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Introduction 

 

Allow us to introduce BizMan, the best solution for your simple business, GUARENTEED.  

Yes, this is a bold statement, but the proof is in the experience.  There are many databases 

available on the market today; the difference between them and us is enormous.  We 

designed BizMan to be easy to use.  As we all know trying to correlate information can 

sometimes involve many screens and operations to perform tasks.  What we have done is 

make is easy to get to other areas of the program without loosing your original starting point. 

Who should use it?   

All businesses that have complicated seasonal styling issues and inventory structures that are 

difficult to manage. Although developed in a footwear importing business, the structure can 

apply to any company that requires multiple color and size pre-packs. 

What are the advantages? 

An enormous saving of the time you currently require to manage your business.  As all 

departments are connected, errors are eliminated and issues are immediately brought to your 

attention.  By reducing errors your profit line is increased, your staff work harmoniously and 

you enjoy working your business. 

Where is the data stored? 

All information is stored on your company servers.   

When do you implement?   

The best time would be as soon as possible.   

Why is it the best solution?   

Simple, it makes running your business easy.  No other software is necessary.  From styling 

to financial statements, BizMan handles it all. 

 

How does it do this?  

The program has dissected every process involved with your business.  There are access 

points in every screen that allows for quick verification of information.  All departments 

communicate.  As an example, when shipping dates on special customer orders are modified, 

those changes are translated to outstanding purchase orders and shipment tracking.  This 

information allows the company to see when inbound shipping problems will potentially 

cause issues with customer cancellation dates.  Problems are handled immediately, stress is 

reduced and financial penalties are averted due to the ease of using the program. 
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Features 

Accounting 

 Bank Reconciliations 

 Landed Cost 

 Financial Statements 

 Easy access to Customer payment information 

 

Customers 

 Live financial figures 

 Immediate access to open orders 

 Easy printing of statements, aged reports, invoices, credit notes. 

 Duo Account Managers 

 

Styling 

 Multiple color and assorted stock 

 Unlimited size pre-packs and open stock 

 Costing calculator 

 Independent Customer pricing 

 Complete print dashboard allowing for multiple types of reports, labels 

 

Order Processing 

 Distribution orders 

 Easy access to Customer ordering information  

 Shipping dates linked to purchase orders 

 Line sheets 

 

Delivery Slips 

 Bills of Lading 

 Shipping Manifest 

 

Invoicing 

 Simply input the order to invoice  

 Short stock warning will alert you if there is a problem with inventory. 

 

Purchase Orders 

 Multiple graphics can be added to each purchase order 

 Special carton breakdowns can be created for each style 

 Deposits/Payments module to keep track of finances 

 PO Tracking allowing for split shipments when necessary 

 Easy receiving procedure that allows for posting of AP invoice and AP 0 balances. 

 Simple procedure for landing goods. 
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Things you should know  

Mouse conventions 

Right mouse button: When you point you mouse at different sections of the screen a pop 

menu will appear offering choices of things you can do. 

 
Filter by Selection Used to show only the items that match what your mouse is 

pointing at.  For example, in the Style’s screen, if you point 

to the Season field, right mouse button and choose Filter by 

Selection, only the styles that were marked as that season 

will be available to review. 

 

When you are finished with your review you should use the 

Remove Filter/Sort option to retrieve all the records. 

Filter Excluding 

Selection 

This option will do the reverse of the selection filter.  So using the same example, if 

you chose the exclude option, all the styles listed in that season will be excluded 

from the available styles to review. 

 

Again, when you are finished with your review you should use the Remove 

Filter/Sort option to retrieve all the records. 

Filter for This is a more robust option as you can incorporate other characters to help in your searches. 

< Less than.   

Usage <0 will give you anything less 

than 0.  

<= Less than or equal to 

> Greater than.   

Usage >3 will give you everything 

greater than 3. 

 

If the field is a number field set as a 

long integer you would end up with 

everything 4 and up.  

  

If it were a number field set to double 

you would end up with everything 3.0? 

up. 

>= Greater than or equal to 

<> Not like.   

Usage: <>NY In this example we want 

to show all customers who’s state are 

not located in NY. 

 

<>N* would give us all customers who 

are not located in any state or province 

that started with N, as in Nova Scotia, 

Nevada, Nebraska, etc. 

* Like.   

Usage you can use the star character 

anywhere within your criteria.  For 

example, let’s say we want all customer in 

the P postal code region, we would do the 

following: 

 

Point to the Postal code area of the 

working screen,  

Right mouse button click, 

Click in the Filter For box,  

Type P* then tap the Enter key.   

 

All Customer with postal codes that begin 

with P will be filtered  
Cut If you would need to move information, select it then choose Cut.  The data will be removed from 

the field and place in memory.  Click on the field you want the data in, right mouse button click then 

chose Paste. 

Copy Similar to Cut, but leaves the information where it was.   
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Paste Inserts any data that is in memory. 

Sort Ascending Sorts the list A-Z 

Sort Descending Sorts the list Z-A 

Properties Allows you to change aspects of the field you are pointing to. 

Keyboard conventions 

ALT key used together with any underline letter in the menu bar or screen will take you to 

the field or menu choice.  For example if you are in the style’s screen 

holding the ALT key and tapping the ‘s’ key will take you to the Season 

field.  

Keyboard Shortcut Keys 

  

CTRL A SELECT ALL CTRL N  

CTRL B BOLD CTRL O ORDERS 

CTRL C COPY CTRL P PRINT 

CTRL D DATASHEET VIEW CTRL Q  

CTRL E  CTRL R REFRESH  

CTRL F FIND CTRL S SAVE RECORD 

CTRL G  CTRL T  

CTRL H REPLACE CTRL U UNDERLINE 

CTRL I INVOICES CTRL V PASTE 

CTRL J DELETE CONTENTS CTRL W CLOSE WINDOW 

CTRL K  CTRL X CUT 

CTRL L LOGIN SCREEN CTRL Y REDO 

CTRL M MAIN MENU CTRL Z UNDO 

  

Deleting Records 

If you accidently created a record and you want to delete it, you must first make sure you 

delete the line items within the record first if it has any.  You know there can be sub items 

within a record by the + beside a record 

 

Point to the small box to the left of first item in the record, 

hold down your Left mouse button and drag down until you 

have selected all the items.   

