref. Set C 19 0 Completed Invoice Reference

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amended C 8 0

SQ_MEMO Comments M 10 0

DO_SUPPCDE Supply Code C 8 0

DO_DELREF Delivery Reference C 10 0 Delivery Reference

DO_COMMENT Comment for Receipt C 35 0 Receipt Comment

DO_SORDER Sales Order No. C 10 0

DO_SOCUST S.0. Customer C 8 0

DO_SODOC S.0. Document Ref. C 10 0

DO_SORECNO S.0. Record No. N 7 0

DO_FUNDEC Foreign Unit Decimal N 1 0  Foreign Unit Number of Decimals

DO_CNTR Cost Centre C 4 0

ID Unique ID N 10 0

Default Value : NEWID(ALIAS())

DO_JLINEID Job Line ID N 10 0

DO_PROJECT Nominal Project C 8 0

DO_JOB Nominal Department C 8 0

DO_ORIGDOC Original Document C 10 0 Original document Code

DO_ORIGSUP Original Supplier C 8 0  Original Document Supplier

DO_ORIGDTE Original Doc. Date D 8 0  Original Document Date

DO_ORIGLNE Original Doc. Line N 7 0  Original Document Line

Table : DPARM Table Description :

Field Name Description Type Length DPs  Further information

DP_DHREF Next Requisition C 10 0

DP_DUREF Next Uncommitted Ord C 10 0

DP_DCREF Next Purchase Order C 10 0

DP_CRSPROD Create Supp.Product L 1 0  Creation of Supplier Product in P.Orderprocessing.

DP_OVERRPO Allow PO Override L 1 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amended C 8 0

SQ_MEMO Comments M 10 0

DP_MREF Model Reference C 10 0

DP_NOIMAGE Do Not Hold PO Image L 1 0 Indicates whether an image of the Purchase
Ordershould not be recorded on the Purchase
OrderHeader

DP_PRNSEQ Print In Line Seq L 1 0 If this option is set true direct purchase ordersand
modelswill print in the order entered i.e. not sorted

DP_DELDEL Delete Invoiced P/Os L 1 0 Delete Undelivered Invoiced P/O's

DP_MONTHS Display Last No of Months Data N 3 0 Display Last No of Months Data

DP_DORSPR Allow Dormant for Sup Products L 1 0  Allow the dormant flag to be set when supplier
products are present

Table : DSPROD Table Description :  Supplier Products

Field Name Description Type Length DPs  Further information

DS_ACCOUNT Supplier Account C 8 0  Supplier Reference Key

DS _CNREF Stock Ref. C 16 0  Stock Reference
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DS_SUPREF Supplier Stock Ref. C 16 0  Supplier's Reference

DS_SUPDESC Description C 40 0  Description

DS_FCDEC Decimal Places N 1 0  Foreign Currency decimal places.

DS_CURR Currency Code C 3 0  Foreign Currency Code.

DS_COST Cost Price N 12 0 Cost Price.

DS_LINE Line Discount L 1 0 Line Discount flag.

DS_OVER Overall Discount L 1 0  Overall discount flag.

DS _DISC Discount Rate N 5 2  Discount Percentage.

DS LDQTY Last Quantity Del N 10 0 Last Delivery Quantity

DS _LDCOST Last Unit Cost N 12 0 Last Delivery Cost (Home)

DS_LDDATE Last Del Date D 8 0 Last Delivery Date

DS_LDQUAL Last Quality C 10 0 Last Delivery Quality

DS_LIQTY Last Quantity Inv. N 10 0 Last Invoiced Quantity

DS _LICOST L. Inv. Unit Cost N 12 0 Last Invoice Cost (Home)

