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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.



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.



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
Filter Excluding Selection

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

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. =

_ﬁl Sort Descending

When you are finished with your review you should use the

Remove Filter/Sort option to retrieve all the records. ©imuan
Filter Excluding This option will do the reverse of the selection filter. So using the same example, if
Selection 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.
N < Less than. <= | Less than or equal to
Usage <0 will give you anything less
than 0.
> Greater than. >= | Greater than or equal to

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.
<> Not like. * | Like.
Usage: <>NY In this example we want Usage you can use the star character
to show all customers who’s state are anywhere within your criteria. For
not located in NY. example, let’s say we want all customer in
the P postal code region, we would do the
<>N* would give us all customers who following:
are not located in any state or province
that started with N, as in Nova Scotia, Point to the Postal code area of the
Nevada, Nebraska, etc. 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.



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 =

b |+ E7S MNGBEO TAIZHOU

BOYANG

Point to the small box to the left of first item in the record, |- 308 NmGBO  TAIZHOU

hold down your Left mouse button and drag down until you BOYANG

have selected all the items. Item Size Fiun
> | P[632500-HT-BLIKK [

622510-HT-3YF J0

Hit the Delete key on your keyboard.

. . . Recard: 14 b kI
Close the list by clicking on the - now choose the upper |+ 397 MINGEO TAZHOU

portion (header) of the record, hit Delete again, or choose BOYANG
“Delete Record” from the Edit menu.




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 J. to choose one.

BizMan - Import/Export
i File Edit View Inset Format Records Tools Window Help Compact ng Adobe PDF

Styles | | Accountng | Repons || Purchases || styleactvity | | StyleLabeis | T _— System Date
LCustomers L Suppliers ][ Orders. ][ Delivery Slips ][ Invoices ] [Customer Labels] YE Roll Over = e Lﬁl!

3 Main Switchboard [ = | =]

o

Type a question for help

Your Company Name

| Current Working Season
F2014 [~

Add New Season
Enter Size
Customers

Delivery Shps Order Entry

Return

PO Tracking A iRRGR

Sales Reports

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

3 Newsessons Form [=I=Ed| Fill in the date information and close the window.
Add New Season To create the folder structure for your images, click
Sessons Fal[¢] Year: 2014 on the Create Supplier Folder List.
sYyyy: Fao14 |

BizMan will compile a list of all the active
iisiaae Subplier Folder Tisi” Supp]iers you set to Manufacturer then create the
folder structure in the images library on your




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:

I ]

Your current location Mandatory Double click opens
on a form Field must have data 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 Styles button a window opens asking whether you want the inventory

details updated.

If you choose Yes, BizMan Will seafch .
' through the most recent entries and identify
any anomalous styles that have not been

Do you want to update Inventory values? . . . .
registered in as inventory items. Should such

i o | Concel | styles exist, a window will open showing you
Ak missing sty 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.



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:

Style Master

Item type Gender
1to9 +| 0to9
1 0

Autonumber

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 - :

=5 Styles : Farm EI
oo ton QD e D oo [IE] ) > v [N e
» .

Style Master ITIET Specs | Season MISTITR] (=] [ 1-view current Library |
e | Genaer [IS Dimcont AN 0t 2:Cress Photo Listng
smdk 1095 | Dev [ | Date | 3 - Add Bulk Styles ‘

T Fauts

Description

= & m [ Create Other Styles ]

Factory Desc

First Cost ESt Lbe Cust Prices | Change Factos | Refresh
Desc Fr [ l £ l ]

EEITEN (7] Y\bmps'F2013BE¥ARGISKI 2015, bmp =  Sell-Disc | Sell-Reg Wl Seling [l Retail [Close Out|

ew

Group 2 Nl Original $0.00

Group 3 D

Detailz | Colar - Size | Packing Instrudions| Bought Vs Sold

Updated: Tuesday, November 26, 2013 05:26 PM
[ suppier JRATE BOUAEBHRBE ROHD - | Short
[ suppier] TAKTROUI RN RS B-RISB XX M0 Qs [ fem | OnHand [0S Ords] 08 Purs | AVAIL |
. ZHEJIAMG, CHINA B FANES %

SK12015 : -

[=] e

- —

details from
=

St

| Outsole | Double Click

[ orroment =

als 10
o Pradorm, ALt
styles
(=] 5 oty oy TN
Record:
Record: EE] 2 E]@ of 15705

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

you set the Gender.