 

Hit the Delete key on your keyboard. 

 

Close the list by clicking on the  now choose the upper 

portion (header) of the record, hit Delete again, or choose 

“Delete Record” from the Edit menu. 
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Opening Screen 

Once you login the program opens with a Master toolbar and Main Switchboard.  The 

current working season is set along with a system date that is used when you need 

documents to be dated differently than the actual date.  It is primarily used for month end 

accounting functions, but it can be used for other situations. For example, if your order entry 

clerk has a large amount of order for shipping dates 2 weeks from the current date, they 

could set the system date to that date and save the operator the tedious task of changing each 

order.  

 

Type a date by typing the mm/dd or click on the calendar button  to choose one. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When a new season is required, simply click on the Add New Season to create it.  

 

Fill in the date information and close the window. 

To create the folder structure for your images, click 

on the Create Supplier Folder List.   

 

BizMan will compile a list of all the active 

suppliers you set to Manufacturer then create the 

folder structure in the images library on your 
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network for both the Original and compressed versions of the pictures.  If you make a 

mistake and only realize after you have closed the window, reopen the window, right mouse 

button click and choose the Remove Filter Sort option. 

 

The library locations are set in the Company Information module. 

 

Should you want to set yourself a reminder, click on the Create Reminder button.   It will 

allow you to jot down notes for yourself that will open every time you log into the program 

until you tell it to stop. 

 

There are fields that have been Color coded as follows: 

   
Your current location  

on a form 

Mandatory 

Field must have data 

Double click opens 

associated data forms 

                  

Styles 

Let start with the Styles area of the program as this is the first stage of your business.  When 

you click on the  button a window opens asking whether you want the inventory 

details updated.   

If you choose Yes, BizMan will search 

through the most recent entries and identify 

any anomalous styles that have not been 

registered in as inventory items.  Should such 

styles exist, a window will open showing you 

the problems.  Once you have decided 

whether the styles should be added, modified 

or removed, choose the Add missing styles 

button then click on the Yes button again.  It will take a few seconds for the program to 

complete the update and open the Styles screen. 

 

No will simply open the Styles screen with the current season’s styles filtered from the entire 

library.  This option is convenient when creating your new line and is quicker to open. 

 

Cancel will close the window and return you to your original starting point. 
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The styles form opens using the default Season as shown on the Main Menu.  It is sorted by 

Style Number, then by Style Master Number.  This sort order causes the following result.  If 

you have started to create the season, the next style that you have not worked on will be on 

screen showing a Style Master with a matching initial Style number.  The Style Number will 

change once you set the Gender.   

 

The protocol for style numbering is as follows:  

Item type Gender Style Master 

1 to 9 0 to 9 Autonumber 

1 

+ 

0 

+ 

1234 

 

The style number for the example above would be 101234. 

 

You know an item hasn’t been worked on when the Type field’s background is  RED  . 

 

The actual style number and descriptions (English-French) will change and be added once 

you set the Gender.   
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If you want the style name to differ from the standard protocol, change it immediately before 

adding Colors and Sizes.  It should also be noted that if you change the style naming 

structure, you will not be able to automatically create styles in other genders using the 

Create Other Styles button. 

  

Although style descriptions pop in automatically, they can be changed if not complete 

enough. 

Styles are created showing a Development status. 

Discontinued styles will be removed from the print screen. 

Relist will allow you to know how long the style has been active. 

  

Establishing Costs and Selling Prices 

The program holds factoring 

information that will be used when 

estimating landed costs and suggested 

selling prices with discounted / 

regular price amounts.  You would enter the actual selling price. 

 

 

To view or change factors click on the Change Pricing 

Factors button.   

 

If you change any of the factors, once you close the 

window, click on the Refresh button to adjust the 

previously established prices. 

 

 

 

 

 

 

 

 

Customer Pricing 

Customer pricing can be established over a 

group or individual customers.  Prices set 

here will override style pricing. 
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Detailing  

 
 

Once you have completed all the style creation, the item with the lowest style number will 

be visible. 

 

If you have a situation where the picture for group shots is different between genders, create 

the new image then change the Group 1 photo name. 

 

If you have many styles that use repetitive information, you can use the copy details feature 

by double clicking on either of the repeat buttons. 

 

Inventory details are shown in the lower right side of the screen. 

 

You can filter your styles by using the built in choices at the top of the screen, or you can 

point to just about any field, right mouse button click and use the options available from 

your right mouse button. 
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Colors / Sizes 

 
 

This is where we enter colors and sizes.  If you have not identified the style with a type and 

gender, you will get a warning disallowing you form entering information. 

 

Choose the color from the drop down list.  You can add new colors by double clicking 

in the color field.  The Color Photo locations will automatically be added. If one should 

be missing double clicking on the Color Photo field will also insert the data.. 

 

It should be noted that the photos must exist in the library, otherwise, reports requiring 

those images will use the default group shot. 

 

When you use Assorted, check the SubColor field for each color in the assortment, or 

open the list and add from the list.  

 

Also double clicking on the following fields will open the corresponding table allowing you 

to add, remove or modify the following items: 

Type – Gender – Supplier – Brand – Color – Size Run 

 

1 

1 

2 

2 

3 

2 

3 



 11 

The default image protocol is comprised of the company’s photo folder (set in the Company 

information screen) followed by the season, supplier and original photo name.  You can 

rename photos should styles fall out of the normal standards 

 

Double clicking on the style within the Bought vs Sold area of the screen will open the 

order details corresponding to that style. 

Color Detail 

When you are ready to set individual style details click on the Add Color Info button. 

 

What ever detail you entered in the master will be transferred to the individual colors.  Make 

your changes then close the window.   

 

When you purchase styles, whether assorted or by color, the detail from this area of the 

program is used. 
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Pre-Pack Sizes 

 

When you open the drop down list in the sizing area of the screen you are offer your 

companies pre-pack list.  