DS _LIDATE L. Inv. Date D 8 0 Last Invoiced Date

DS_LIQUAL L. Inv. Quality C 10 0 Last Invoiced Quality

DS_ECQTY Economic Quantity N 10 0  Economic Order Quantity

DS_LEAD Lead Time Days 1 N 3 0 Lead Time in Days

DS_RATING Vendor Rating C 1 0 Vendor Rating.'A" = Prefferred Supplier

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Amended D 8 0

SQ_AMTIME Time Amended C 8 0

SQ_AMUSER User Amended C 8 0

SQ_MEMO Comments M 10 0

DS_FUNDEC Foreign Unit Decimal N 1 0  Foreign Unit Number of Decimals

DS _FACT Stock Profile C 4 0

Table : PHEAD Table Description : PIR Header

Field Name Description Type Length DPs  Further information

PH_ACCOUNT Supplier's Account C 8 0

PH_TRDATE Invoice Date D 8 0

PH_TRREF Our Reference C 20 0

PH_SUPREF Supp's Reference C 20 0

PH_TAXDATE Tax Point D 8 0  Transaction tax point

PH_SET1DAY S1 Discount Days N 2 0

PH_SET1 Sett.1 Disc. Percent N 10 2

PH_SET2DAY S2 Discount Days N 2 0

PH_SET2 Sett.2 Disc. Percent N 10 2

PH_DUEDAY Due Date D 8 0

PH_TRTYPE Transaction Type C 1 0

PH_FCURR Foreign Currency C 3 0

PH_FCRATE Curr. Exchange Rate N 11 6

PH_FCM F.Mult Ind L 1 0

PH_FCDEC Curr. Decimal Places N 1 0

PH_FCVAL Foreign Value N 11 0

PH_FCMVAL Foreign Balance N 11 0

PH_SUPANAL Supp.Analysis Code C 4 0

PH_SUPTYPE Type Supp. C 3 0

PH_REGCTRY VAT Reg Country Pref C 2 0 VAT Reg country prefix

PH_REGVAT Vat Reg C 15 0 VAT Reg of supplier

PH_INTERBR Inter Branch ? L 1 0 Inter Branch transaction .T. or .F.

PH_COUNTRY Ctry of Supply C 2 0  Supply country code

PH_NRTHIRE Northern Ireland Ind L 1 0 .T.=Supply country (GB) is actually
Northernlreland.F. = Supply country (GB) is NOT
Northern Ireland

PH_TRVALUE Value N 12 2

PH_MVAL Balance N 12 2

PH_VATVAL VAT Value N 12 2

PH_MVAT Matched VAT Value N 12 2

PH_POSTED Posted To PL L 1 0

PH_AUTHOR Authorised Invoice L 1 0

PH_AUDATE Date Authorised D 8 0
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PH_AUTIME Time Authorised C 8 0

PH_AUUSER User Authorised C 8 0

SQ _CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_MEMO Comments M 10 0

PH_SETMARK Mark Indicator L 1 0

PH_ASSTO Assigned To C 10 0

PH_ASSTIME Assigned Time C 8 0

PH_ASSDATE Assigned Date D 8 0

PH_PROJECT Nominal Project C 8 0

PH_JOB Nominal Department C 8 0

PH_REVCHRG Reverse Charge L 1 0 Reverse Charge

Table : PLINE Table Description : PIR Lines Detail

Field Name Description Type Length DPs  Further information

PL_ACCOUNT Supplier's Account C 8 0

PL_TRREF Our Reference C 20 0

PL_LINE Line No. of Invoice N 7 0

PL_SUPREF Supp’s Stock Ref. C 16 0

PL_CNREF Our Stock Reference C 16 0

PL_DESC Stock Description C 40 0

PL_INVQUA Quantity N 9 0

PL_INVPRI Price N 10 0

PL_DISC Discount N 5 2

PL_FCURR F.Currency C 3 0  Currency Code

PL_FCRATE Curr. Exchange Rate N 11 6

PL_FCM F.Mult Ind L 1 0

PL_FCDEC F.Decimals N 1 0  Foreign currency decimal places

PL_FCVAL Foreign Value N 11 0

PL_FCMVAL Foreign Balance N 11 0

PL_VATCTRY Ctry VAT Type C 1 0

PL_VATTYPE VAT Type Code C 1 0

PL_ANVAT VAT Code C 1 0

PL_VATRATE VAT Rate N 5 2

PL_BOX7 Purchases L 1 0 Include in box 7 VAT100 - all purchases

PL_BOX9 EC Acquisitions L 1 0 Include in box 9 VAT100 - EC acquisitions

PL_BOX2 Acquisition Tax L 1 0 Include in box 2 VAT100 - VAT due on acquisitions

PL_BOX4 Input Tax L 1 0 Include in box 4 VAT100 - input tax

PL_SSDPRE Pre Process SD L 1 0  Pre process item for SD

PL_SSDPOST Post Process SD L 1 0  Post process item for SD

PL_SSDSUPP SD Include L 1 0 Include in SD

PL_COMMOD Commaodity Code C 11 0 Commodity code (+spare 3 chars)