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

I $5.45 W@ LIS Set Cust Prices I Change Pricing Factos | Refrezh | The prog_ram hOIdS faCtOI'll'lg
information that will be used when

Sell-Di Sell-Ry Retail Cl Out . .
38.05 | % estimating landed costs and suggested

selling prices with discounted /
regular price amounts. You would enter the actual selling price.

o|x|| To view or change factors click on the Change Pricing
Factors button.

o

Costing Factors

FREIGHT: 0.50 If you change any of the factors, once you close the
DOLLAR EXCHANGE: 1.005 window, click on the Refresh button to adjust the
SELLING COMMISSION: 10.0% previously established prices.
CUSTOMER DISCOUNT: 12.0%
AGENT'S COMMISSION: £.0%
DUMPING DUTY:

DT 20.0%:

Markup - Min 34.0%
Markup - Max B7.0%

it bl

Customer Pricing
BE CustPricing - Fom -l1o|x| Customer pricing can be established over a
StyleID| CustPr | Cust Code | CustiD: | SEESTW group or individual customers. Prices set

b| 9B45 595 CR F2013 - - L

BE i v =rrE here will override style pricing.

| | 39845 5.15 KO F2013

|| 39B45 5 65 MR F2013

|| 39B45 425 RF F2013

| | 39845 465 EDWI00 52014

*| 39845 52014

Record: 14 4 1k |H|HE| of 6 (Filterad) 8




Detailing

=] Styles : Form EI
Season Year -§| Show Category IZ| Find Style -§| m Show Styles by Sup NSRRI |E| Catalogues - Labels
» -

Style Master Jiciavn Specs 4 | Season WI=iTE] [+] [Rename Photos | [ 4 view Current Library |
T s B Gonor RRES Discont'd (NSNS Dato | | 2-CreatePhotoListing _ |
ST 533507 | Dev |  3-AddBulkstles |

| Relist BN Orig 5-YR F2013

(e g (D L ADIES HIKERS

W [ Create Other Styles ]

Fr Al LADES HIKER 2 COLOR

First Cost Est Lbs Cust Prices | Change Factos | Refresh
r—— st eos] B [ [ chang [ ]
SO 7 bmps\F201 SBOWANBISKI 2015, binp =  SellDisc | SellReg [l Seling [l Retail [Close Out
R ew

Group 2 Ll Original $0.00

Group 3 D

Details | Color - Size | Packing Instructionsl Bought Vs Sold

Updated: Tuesday, Movember 26, 2013 05:26 PM
| supplier [JIFNED T RO ANE BHRESBOCITD. - | Short Name

| Supptier| ] [TAZHOU ROV AN BHRES GO T itern n Hand [0S Ords[ 05 Purs | AvAIL |

. ZHEJIANG, CHIMA B VANE X
supplier Style [WEPEIT - -
NORTHLAND  [4] =

Double Click

EED sumoLon Tongue Lining [[V==% ta repest
detailz from

Tongue Logo El previous

MATCHING BOA

Binding/Gore | Outsole [JEYE Double Click

: to COPY

[ Ornement Outsole P

| Ormament] ] (R

| Platform| Eyelets MYLOM LOOPS ALL relsted

styles
Packaged PBJH E [¥] Poly Bag m FULL RADDED
AL DETAILS ARE AS SAMPLE
Record:
Record: [E]E] z [I][E] of 15705

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.