 

The list is sorted by carton size, then by unit/size 

 

If you need a new pre-pack, double click in the Size Run field to open the pre-pack creation 

screen. 
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Size Runs 

The program has an unlimited number of pre-packs assortments you can create. 

 
 

To create a pre-pack choose the new record icon at the bottom of the screen. 

 

Choose the size grid you want to use.  When you do, the program will refresh itself and filter 

the pre-packs by the grid you chose, having the new one at the top of the list.  Enter the 

breakdown then name the pack.  Determine the sample size and enter the descriptive 

breakdown. 

 

If you need to create a new one, double click on the Size Grid field. BizMan has the 

capability of utilizing up to 20 sizes per run. 
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Adding Pictures 

Step 1 

To begin a season, store the original jpeg photos in company’s photo library by coping them 

to the Y:\_Originals folder, convert them to bmps and send them to the Y:\bmps folder.  That 

process involves 2 additional programs and is completed as follows.   

 

In the Styles’ Screen click on the  button.  It will open the Total Image Converter. 

 

Navigate to the 

supplier under the 

Y:\_Originals folder.  

When you select the 

supplier you want to 

work with, the photos 

in their folder will 

appear. 

 

If you want the entire 

folder done, click on 

 at the bottom 

of the screen or use 

CTRL A to select all 

the photos.  

Otherwise, put a 

checkmark under each 

photo you want to 

convert. 

 

Now that all the 

photos are ready,  

click on BMP 

 at the upper left.  It will open the conversion window.   
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Navigate to the folder that the photos will be stored on.  Y:\bmps\SYYYY\Supplier\  

 

   
 

Make sure you go to Transform then Resize and set your dimensions.  The ideal photo size 

is 350 pixels wide, with a constrained height. Set the width and ignore the height, but ensure 

that the Constrain proportions are checked.   

 

Click on the start button and wait until the process is complete.  It may take a few seconds, 

depending on how may photos you are dealing with. 

 

Step 2 

When you are done, close both programs and you will be back in the Footwear 2001 

program ready to advance to step 2, which would be to create the list of styles that will be 

imported into our program.   

 

You accomplish this by clicking on .  This action will open Karen’s Directory 

Printer.   

 

Navigate to the folder that you just 

saved all the photos in then click 

on the Save to Disk button. 
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When the Print Directory to file window 

opens, do not rename the file, just click on 

the Save button to complete the procedure. 

 

 

 

 

 

 

 

 

 

 

Close Karen’s Directory Printer and you will be back in the Footwear program.  

 

 

Step 3 

Now click on the  button and all the styles will be created and you will be on the 

first of the series. 
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Changing Pictures 

 

Save the pictures to the C:\FWTemp folder.  When you take new photos as the camera gives 

them arbitrary name, they must be renamed using the Style ID for the group shot and the 

Style’s Color Code for the individual color shots.   

 

To get a list of the color codes, find a style for the supplier by clicking on the Show Season 

Color button, or filter the styles using the Show Styles by Sup field. 

 

If you want a complete list for the supplier, just click on the Show List 

button, otherwise type in the Master style number. 

 

 

 

Open the FWTemp folder. You should see the files you just transferred from your camera. 

Rename group picture to the Style’s ID,      3023.jpg 

Rename the individual color shots to the StyleID + Color Code  = 3023BLK.jpg 

         3023NVY.jpg 

 

When done, leave the Windows Explorer window open just in case you have to rename any 

of the color shots, and return to your style’s screen. 
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In the Styles window, filter using the Season/Year field and then by what supplier the 

pictures are for. 

 

Click on the  button in the styles window.  This will rename all the picture files 

to the original file names we began the season with.  You may notice a small window that 

opens while the rename process is being complete. 

 

Next, choose the  button to open Total Image Converter.   

 

Navigate to you C:\FWTemp folder. 

 

Repeat ONLY Step 1 of the conversion process discussed on the previous page, nothing else 

is required; the image names have been changed.   

 

Finally, navigate back to the C:\FWTemp folder and delete the pictures. 
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Creating other styles 

 

Once you have created your initial styles, it is easy to create additional styles in other 

genders, just click on the Create Other Styles button. 

 

The window will appear on top of where you just clicked.   

 

Put a check mark beside every available category you want to create.  Notice that the color 

and pre-pack screen refresh as you choose categories. 

 

If you want different colors for the other genders, choose them from the list and put a check 

mark under the category.(1) 

 

If there are colors that are not desired, remove the check mark under the appropriate 

category. (2) 

 

The last pre-pack you used for each category will be listed in the sizing area of the screen.  If 

the breakdown is incorrect, simply choose the one you want from the drop down list. (3) 

 

Once done, click on the Create Styles button to complete the procedure. 

1 2 

3 
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You will notice that the styles screen will show that you have only the original and newly 

created styles on screen. 

 

When you are ready to continue with the next style, simply re-choose the Supplier from the 

Show Styles for Sup drop down list. 

 

Styles Print List 

The form opens showing all the styles in the system, but ready to print a full Available to 

Sell (ATS) report.  The program is also set to include styles that have a minimum of 10 units 

on hand and a maximum of 5,000. 

 

 

ATS (Available To Sell) 

ATS is determined as follows:  

Goods On Hand  -  Outstanding Orders + Outstanding Purchases 

 

In ATS mode, when you click on the View Report button a secondary window will open 

offering you a variety of alternate print options. 

 

Before you choose the View Report button,  
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If you want to see Costs on the report, click on the Show Cost check box. 

If you want just a category, choose it from the list and only those styles will print. 

 

There are a variety of cover pages available, just set the one you want from the Cover pages 

field.  

 

If you only want what is actually On Hand, put a checkmark in the Inv field. 

When you set the Season Year field, the form will re-organize itself and show you only the 

styles in your choice. 

 

Update Inventory  

This window 

allows you to 

refine your report.  

 

Simply turn off the 

categories and 

genders you do not 

want to print. 

 

If this is the first 

time you run this 

report decide whether it requires an inventory update.  If so, click on the Yes button, if not, 

choose No.  Click on cancel if you want to return to the Styles’ Print list. 