PL_NETMASS Net Mass in Kgs N 12 3 Netmass of line

PL_SUPPQTY Supp. Units N 12 3 Supplementary units (second qty)

PL_DELTERM Delivery Terms C 3 0 Delivery terms

PL_TRANSAC Nature of Transact. C 2 0  Nature of transaction

PL_TRANSPT Mode of Transport C 1 0  Mode of transport

PL_SSDVAL SD Value N 12 2 Value for the SD (with delivery chargesapportioned)

PL_SSDFVAL Foreign SD Value N 11 0 Foreign value for the SD (with delivery
chargesapportioned)

PL_CTRYORG Origin Country Code C 2 0  Country of origin country code

PL_AVALUE Total Analysed Val. N 12 2

PL_AVAT Total Analysed VAT N 12 2

PL MQTY Matched Quantity N 9 0

SQ _CRDATE Create Date D 8 0

SQ _CRTIME Create Time C 8 0

SQ_CRUSER Create User C 8 0

SQ_AMDATE Amended Date D 8 0

SQ_AMTIME Amended Time C 8 0

SQ_AMUSER Amended User C 8 0

SQ_MEMO Comments M 10 0

© Pegasus Training Services



Pegasus Opera 3 Enterprise VFP Database Structures

PL_TRVALUE Line Value N 10 2

PL_VATVAL VAT Value N 10 2

PL_POSTED Posted To Ledger L 1 0

PL_FCVAT Foreign VAT Value N 11 0

PL_ANCODE Analysis Code C 8 0

PL_ANDESC Analysis Description C 30 0

PL_NACNTR Cost Centre C 4 0

PL_JCSTDOC Costing Doc. C 10 0

PL_JCCODE Costing Code C 16 0

PL_JPHASE Costing Phase C 3 0

PL_JLINE Costing Line C 10 0

PL_GRNREF GRN Ref + Line No. C 17 0

PL_DCREF Purchase Order Ref C 10 0

PL_DCLINE Purchase Order Line N 7 0

PL_MULTNM Multiply Mass by Qty L 1 0  Multiply Net Mass by Quantity for EC VAT

PL_JLINEID Costing Budget Line ID N 10 0

PL_PROJECT Nominal Project C 8 0

PL_JOB Nominal Department C 8 0

PL_MULTSU Multiply Supp. Units by Qty. L 1 0

Default Value: F.

PL_BOX1 Reverse Charge L 1 0 Reverse Charge

PL_FASSET Fixed Asset Code C 8 0  Fixed Asset Code

PL_FASUB Fixed Asset Sub Code C 4 0  Fixed Asset Sub Code

PL_FADESC Fixed Asset Description C 40 0  Fixed Asset Description

PL_FACATG Fixed Asset Category C 4 0  Fixed Asset Category

PL_BOX6 Update box 6 on VAT Return L 1 0 Update box 6 on VAT Return

Table : PPARM Table Description : Options

Field Name Description Type Length DPs  Further information

PP_DISCNOM Discount Nomianl A/C C 13 0 Discount Taken Nominal Code.

PP_BANKNOM Bank Nominal A/C C 13 0 Default bank account Nominal Code.

PP_PERIOD Period C 7 0  Accounting Period. May be Calendar Monthly
or7,14,28 or 30 days.

PP_ADVANCE Advanced o 1 0  Allow advanced postings ?, Y or N. Reset at
periodend.

PP_RETAIN Retain N 2 0  The number of periods for which a transaction willbe
retained, regardless of whether it is paid orallocated.

PP_APPROVE Approval C 1 0  Allow the invoice approval function to operate, Yor
N.

PP_ZERO Zero Balance C 1 0  Zero balance accounts to be removed at period end?,
Y or N.

PP_SUGDAYS Suggested Days N 2 0  The number of days ahead for which the
suggestedpayments facility will operate.

PP_CHEQNO Cheque Number N 6 0  Next cheque number. Zero indicates cheques
notused.

PP_ADJO1 Adjust. Desc. 1 C 10 0  Adjustment name 1.

PP_ADJ02 Adjust. Desc. 2 C 10 0  Adjustment name 2.

PP_ADJO3 Adjust. Desc. 3 C 10 0  Adjustment name 3.

PP_ADJO4 Adjust. Desc. 4 C 10 0  Adjustment name 4.

PP_ADJO05 Adjust. Desc. 5 C 10 0  Adjustment name 5.