Colors / Sizes
' 5 sy Fom =r~

Season Year ‘ Show Category n Find Style m| Show Styles by Sup = | Show Disc'd C R
e S

- —
el 3527 | Specs L F2013 |L| jepome thoios l 1 - View Current Library
= i ™ ; Date | 2-Create Photo Listing
| Dev NS [ 3-AddBulk Styles
833527 EIN Orig 5-YR F2013
[l | ADES HIKERS [ substitute | [ Create Other Style
T £

(50  | ADES HIKER 2 COLOR

$5.71 | cust Prices | change Facios | Refresn

View
Original $7.29 5748 $12.03 $14.99 $14.95

DAMES

Bought ¥s Sold Details |

=1 Updated: Thursday, December 12, 2013 08:08 PM
] Show Season Color ] | Add Color Info ] Prepacks OpenStock | | | | | I
- Item On Hand | OS Ords| OS Purs | AVAIL
l | Colowr | SubColo| Discol Caolor Photo 3
+ | BLACK. | [ J13\SKYRUN'E33527BLE bmp Size Ry PrCd | Cs3z Lgﬂgﬂgﬂ: g
S 'm M w5 15, | [ _[e335 . -
= 13\5KYRUN\EZZE27GRY. bmp —|sazsor-FWCRY = — 2
[ (2) DO HT 9] | [|sasszrrwBlk 225 180 45|
et W5 MR 15 | |833527-KO-GRY 30 30|
W5 KO 15
*
Size Run - Prepack A
Js 6|7 8|9 1011 12
Name TOTAL |
¥5 124|431 15 |7
DO 108 3 = 1 9

Z Record: E 1 IE ¥ of 5

Record: (][ 4] o050 [» J[M1]K] of 15720

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

10



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
-3 Additienal Color Information EI@
3 Style Name: Color: Photo Loc ¥ 1\bmps\F2013\SKYRUMYB 3352781 o~
833527 BLACK Upper Pantonel
Upper Mat Upper Pantone2
Material:
ColLaces: |2 COLOR. MATCHING
Eyelets: |NYLOM LOOPS Tongue: BLACK MESH
Stitching: |\ MATCHING Tongue RED MESH
Lining
Binding: PYC Logo:
Ornament: Upper Lining RED MESH
Ornament Pantonel Pantone2 Pantone3 Sock Lining [BLACK MESH
Colors
Outsole: BLACK PVC INJECTED
Insole: FULL PADDED
Platform:
Record: [I4 1 [k J[»1]m#] of 2 (Filtered)

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.

11



Pre-Pack Sizes

== Styles: Form

Style Master

Season Year -E Show Category E Find Style |CEELVId E Show Styles by Sup E EECEEEN Catalogues - Labels

[E=NEoR/~

]
3827 E F2013 |Z| ’ 1 - View Current Library ]

Type HIKERS = | = =3 | 2-CreatePhatolListing |
Style - | Dev | | Date | [ 3 - Add Bulk Styles ]
it “reist F2013
=Rl gl it B L ADIES HIKERS m [ Create Other Styles ]
. N Fi"-“ Cost RS ] ESf Lbs [ Cust Prices[ Change Factos [ Refresh ]
Desc Fr DAKES
Group 1 -\bmps\F2013\SKYRUN\002.bmp - | Retail |Close Out]
Group 2 i Jﬁg"’;"“al 57.29 57.45 $12.03 | 51499 $14.95
Group 3 D
- Color - Size | Packing Instructions Bought ¥z Sold
ted: iday, b A -
Colors ’ Show Col Pic ] IShow Season Color ] ’ Add Calor Info ] Prepacks OpenStock | | Upda Friday, December 27, 2013 05:51PM
D S UbC o] Diecol Color Phoo Size R PrCd | CsSz Item On Hand | OS Ords| OS Purs | AVAIL
) | +|BLACK ] | [ |713SEYRUNYS33527BLE bmp Liﬁgﬁg&; g
+|GREY 0 | [ [N3%SKYRUN\E33627GRY bp W5 15 it = — =
* 0| O »| DO |+| HT 9 833527-FW-BLK 225 180 45
1/6 2f7 318 2/9 1,10 el 30
/DA 9 1/6 317 318119110
H6 9 117 218 319 2110 1111
SiyleSR / HN 9 1/82/93/10 2111 1/12
[
- Size Run - Prapack/ HE 9  1/83/98101/11 112
ize Run - Prepac
N 6|7 2% |9 10|11 |12 Bx g 3!4 3.'!5 3.!6
arme
us A 202 4131 GU |8 3/4 315 36
DO 12321 P 9 3/53/6 217 1/8 "
/ o | Record: [E] 1 [I][E] of 5