 

Print Product Labels 

The left side of the Styles Print module is devoted to printing 

labels. 

 

Begin your selection by clicking on the Reset button on the 

form. This will remove the Print request on each style. 

 

There are several ways of producing your label requirements.  

 

If you have created a specific selection, choosing it from the list will cause the program to 

reset the form and select the styles in the list.  If the selection is to show customer pricing, 

choose the client group. 

 

If you require labeling for styles that are specific to a supplier, choose them from the list and 

the program will reset itself to that selection. 
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Should you need the same number of labels for all the styles, 

enter that number into the # Labels field.  

 

Once you hit the Enter Key you will notice the number of 

labels beside each style will change to your entry.  You can 

change any to whatever number you need. 

 

You can also enter selections by simply typing the style’s name in the Find Style field.  

When you hit enter, the program will find the style and put a checkmark in the Print field. 

 

The labels will print using the companies’ regular sales prices.  If you do not want to show 

selling costs, put a check mark in the No $ field.  Should the Labels require Customer prices, 

choose the Customer Code before you click on the Pint Labels button. 

 

It should be noted that the program is automatically set to print the prices using the 

Catalogue selection of colors.  However, as the season progresses, some of the initial colors 

may no longer be available.  If that is the case and you need labels based on the available to 

sell color selection, put a check mark in the ATS field. 

 

Printing Catalogs 

Printing catalogs is 

similar to the ATS 

except for using a 

different layout. 

 

If you only want 

certain styles, 

choose them from 

the Find Style 

drop down list or 

put a check mark 

beside the style 

you are look for. 
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Style Activity 

The Style Activity screen offers you a look at your styles from a line item perspective. 

Once you select a style from the drop down list, that style’s information will appear.  Should 

you need to take a look at the active style, double click on the style number to open the 

Styles’ screen.   

 

 If you only want a specific product code, choose it from the prod code list. 

 
 

When you need a UPC code, just double click on the style you need it for.  The next 

available number will be inserted. 
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Suppliers 

 

To create a new supplier, type the first 3 letters of their name in the Supplier ID field.  When 

you hit enter, the program will assign it the next available number. 

 

All fields are automatically set to convert the text to upper case.   

 

The Terms and Dist Set fields are set to open their corresponding source tables when you 

double click on them.  When you double click on the GL Acct field, you will be presented 

with a search window to assist you in searching for the GL account number. 

 

The Account Activity Page tab offers you a look at the outstanding invoices for each 

supplier. 
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Purchase Orders 

Your starting position is the Find PO field with a new purchase order ready to receive input.  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It should be noted that the detail area of this window as an alternate visual where you can see 

the details involved with each purchased item.  Clicking on the Detail Change View button 

will perform the change.  Clicking on it again will revert the detail area to the worksheet 

visual.   

 

Double clicking on the following fields: 

Supplier ID will open the Supplier screen should you need to make changes. 

Supplier Email will open a new email window with the suppliers email address set.  

Style will open the style’s screen to the selected style. 

 

You begin a PO by entering the supplier’s code from the drop down list.  Once chosen, their 

critical information will appear in the form.  You will be moved to the Ship Date field.  

When you enter the date, the program will automatically enter the Cancel and PO-ETA dates 

and you will be moved to the Ln field.  The Ln field is designed to group your styles should 

you have more than one color in your purchase.  Due to the complexity of purchasing, this 

number is not assigned automatically. 

 

1 

2 

3 

1 

2 

3 
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Once you enter the Style No, you will be moved to the PrCd field.  If the purchase is for 

house stock, enter your company’s default product code.  Should the purchase be for a 

specific customer, enter their product code instead. 

 

When you enter the 

Color field, the 

style’s available 

colors will appear on 

the list.  Choose the 

one you want.   

 

If the purchase is for 

pre-packaged goods, 

BizMan will retrieve 

the packaging 

information and enter 

it into the appropriate 

fields.   

 

Should you want to 

check the size run 

package entered, the 

Sz Run field is a drop down field that offers you the breakdown and package size.   

 

If you change the size entered, the program will open another screen asking whether it 

should add, change or revert the packaging to the original entry. 

 

Click on the Add Graphics button to open the associated screen. 
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PO Graphics 

As you will notice there are a variety of photos that can be attached to the purchase order.  

Each field has a drop down list attached that will give you choices by the specific brand you 

are purchasing together with a list of non-specific alternatives.  When you have set the fields 

you need, click on the Set Graphic button to see the result. 

 
 

If you want to change any of your choices, do so and then click on the Set Graphic button 

again.   

 

Should you want to remove a graphic, double click on the Loc field of the unwanted picture.   

 

Close the Add Graphics window when done and you will be returned to the purchase order 

screen. 

 

Purchase order information is transferred to PO Tracking only when you set the Sent field to 

Yes by clicking on it.   
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PO Tracking 

The screen opens showing all the current season’s purchase orders listed that have not been 

received. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you want to work on a specific port, choose it from the list (1). Once you have chosen the 

port, the list will show only those purchases that are slotted to that port. 

 

To create the contents of a container, begin by creating the container name. (2) 

 

Then go to the line that you want to include in the container, point to the container field and 

double click. (3) The container information will be transferred to the header and detail when 

you do so. 

1 

2 

3 
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Renaming containers 

Depending on your naming conventions, there may be times you need to rename a container.   

 

To do so, first call the container by choosing it from the Shoe detail for Container #. 
 

Next Click on the Change Cont # button. 

 

Type the new container number in the name field, click on the Change Cont # button. 

 

The window will close and the container you modified will be filtered on screen. 

1 

2 

3 

1 

2 

3 
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Splitting shipments 

When you need to split a shipment, single click on the  beside the purchase order that 

needs to be split.  A sub window will open and display the items within the PO.  You may 

have to scroll the window up to see all the items.  

 

 
 

When you single click on the Split PO button another window will open.   

 

Notice that there are now 2 tracking lines showing for the purchase order.  The upper is the 

original showing the container # and the second is the new tracking line.  

 

Make your changes, reduce the quantities or if the item is not being shipped at all, set the 

quantity to 0.   