PP_ADJO6 Adjust. Desc. 6 C 10 0  Adjustment name 6.

PP_ADJO7 Adjust. Desc. 7 C 10 0  Adjustment name 7.

PP_ADJO8 Adjust. Desc. 8 C 10 0 Adjustment name 8.

PP_ADJ09 Adjust. Desc. 9 C 10 0  Adjustment name 9.

PP_ADJ10 Adjust. Desc. 10 C 10 0  Adjustment name 10.

PP_ADJ11 Adjust. Desc. 11 C 10 0  Adjustment name 11.

PP_ADJ12 Adjust. Desc. 12 C 10 0  Adjustment name 12.

PP_ADJOINM Adjust Nom. A/C 1 C 13 0  Adjustment 1 nominal code.

PP_ADJO2NM Adjust Nom. A/C 2 C 13 0 Adjustment 2 nominal code.

PP_ADJO3NM Adjust Nom. A/C 3 C 13 0  Adjustment 3 nominal code.

PP_ADJ04ANM Adjust Nom. A/C 4 C 13 0  Adjustment 4 nominal code.

PP_ADJO5NM Adjust Nom. A/C 5 C 13 0  Adjustment 5 nominal code.

PP_ADJO6NM Adjust Nom. A/C 6 C 13 0  Adjustment 6 nominal code.
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PP_ADJO7NM
PP_ADJOSNM
PP_ADJOINM
PP_ADJ10NM
PP_ADJ11NM
PP_ADJ12NM
PP_PAY01
PP_PAY02
PP_PAY03
PP_PAY04
PP_PAYO05
PP_PAY06
PP_PAY07
PP_PAY08
PP_PAY09
PP_PAY10
PP_PAY11
PP_PAY12
PP_ANITITL
PP_AN2TITL
PP_ANSTITL
PP_ANATITL
PP_ANISEQ
PP_AN2SEQ
PP_AN3SEQ
PP_ANA4SEQ
PP_XCHANGE

PP_XCHGNOM

PP_RETZOOM

PP_BACS
PP_SETTOVR

PP_ANSTITL
PP_ANGTITL
PP_AN5SEQ
PP_ANBSEQ
PP_OVRBANK
PP_PIREF
PP_PICRD
PP_PIRAUT
PP_SPECRTN
PP_SPECPIR
PP_PCBTY01
PP_PCBTY02
PP_PCBTY03
PP_PCBTY04
PP_PCBTYO05
PP_PCBTYO06
PP_PCBTY07
PP_PCBTY08
PP_PCBTY09
PP_PCBTY10
PP_PCBTY11
PP_PCBTY12
PP_PCASHO01
PP_PCASH02
PP_PCASH03
PP_PCASHO04
PP_PCASH05

Adjust Nom. A/C 7

Adjust Nom. A/C 8

Adjust Nom. A/C 9

Adjust Nom. A/C 10
Adjust Nom. A/C 11
Adjust Nom. A/C 12
Paymt. Desc.
Paymt. Desc.
Paymt. Desc.
Paymt. Desc.
Paymt. Desc.
Paymt. Desc.
Paymt. Desc.
Paymt. Desc.
Paymt. Desc.
Paymt. Desc. 10
Paymt. Desc. 11
Paymt. Desc. 12
Analysis Title 1
Analysis Title 2
Analysis Title 3
Analysis Title 4
Analysis Seq. 1

Analysis Seq. 2

Analysis Seq. 3
Analysis Seq. 4
Exch.P/L Name

O ~NO O WN P

[{e)

Exch.P/L Nominal Cde

Retain for Zoom

BACS Software
Sett. Disc. Override

Analysis Title 5
Analysis Title 6
Analysis Seq. 5
Analysis Seq. 6
Override Bank A/C
PIR Invoice No.

PIR Credit No.

PIR Authorisation
Special Process

PIR Special Process
Payment CB Type 1
Payment CB Type 2
Payment CB Type 3
Payment CB Type 4
Payment CB Type 5
Payment CB Type 6
Payment CB Type 7
Payment CB Type 8
Payment CB Type 9
Payment CB Type 10
Payment CB Type 11
Payment CB Type 12
Cash Payment 1
Cash Payment 2
Cash Payment 3
Cash Payment 4
Cash Payment 5
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Adjustment 7 nominal code.

Adjustment 8 nominal code.

Adjustment 9 nominal code.