Record: E a074 E]@ of 15744

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.

12




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

= Size Run Register : Form EI@
Size Run - Prepack Register Find Size Run [=] _Print Report | &

| Eg?ied EQZ? ?:;z; grr‘ijr:[ 2 B T 3 S S TOTAL  Name Sample Sz Desc

_5E|T [5] HE _H - 15 % [ 3 2111 2112 2113 311 212 213 2j4 15[ 704
B 5E| Y I I H  E 15 Yz | 13 '2','11 2112 2113 311 3/2 3/3 16[11T03 B
B 5E| Y z ‘H -l H - 18 Ys | 12 '2','11 2112 2113 411 42 2/3 2/4 18[11TO4 B
B 5E| Y z 2 2 2 2 A 4 18 YP | 12 '2','11 2112 2{13 411 42 43 1811703 B
B 5E| Y z I HEH E 12 JR | 13 '2','11 212 3113311 1/2 1/3 [ERRCE] ||
B 5E| Y z ZHEEE D E 15 Yu | 12 '2','11 2112 3113 311 3/2 2/3 16[11T03 B
B 5E| Y E 2024 4 4] 2 18 YT | [13 '2','11 2112 4113 A1 42 213 1611703 B
IEEMEN - H B B 20 T[T [ 2111212 413 411 42 4j3 4j4 o i B
B 5|2| Y E 2 2[4[a[6]s 24 Y7 | 13 _2‘,'11 212 4{13 Af1 62 6/3 2411703 B
3 5|2| Y E 2 2[5[6[5]5 24 IZE _2‘,'11 2112 5{13 5{1 §/2 5/3 2411703 B
BEERHE 2[4 [B]5 5] 3 24 [[ YE [ 73 T2111 4112 5113 5/1 §/2 3/3 sjest T
B 5|2| Y E Z[4a[66[4]2 24 JE | 13 _2‘,'11 AN2 8113 61 4/2 211 2411703 B
BEEK z ‘HCE 8 W T3 Topnz2n 212 23 B13T0 3 B
BEEE I HH - E 12 ([ CA TS [[2/32/4 2/52/6 2/7 2/8 (HECTE
B 50|2| C I = 2 | 3 15 co | 5 _2‘,'3 2/4 2/5 3J6 3(7 38 [HERCE
BEREE I 2] 4[4 5 15 [[BL [ 4 [[2/3 4/4 4/5 5/6 18[3706 n
record: [I[4][ 161 IIIIEIW

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.

=] Size Run Sizes E\@
Sizes
Group # Gender: 1 2 3 5 B T8 9 1w 11 12 13 14 15 16 17 18 13 20
Mo rfa[1]2z 4856
*
Record: |E| |71 IIHE@ of 1 (Filtered)

s

m
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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 M 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

¥ @eki 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

@ Total Image Converter
Ele Edit Conwert Help

=lo/x|

Conwertko:  BMP JPEG JPEG 2000 ICO PNG GIF PCX TGA PXM RAW PS5 TIFF PDF Other -~

Filter: IAI\ suitable files (*‘bmp,*‘]pg,*‘]peg,*‘\coj*.tllﬂ » Define action

= @ Deskkop
B Iy Dacuments
= Temp
o
:a My Computer
‘a Iy Network Places

anhui arks and crafts!