 

Once completed click on the  button.  
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The window will refresh and 

the new tracking detail line 

will show the items you just 

modified. 

 

 

 

 

 

 

 

Once you close the window, you will be returned to the Tracking screen and it will show the 

newly modified information about the PO you just modified. 
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Supplier Deposits 

 

As most foreign manufacturers require their customers to make deposit payments and have 

the balance of purchases paid prior to loading the goods on vessels, we created the Deposits 

screen.  This portion of the program is derived from the PO Tracking part of the system. 

 

 

If a purchase order is cancelled after any payment has been made, it will appear on this 

screen, in red, until the amount paid is removed from the next payment. 

 

Should you want to know what is items are being paid for, single click on the  beside the 

PO you are interested in.  As always, the sub-form will open to show you what styles are 

involved. 

 

When you make payments, single click on the        under the Deposit Made or Bal Pd 

columns.  A checkmark will appear and the date and amount will pop into the appropriate 

column.  
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If you clicked on the wrong item, simply single click again and the check mark and date will 

disappear. 

 

Customers  

When you first choose the Customer button on the 

menu, you will be asked whether you want the 

customer financial information updated.  

 

If you are open the screen for accounting purposes 

and are planning to call customers about their 

accounts, choose Yes. It takes a few extra seconds for 

the operation to complete before the form opens. 

 

If you are planning on adding, modifying or just doing basic maintenance, choose No. 

 

If you clicked on Customer button by accident, hit Cancel.  The window will close and 

nothing will happen.   

 

1 

2 
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The form opens ready to accept a new customer.  As always, you know where you are on the 

form by the field’s orange background.  In this case, our starting point is the find customer 

by Cust # field.(1) 
 

If you do not know the customer’s account number, click on the Search (2) field and start 

typing any part of their name, or address.  When you hit the Enter key, a small window will 

open and reveal the customers that match your query.  Double click on the one you want and 

the account will appear on screen. 

 

For consistence purposes, the program is designed to automatically convert characters to 

UPPER CASE, so do not be concerned with capitalization.   

 

Creating customers involves beginning with given the 

new customer an ID code.  This is done by typing the 

first 3 letters of a company’s name then hitting the 

Enter key.  The program will look through its records and find the next available number and 

pop it into the Acct ID field.    

 

Once you leave the field any text typed will be 

automatically converted to UPPER CASE characters, 

then place you in the account name field ready for 

you to input their name. 

 

You can also create a customer from an existing one, clicking on the New From Current 

button.  The program will copy the information, create a new Account ID code and present it 

to you quickly.  You are then able to modify any of the information that you wish. 

 

If the customer is in your country, do not fill in the Country field. 

If the customer’s currency is your company’s currency, leave the Curr field blank 

If they correspond with you in English, leave the Lang field empty. 

 

Notice that the Email field’s background is shaded,    this 

indicates that if you double click on the field, a new email message will open ready to 

receive your message. 
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Documents 

Customer Note is where you put any other information, however, if you put a check mark in 

the critical field, those notes will appear on the printed copies of their orders and delivery 

slips. 

 

The Show Customer Docs button will open a datasheet list of 

all the current invoices/credit notes the system has on file for 

them.   

 

Double clicking on the document number will open it on screen, 

ready for printing, emailing or faxing. You will notice a window 

at the top of the report that offers you the customer’s contact 

information.  

 

 

 

 

 

 

 

 

 

Double clicking on the Amount will open the actual invoice or credit note form with the item 

on screen.  It should ne noted that these are only review screens and items cannot be 

modified. 

 

If you are searching for payment information about a 

particular invoice or credit note, choose it from the 

Show Payment Detail > button.   

 

 

 

 

The following window will appear showing the 

payment details about the requested document 
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Account Activity 

If you answered ‘Yes’ to the updating question, this screen is the complete current financial 

data about the customer. It offers you ways of printing aged listings and statements.   

 

 
 

When you double click on the Open Order field, a list will open showing all the unshipped 

orders for the customer. 

1 

2 
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Order Entry 

The top of the screen is the Order’s Financial Summary.  It also offers a way to produced 

Return Authorizations, Catalogs of the customer purchases, review customer purchases by 

choosing them from the Find ords for field, or finding a particular order by choosing it from 

the Find Ord # field. 

 

The form will open, your 

position will be the Cust 
# field, ready to receive a 

new order.  Begin typing 

the customer’s code until 

the one you want 

appears.  All the 

customer’s pertinent 

information will be 

placed in their 

corresponding spots.   

 

Once you have set the 

Customer code, the 

program will move 

you to the Ship To 

field.  There are several things that will happen.   

 

If the customer has  

 No ship to address on file, the bill to information will pop into the ship to field. 

 One ship to address – that address will pop into the appropriate fields. 

 More than one ship to – you must choose the location from the drop down field. 

 

As you accept field entries by hitting the Tab or Enter key on your keyboard, the cursor will 

travel to the fields that could require information. 

 

When you have completed the Order Header, choose the style from the Inv Item drop down 

field.  If the program has packaging information registered, the carton quantity will pop into 

the Units field.  If that is the quantity ordered, simple tap the Tab or Enter key on your 

keyboard to accept the amount.  Hit Tab or Enter again to accept the unit price or change it 

to what it is supposed to be. 
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When you are finished posting the order, there are several things you can do. 

 

If the order is for: 

Future delivery, click on the 

Post button. 

 

Immediate delivery, click on 

the Pick Slip button to create 

the picking slip.  The program 

will automatically create the 

printed copy. 

 

 

 

 

 

 

If you need to: 

Distribute the order, click on the Split Ord button. 

Print an order confirmation for the customer, click on the Order Conf button 

Print both a confirmation and picking slip, click on the Combined button 

Produce a photo listing of the order, click on the Line Sheet button. 

 

The buttons on the lower right of the screen offers you a variety of other tools.  The: 

Print Multiple PLs button will enable you to print distribution order pick slips 

Unprinted PLs will give you a list of Picking Slips that have not been printed 

Orders for Style gives you a list of orders that have been placed for a particular 

style 

Price Change will offer you a way to change prices for styles on a given 

distribution order.  It should be noted that this button is only available 

once an order has been posted. 