Adjustment 10 nominal code.

Adjustment 11 nominal code.

Adjustment 12 nominal code.

Payment name 1.

Payment name 2.

Payment name 3.

Payment name 4.

Payment name 5.

Payment name 6.

Payment name 7.

Payment name 8.

Payment name 9.

Payment name 10.

Payment name 11.

Payment name 12.

Analysis report 1 title.

Analysis report 2 title.

Analysis report 3 title.

Analysis report 4 title.

Analysis report 1 sequence.

Analysis report 2 sequence.

Analysis report 3 sequence.

Analysis report 4 sequence.

Name for foreign exchange realised gains &
lossesadjustment.

Default Nominal code for exchange
gains/losses.Also the nominal code for gains/losses
made withthe home currency.

The number of periods for which an invoiceanalysis
image will be retained, regardless ofwhether it is
paid. This number can't be greaterthan the general
retain figure.

BACS processing software name.

Allow settlement discount % override on
posting.True or False.

Cash Book Type for Receipt Name 1
Cash Book Type for Receipt Name 2
Cash Book Type for Receipt Name 3
Cash Book Type for Receipt Name 4
Cash Book Type for Receipt Name 5
Cash Book Type for Receipt Name 6
Cash Book Type for Receipt Name 7
Cash Book Type for Receipt Name 8
Cash Book Type for Receipt Name 9
Cash Book Type for Receipt Name 10
Cash Book Type for Receipt Name 11
Cash Book Type for Receipt Name 12
Cash Indicator for Receipt Name 1
Cash Indicator for Receipt Name 2
Cash Indicator for Receipt Name 3
Cash Indicator for Receipt Name 4
Cash Indicator for Receipt Name 5
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PP_PCASHO06
PP_PCASHO07
PP_PCASH08
PP_PCASH09
PP_PCASH10
PP_PCASH11
PP_PCASH12
PP_RFDO1
PP_RFD02
PP_RFDO3
PP_RFD04
PP_RFDO5
PP_RFDO06
PP_RFDO7
PP_RFDO08
PP_RFD09
PP_RFD10
PP_RFD11
PP_RFD12
PP_FCBTY01
PP_FCBTY02
PP_FCBTY03
PP_FCBTY04
PP_FCBTYO05
PP_FCBTYO06
PP_FCBTY07
PP_FCBTY08
PP_FCBTY09
PP_FCBTY10
PP_FCBTY11
PP_FCBTY12
PP_FCASHO1
PP_FCASHO02
PP_FCASHO03
PP_FCASH04
PP_FCASHO5
PP_FCASHO6
PP_FCASHO07
PP_FCASHOS
PP_FCASHO09
PP_FCASH10
PP_FCASH11
PP_FCASH12
PP_NLCOID
PP_BKSORT
PP_BKACNO
PP_BKNAME
PP_BCVOLID

PP_BCAUTID
PP_USESUGG
PP_CHIST
PP_PERCDAY
PP_MRC

PP_LCHQREM

PP_INCDORMANT

PP_PALLOC
PP_OPAWARN
PP_BACSREF
PP_FRNSUGG

Cash Payment 6
Cash Payment 7
Cash Payment 8
Cash Payment 9
Cash Payment 10
Cash Payment 11
Cash Payment 12
Refund Name 1
Refund Name 2
Refund Name 3
Refund Name 4
Refund Name 5
Refund Name 6
Refund Name 7
Refund Name 8
Refund Name 9
Refund Name 10
Refund Name 11
Refund Name 12
Refund CB Type 1
Refund CB Type 2
Refund CB Type 3
Refund CB Type 4
Refund CB Type 5
Refund CB Type 6
Refund CB Type 7
Refund CB Type 8
Refund CB Type 9
Refund CB Type 10
Refund CB Type 11
Refund CB Type 12
Cash Refund 1

Cash Refund 2

Cash Refund 3

Cash Refund 4

Cash Refund 5

Cash Refund 6

Cash Refund 7

Cash Refund 8

Cash Refund 9

Cash Refund 10
Cash Refund 11
Cash Refund 12
Purch - Nominal Link
Company-Bank Sort Cd
Company-Bank A/c Cd
Company-Bank Name
BACS Vol. ID (Irish)

BACS Auth.ID (Irish)

Use suggested Payday
Keep Creditors History
Periods for Creditors Days
Mandatory Reason Code

Lines on Cheques / Remittances

Include Dormant

Check Palloc

Warn if Posting Non Current
BACS Payment Reference
Foreign banks on Sugg. Paym.
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Default Value :

1
1
1
18
1
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Cash Indicator for Receipt Name 6
Cash Indicator for Receipt Name 7
Cash Indicator for Receipt Name 8
Cash Indicator for Receipt Name 9
Cash Indicator for Receipt Name 10
Cash Indicator for Receipt Name 11
Cash Indicator for Receipt Name 12
Refund Name 1.