O Rotate m Resize ﬁ Crop -\) Watermark

Thumbinails |Deta\|s I

Check  Uncheck ‘ 4 check all Uncheck all

) Rotate left Ratate right ﬂ Set Wallpaper

anhui arts amd crafts 001 PG ]

size:| 153083k | Date: | |

Width: | 3645 | colors: | TweColor |

Height:| 2736 | Frames:| |

File bype: | JPEG Bitman JPG1'YCHCr |

Orientation: ‘ hattom ¢ riaht side ‘

Model:  KODAK EASYSHARE Z1085 15 Z01

Carvertta: 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\SYYY Y\Supplier\

Convert images to BMP

Select destination

Select destination Folder

ﬂ Convert images to BMP

tion

Transform »

Transform -

ii ;; ‘You can resize image during convertion

[ Mo resize images

Falder name: —
|b:1bmps e width: |205 i T
Watermark » A]
[¥ Keep Folder structure Height: |154 =l
Start ¢ ion
Set this path as defaul |
Resize method
" Strekch (The image wiil be stretched to rectangle)
¢ Thumbnall {The image will be inscribed inko rectangle)
" adjusted (The image wil be described over rectangle)
<= Back | Mext == | Start! | Cancel | << Back | Mext == | Start! | Cancel |

Make sure you go to Transform then Resize and set your dimensions. The ideal photo size
1s 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.

2 -Cieate
You accomplish this by clicking on Ml This action will open Karen’s Directory

Printer.

Wielcome | Print  Save to Disk | Other Settings |

Select a Folder:

..3 Special Folders -] SEB G

’ c = File info onlky

’ o ¢~ Folder info only

‘ £ = Both Files & Folders

’ F- ¥ Search Sub-Folders

Elv’ o [~ Sawe Folder Footers
=2 bmps [~ Show Systern Files

-0 F2012 [~ Show Hidden Files

[ M H LU ARTS [~ Show ReadOnly Files

Ll

[~ Show MNetwark
- Selected Folder: - SortFiles by

CibmpsiE 201 28NHUT ARTS
IFiIe Mame 'l

* Ascending (4 --= 23
¢ Descending (Z--= A)

=1o1x]

File Infa | Falder Infa |

Folder Mame .
File Mame

[ Full Mame (Path+File)
O shart Mame (8.3)

[ Extension

OFile Size

O compressed Size
[ Attributes

O Date Created

[ Date Last Madified
[ Date Last Accessed
OFile version

O MDs Hash

[0 5HA-1 Hash

i

 File Filter: - Formatting

[armes ¢ -] Edn. | ¥ Omit"COMMENT' Lines

¥ Omit"FILE", "FOLDER" and "TOTAL" Line IDs

Save to Disk ... Help ... | About ... | Exit
[Ready .. [T 1132011 [ 1:57 FM

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

o , 2l
opens, do not rename the file, just click on Save i [ IR 5 oo
the Save button to complete the procedure. ) Dipreinfo b
File name: IDirPrnInfo.txt j Save I
Save as type: ITexl [ tut] j Cancel /l
7

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

Step 3

3 - Add Bulk
Now click on the &l button and all the styles will be created and you will be on the
first of the series.
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Changing Pictures

== Styles: Form |_‘:' _“Elll__ﬁ_l
v R 9on oo R v v A £ v o [T
»

Style Master Jblygd F2014 (=] | 1-View current Library |
Type  [ENGEGE = ] g  Date | | 2-Create Photo Listing_ |
e | Dev | | Date | 3 - Add Bulk Styles
<L 432577 T I ]

e LADES SLIPPERS = [r——— ]

reate er s

L) LADES SLIPPERS

First Cost |JE¥RT AT 0.85 | | Cust Prices | Change Factos | Refresh
[TSTY33 F2NTOUFLES POUR DAMES First Cost| E=A st prces, | Cranoe Factes, | foigah

ST (7] Y \bmps\F2014UMATE \new-1 bmp : |_Retail_|Close Out|

Group 2 il Jr:rml 5578 $8.55 | 511.90 $10.95

Group 3 D

- Color - Size | Packing Instructions Bought ¥s Sold

. e =T Updated: Thursday, December 13, 2013 03:18 PM

Colors @ow col Pic_| [Show Season Color | [ add Color Info | Prepacks Ly k[ I | | I