Ords Not Shipped will give you a list of orders that have not been shipped.  Each 

should be researched as to why and either shipped or cancelled. 
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Distribution Orders 

 

 

There are actually 3 different screens to facilitate the 3 possible types of distributions   

 

One Billing address with many ‘ship to’ addresses 

Associated companies where there are many billing /shipping addresses 

Commitment orders from independent customers. 

 

Always begin a session by clicking on the Reset Form button (1).  The Ord No fields (2) 

should be empty before you begin clicking on the Create Ord checkbox. (3)  

 

On the left, set the Units (4) for each style, then on the right click the Create Ord (3) on each 

store that requires the assortment.  As you choose each store you will notice that an order 

number is being generated.  If you make a mistake, re click on the Create Ord checkbox, the 

order # will be removed from that line and will be used for your next choice. 

 

You should also notice the Units Distributed and Balance fields (5) will recalculate as you 

produce orders.  Technically, the Balance field should end with 0 when you have finished 

the split. 

 

Click on the Print Summary button when done for your records. 

1 

2 

3 

4 

5 
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Delivery Slips 

 

Once an order has been 

picked, the shipper 

simply enters the Picking 

Slip number in the Find 

PL field then hit the 

Enter key on their 

keyboard. 

 

The screen will 

propagate ready for 

printing packing slips 

and shipping labels. 

 

If there are any changes 

on quantities shipped, 

make them prior to 

printing the packing slip.   

 

If items are not shipped select the item and deleted from the detail portion of the window. 

 
 

If an item is accidently deleted, go to the bottom of the list and choose that 

item from the Inv Item field to retrieve it.  

 

 

If you decide to group customer orders and require a different number of shipping labels, 

just input the amount into the # labels before clicking on the Ship Labels (1) button.  If you 

are shipping only one order, double click on the # labels field to set the order’s total cartons. 

 

If there is a problem with the customer’s credit a window will open and advise you of the 

issue.  Only an administrator can override the control. 

1 
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Bills of Lading 

Once the packing slip and shipping labels are produce and you are ready for the bill of 

lading, simply click on the Bill of Lading button. 

 
 

The BL Warning screen will remind you to start a new bill of lading.  If you want to add to 

the last bill of lading, close the warning window and add to the existing document by 

clicking on the Add field beside each Delivery ID you shipped.  When done, click on the 

print button.  When Manifests are required for third party shipping, click on the Manifests 

button. 
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Shipping Manifests 

 
The list of unshipped orders is visible, click on the Add checkmark to shipments to the 3

rd
 

party manifest.
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Invoicing 

 

Invoicing shipped 

orders is a simple 

process of entering the 

Order number that was 

shipped.   

 

There are times when 

shipments are received, 

but not landed and you 

must invoice, when that 

happens you can turn 

off the inventory 

warning feature by 

putting a checkmark in 

the field. 

 

If your Order Entry 

department takes care 

of backorders, you would want to turn off the BO Warning feature which speeds up the 

invoicing process.  If it is on, every shipment that has a back order showing will open a 

window where you decide whether to create a picking slip for the backorder, cancel the 

quantity, or ignore the situation. 

 

If you are invoicing a cash sale, enter 001 into the Bill To field, then enter the detail. 

 

If you need to create an invoice for a Donation, put a checkmark beside the Donation field 

and the program will use landed costs to calculate the value of the order and post the value 

into the Donations general ledger account instead of to the Sales account. 

 

When done the session, click on the Batch print button to produce the invoices.  Enter the 

starting and ending invoice numbers to print.  When you click on Print button all invoices 

within the range will produce a printed copy of the invoice, however, if any customers have 

been set to Email Correspondence those invoices will appear on screen to be attached to an 

email to be sent to the customer. 
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Check to see how many 

invoices have to be emailed.   

 

Right mouse button click 

and choose Print from pop-

up menu. Set the printer to 

your pdf printer.  If there is 

more than 1 page, choose 

the Pages option, then set 

the page # in the From and 

To fields.   

 

Finally click on the OK 

button.  In a few seconds the 

Save As dialog box will 

open.  Save the file to your 

desktop by either using the customer’s name or the actual invoice. 

 

Double click on the email address to start the customer’s email, attach the invoice. 

Return Authorizations 

 

Accessed from the main menu, 

the Return Authorization form 

is simple to use.  This module 

does not effect the General 

Ledger in any way.  It is only 

intended to keep track of 

customer returns.  Choose the 

customer involved; add the 

items that are being returned. 

 

Close, print or preview the 

authorization. 
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Accounting 

The accounting button will 

lead you to all the 

bookkeeping areas of the 

program. 

 

The default From, To, 

Year and Period are taken 

from the program’s system 

date.  You can change 

them if they do not serve 

your purpose. 

 

 

 

 

Inventory Modules 

Enquiry 

 
 

Although you cannot modify any of the information on the window, it offers you a way of 

studying your produce line from a line item perspective.  You can filter the form by 

category, supplier or year. 

 



 46 

Should you want to see style, simply double click on the Style Name or InvStyle fields.  The 

action will open the corresponding style’s detail sheet. 
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Inventory Adjustments 

Add a reason for the adjustment. 

 

Enter the style number involved.  

If you want to reduce the 

inventory, put a – in front of the 

amount. 

 

If the actual landing cost is 

missing, the Landed field will be 

marked in read.  You must insert 

an amount in this field. 

 

Receiving Goods 

You receive goods by first 

selecting the container that 

has arrived. 

 

 

 

 

 

 

 

 

 

Once chosen, the Receive Container window will open.   

 

Your position is in the Values 

by Supplier (1) section of the 

screen.  In this example, there 

are goods from 4 suppliers in 

the shipment.  The value of 

each supplier’s goods is 

shown.  Input the invoice 

number, and then click in the 

Add to AP button.  You will 

notice that the Invoice will 

pop into the bottom of the 

Supplier AP Info section.   

 

If the Total AP value is 0, simply click on the Clear 0 Balance button.   