Refund Name 2.

Refund Name 3.

Refund Name 4.

Refund Name 5.

Refund Name 6.

Refund Name 7.

Refund Name 8.

Refund Name 9.

Refund Name 10.

Refund Name 11.

Refund Name 12.

Cash Book Type for Refund Name 1
Cash Book Type for Refund Name 2
Cash Book Type for Refund Name 3
Cash Book Type for Refund Name 4
Cash Book Type for Refund Name 5
Cash Book Type for Refund Name 6
Cash Book Type for Refund Name 7
Cash Book Type for Refund Name 8
Cash Book Type for Refund Name 9
Cash Book Type for Refund Name 10
Cash Book Type for Refund Name 11
Cash Book Type for Refund Name 12
Cash Indicator for Refund Name 1
Cash Indicator for Refund Name 2
Cash Indicator for Refund Name 3
Cash Indicator for Refund Name 4
Cash Indicator for Refund Name 5
Cash Indicator for Refund Name 6
Cash Indicator for Refund Name 7
Cash Indicator for Refund Name 8
Cash Indicator for Refund Name 9
Cash Indicator for Refund Name 10
Cash Indicator for Refund Name 11
Cash Indicator for Refund Name 12
Nominal Analysis Company Identifier

Default BACS Volume ID for Volume Header
Label(AIB and Bank of Ireland)

Default BACS Authorisation ID for Volume
HeaderLabel (AIB and Bank of Ireland)

true if using suggested pay days

If set, a reason for holding an invoice must be
entered.

The number of lines to be printed on
Cheques/Remittances

21

Include Dormant ? .T. Or .F.

Checks palloc in uds

Warn if not posting to the current NL period
For use with Bankline Ad Hoc Bulk payments
Allow foreign non_Sterling/non-Euro bank accounts
in PL Suggested Payments
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PP_OPAUPDT Use PIR Tran. Date for NL L 1 0 Use PIR transaction date as the OPA NL posting
date
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Accreditation Training Courseware
Other Guides and Help

The following user documents are also provided with the respective software. Guides are available from
various sources including Answerlink, the Opera 3 CD and from the Opera 3 Client installation’s main
folder, normally C:\Program Files\Pegasus\Client XXX\User documents (where XXX is either VFP or SQL).
Some guides are also available from the Opera 3 Help menu or respective software Help menu.

Readme File

The Readme file is an HTML document. It contains late breaking news and any other release specific
important information.

Note: This file can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Release Guide

When new versions are released such as Opera 3, they are normally accompanied by a Release Guide
that contains information such as What's New in this Release, Release History, and Functional Differences
between versions.

Note: This guide can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Installation Guide

The Installation Guide is provided to help you install the application in your chosen Windows environment.
It contains technical information and advice to ensure the installation process is successful.

Demonstration Data Guide

This guide is provided to assist the use of the demonstration data and contains pertinent information that is
not contained elsewhere in the product documentation. It is recommended that the Help be used at the
same time.

Implementation Guide

The Implementation Guide provides a high-level view of an application such as Opera 3 and how to
approach an implementation. It details how the modules are integrated, and recommends the order in
which elements should be set up.

System Requirements Guide

The System Requirements Guide details the minimum and recommended computer hardware and
software requirements that are required to install and use software such as Opera 3 Enterprise and Opera
3 Enterprise SQL.

It also includes guidance on using Opera 3 Enterprise and Opera 3 Enterprise SQL in a Terminal Services
environment run in Windows Server 2003 and Windows Server 2008 (32-bit & 64-bit).

Help

F1 Help provides details of all the functions available in the application.

Document Management & Executive Dashboards Guides

Installation Guides are available for both Document Management and Executive Dashboards. A user guide
is also available for Executive Dashboards. Help for Document Management is in the Opera 3 Help.

Note: The guides are in the respective folders on the Opera 3 CD and can be accessed from the Opera 3
CD Installation Menu.
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