 

1 
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Repeat this process for each supplier.  If you make a mistake, double click on the invoice in 

question.  The action will open the AP Review screen where you can adjust the entry 
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When all supplier invoices 

and writes offs are done, click 

on the RECEIVE GOODS 

button.  The PO Received 

window will open showing 

the detail of each purchase 

order.  Adjust any of the 

quantities, when done, simply 

close the window. 

 

 

 

 

Setting Landed Costs 

The last container received that 

has not been landed will be 

visible on screen.  The default 

agent commission, customer 

discounts and exchange are 

preset. (1)  

 

If you decide the factors are 

incorrect change them.   

 

If you want them changed 

permanently double click on the 

field you want to change.  It will 

open the company information 

screen where these factors are 

stored. 

 

To land the goods, simply input 

the information needed (Supplier 

and invoice amount for each 

costing factory) the click on the 

Set Landed Costs button.   

 

The program will refresh and you will see the landed costs in the right hand column.  It has 

also updated the inventory details on each style. 

 

Click on the Print Costing Report for your paper copy. 

1 
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General Ledger 

Recurring Entries 

There are 2 screens involved with the recurring entries, the Entry screen and Alarm screen. 

 

When you choose the Accounting 

button from the toolbar, if there are 

any recurring entries that have to be 

made, the Alarm screen will open.  

 

When you need to change listed 

entry, choose the Modify button.  

The action will open the screen with 

making changes to the run dates. 

 

Choose the View/Post button to 

register the entry. This action will 

insert the next run date into the run 

date and then calculate the new next run date. 

 

 

Either choice will open the 

main Recurring Entry screen 

with the listed entry visible.   

 

If the entry must be reversed 

every month, put a check mark 

it the Auto Reverse field.  

When the entry is run, the 

program will automatically 

create a second reversal entry 

dated the first of the following 

month.  
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Journal Entries 

Begin your journal entry by giving it a description. 

 

If you do not know the 

account number, you can 

either choose from the drop 

down list or double click to 

access the search window. 

 

When you register a 

comment for the entry, 

when you insert the next 

account number, the 

comment will be transferred 

to the current working line. 

 

The entry must equal 0. 

 

Bank Transfers 

Your two main banks are automatically visible 

just input the amounts involved then click on 

the Post button. 

 

Change the Bank accounts if the amounts are 

reversed. 

 

 

 

 



 52 

Bank Reconciliations  

When you first choose the Bank Rec button from the 

Accounting screen, you will be in the Period field. 

 

If the period is correct choose the Bank account you want to 

reconcile.  When you do, the Bank Reconciliation window 

will open.  

 

There are 3 sections to the module:  

Disbursements 

Cash Receipts – Bank Transfers 

Journal Entries. 

 

When the form opens, only the 

outstanding Disbursements and Cash 

receipts are visible and you are viewing 

the Cash Receipts part of the form. 

Receipts  

Put check marks beside each deposit 

that has been cleared. 

 

As you do so, the header part of the 

window will readjust the numbers. 

 

Bank transfers are listed on this page tab and automatically cleared. 

Returned checks  

When a check gets rejected by the bank, if the returned check happens to fall in the previous 

month, close the form and reopen the bank reconciliation using the previous month.  If it is 

in the same period click on the Show All button. The month’s receipts will appear on screen.   

 

Open the date the original deposit was made.  Put a checkmark 

beside the check that came back. 

 

The NSF registry window 

will open.  Enter any bank 

charges that may have been 

incurred, then click on the 

Post button. 

 

BizMan will cancel the deposit and automatically create a debit memo to the customer.   

The report will appear on screen ready to be printed, faxed or emailed. 
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Disbursements 

Put a checkmark beside 

each check that was 

cleared. 

 

When a check must be 

voided, simply put a 

checkmark in the Void 

column and enter a void 

reason beside the item that 

was cancelled. 

 

When you do so, BizMan 

automatically reverse the 

payment to the supplier 

involved. 

 

You must create a new 

payment to the customer. 

 

Bank charges 

Bank charges are handled 

though the Journal Entries 

section of the window. 

 

Select the GL Account 

number then insert the 

amount of the charge.  The 

amounts will not be posted 

to the general ledger until 

you click on the Post 

Bank Charges button. 

 

Once chosen, the line 

items will be transferred to 

the left window and the 

right window will be 

empty.
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Receivables 

Cash Receipts 

You start by entering or 

choosing the account 

number of who paid their 

bill. 

 

When done, the 

customer’s outstanding 

account information will 

pop in.  Simply put 

checkmarks beside each 

item that is to be included 

in the payment. 

 

You can enter the 

Discount amount or simply 

input the Check total for the program to calculate the discount. 

 

If the receipt is not for an Accounts Receivable item, put a zzz in the Non AR field.   

Enter the Name of the payer and Ref/Check #.  
When you enter leave the Ref/Check # field, you will be positioned in the Payments field of 

the Detail area of the screen.   

Input the amount then choose the GL Acct number to post it to. 

 

Finally, click on the Post button to complete the transaction. 
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Credit Notes 

 

If you created a Return 

Authorization, just choose it 

from the list.  All the 

information will be transferred 

to this form. All you need do is 

verify the information, modify 

it if necessary, then post, print, 

or preview the transaction. 

 

Otherwise, choose the customer 

the credit note is for.  As sales 

taxes are different across the 

country, if the customer has 

locations in more than 1 

province, the program will open a small window for you to choose which province the credit 

note is from.   

 

Enter a Return Code then the item number.  The program will retrieve the pricing involved. 

 

If you open the Item list you will see a list of what the customer purchased. 

 

Customer Debit Memos 

Although debit memos are 

generally created 

automatically, should you 

want to create or review the 

company’s debit memos, 

choose the Cust Debit 

Memos button.  

 

Choose the Customer from 

the drop down list, enter the 

amounts and reason for the transaction.  Preview and print the report.
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Payables 

Making Payments 

Click on the Make Payments 

button.  Choose the supplier 

from the Add Payment for > 

drop down list. 

 

When you open the list, you 

will notice that the 

outstanding payable amounts 

are shown beside each 

supplier. 

 

Once you choose the supplier, 

the window will refresh and 

the outstanding invoices will be visible. 

 

Change the program’s system date feature before opening this module so that each new 

payment reflects the date you want to work on.  

 

If you are paying the entire amount, put a check mark in the Full field beside each invoice 

you are paying.  The header portion of the screen will refresh itself after each entry. 

 

If you are only paying a portion of the invoice, click in the Pay Amt field and enter the 

amount of the payment.  

 

When complete, click on the Post button. 
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AP Invoices 

Enter or choose the 

supplier you are 

posting an invoice for.  

Their pertinent 

information will appear 

and you will be moved 

to the Inv # field.  Enter 

the invoice number.  If 

there is no invoice #, 

you can use 

combination of 

characters to produce 

one.  As invoice 

numbers must be 

unique for each 

supplier, if you have 

more than 1 amount to post, the program will require you use different numbers. 

 

After you insert the invoice number you will be moved to the Inv Date field, enter the date 

or use the calendar feature to choose one.  It should be noted that the module uses the 

System date located on the Main Menu for all new entries.  If you are working on last 

month’s payables, it is advisable to change the system date as you will otherwise have to 

change the invoice date on each entry. 

 

The due date will automatically adjust when you set the invoice date and you will be moved 

to the Invoice Total $ field.  Enter the amount of the invoice and tap the Enter or Tab keys 

on your keyboard.  If you set a distribution for the supplier, the GL Accounts will appear in 

the detail area of the screen and you will be in the Gross field of the first item.  Enter the 

General Ledger amounts. When you are finished, the Balance to Apply field should read 0.  

If so, click on the Post button.  The entry will be posted and you will have a new AP Invoice 

screen ready for the next entry. 

 

Should you want to review the entries, choose the entry from the Find Invoice field.  The 

Review entry screen will open.  Make any changes to the invoice in the detail area of the 

screen.  If the entry has been posted to the GL, the entry will be removed and the next time 

you run the day end, the modified invoice will be reposted to the GL. 
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Supplier Claims 

Choose the Supplier from the drop 

down list.  Enter a type of return, 

change the date and fill in the required 

data.  This module strictly keeps track 

of issue with suppliers.  The data will 

be reflected in the Supplier module. 

 

 

 

Staff 

Staff Maintenance 

Enter the employee’s pertinent 

information.  When the Date Left 
field is filled in the program will 

lock the individual out. 

 

 

 

 

 

 

 

 

Commission Rates 

 

Sales people are first created as suppliers in the 

system.  Enter their Account ID then on the right 

enter the commission codes you want them to 

received. 

 

All customer orders will derive their commission 

rates from this module. 

 

Archiving 

It is advisable that you archive the database occasionally.  Put a check mark beside the 

modules you want to archive, then click on the Archive Now button.  All archived records 

are accessible through their module’s corresponding review screen. 
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Financial / Month End Reports 

 
 

The reports screen opens showing the current month dating.  You are positioned in the 

Period field.  If you are working on the last period, don’t forget to change the Period. 

 

Each section of the screen also has criteria options.  Set those, if needed, before you open the 

reports. 

 

Sales Reports 
If you want to automatically post the Sales commissions to the GL, click on the Add to AP 

check mark.  You will be asked to confirm the procedure. 

 

Product Line reports 

If you only want to see a certain group of items, choose it from the list.  You can also get 

reports for a style as well.  When you want to update the month end figures, put a check 

mark in the Update field.  A window will open to confirm the procedure. 

 

Accounts Receivable 
Set the From Customer and To Customer when you run the Customer Profit or Volume 

Rebates reports 

 

Accounts Payable 
If you have multiple currency payables, decide whether you want it by currency or 

alphabetically.  The program is automatically set to currency. 
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Style Labels 

When box and outside carton labels are necessary, click on the Style 

Labels button.  You will be asked for the style number. Enter the 

style then click OK or Tap the Enter key on your keyboard. 

 

 

Enter the Prod Code 

then choose for the 

Color drop down list. 

 

When you need a 

packaging label, enter 

the size in the Size 1 

field, then how many 

labels of that size you 

want in the field below it. 

 

When you require outside carton labels, enter the sizes and the breakdown below each size. 

 

Customer Labels 

Click on the Customer 

labels when you larger 

envelopes, or labels. 

 

Enter the customer 

number, the program 

will retrieve the 

customer information.  When the labels/envelopes are for shipping locations, put a 

checkmark beside each store, then enter how many labels/envelopes you need in the # 
Labels field. 

  

Master Tables/YE Roll Over 

 

This window leads you to where you register the 

company’s information and other critical Accounting 

processes. 
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Company Info 

 

This form is used on all reports and functions 

throughout the program.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Chart of Accounts 

 

To add an account click on 

the Add Record button 

 

To set Bank Account detail, 

position yourself on the 

account then click on the Set 

Account Detail button. 

 

Input the bank information 

and close the window. 

 

 

 

 

 

Add New Year 

The next year to be created is listed, click on the OK button 

to perform the operation or Cancel to close the window 

without adding the year. 
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Seasonal Reports 

As seasonal reports are vital to every business, they are accessible from the Main 

Switchboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once your sales people bring orders in and purchases have begun, the Sales by Supplier 

button will show the financials for each supplier.   

 

Simply click on the button, set the season you are interested 

in, and click on the Yes button to update the information or 

No to just open the report. The report will appear on screen. 

 

Print it and decide what substitutions or cancellations should 

happen to the orders involved.   

 

When done, click on the Not Pur Notices button to complete the process. 
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Not Purchased Notices 

Once the purchases are made if there are any styles that were not purchased, we let the 

customers know through this window.  The form open in the same order the report was 

printed.  Go through the items and either Cancel or set the substitution style.   

 

If the Customer has already purchased the style, the program will alert you so that you do 

not double up on styles.  

 

 
 

When you are finished setting the subs, begin dealing with each customer.   

Choose them from the list.  Only their items appear.   

 

Click on the Create Advice button.  The letter and details sheets will appear on screen.   

If satisfied, print the report and close it.   

 

Next click on the Update Order button to translate your changes to the customer order. 

 

Click on Print Summary to produce a paper copy of your changes. 
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