Item On Hand |03 Ords| O3S Purs | AVAIL
< UGHT[ 51 StyleColorList : Select Query = [ == le Ry PrCd | CsSz
+
StylelD | Color | Supplier ~ 24
LILAC | —7 -
= ot D7 ASS IMS100
& | 2877 GRY IMS100 A
*|#S50R [ 2577 LI IMS100 g |
* || 2577 LTB IMS100
| |2578 ASS IMS100
| |2578 BLK IMS100
| |2578 BRN IMS100
StyleSR | |2578 CGR IMS100
| |2592 ASS IMS100
| 12592 GRN IMS100 I
Narme | |2592 NVY IMS100 TOTAL
VL 2 || |2592 PUR IMS100 24
| |2593 ASS IMS100
9607 rGR IMSA0N i
Record: [E 1 E]@ of 26 Record:
Record: E i E]@ of 10 (Filtered)

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.
= WhatStyle... [ |[- & |[mE3a]

What Style? * for all

Show List

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 M 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.

-

= Styles t Farm EI@
oo e | oo cocors [ s [ [ o v v D - [
1 4
Style Master JEcpiy F " 1 m F2013 |Z| ’ 1 - View Current Library ]
Type HIKERS [El Gender ARE I o | Discont'd [ Date || 2 -Create Photo Listing

S LI 833527

Description RN TS i
i
A L &DIES HIKER 2 COLOR b
Desc Fr DAMES

Group 1 Y\ pshF2013EKY RUNVIO2 brop

Other Genders this
Style iz Available in

[ - Colour
BLACK.

GRE
| supplier[JRES [=] MIANGSU SKYRUN WU “rees - ~

. i JIAMNGSL, CHINA
TR [112-HH-65

NGRTHLANS (-] ISR e

Details |Co|or - Size | Packing Instructions|

| Material SIS Tongue Lining |[{E34 Prepacks
' | Gen{ SizeRun | SR Nan| SR Ami]
Tongue Logo s
Upper Lining |0EE] _2 coL | P ME TH TH 2408
stitching [T Tex Sock Lining [JE80 L W1 W1 12.
| Binding/Gore|ji} | outsole  [|2¥E '
[—Ferom T ol
[FULL Pay
| Packaged NG [=] [7] Paly Bag [ insole |

m ALL DETAILS ARE A5 SAMPLE

Record: [14][4] | 037 (b |[PL][p%] of 15707

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.
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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.

=] StylePickList: Form =8 =R
B - | oo ireiss | ooy =] osre [ [alras 2
ERL > [ [ crect rupide ] s =l cmo[ gl
Catalogues ATS - Inventory Language [Englistv] For Supplier [=] r;':tr
[ FrintLabels | [ Reset | [ selan | Acti\fre Complete | /] inv ml:g M?oggﬂs AJS ,Show T P':ict':e gll::ls:' s OESX;L"
Finel Style E o5 | Colars Show Colors Show All v
oy | DATS BY Group Detailed Summary
£ Labels  Print ; Jlcat | FirstCost Seling  Close Out 4 TD ClossOut | Sample Contral ||Supp|ier Sample || “iew Repart
E | 10001 §1.20/ $375 7 MAIDS | /52014 1 0 |NoB {001
2 10124 $1.10][ §0.00 7 RISIO0 |/52007 1[0 coco e
4 101245 §0.73 $395 v FUJIZ0 ||52014 1[0 [jcaco o
4 101248 §0.70/ $3.95 7 FUlI20 |[52014 1[0 |[coco 24
2 10125 §0.70/ $3.00 RISTO0 | |52007 1[0 |[coco TS
4 101541 §155 §465| §386 | [V MAIDE | 52014 1[0 |[Fi 1541
4 101550 5145 $465 7 Wats  |s2014] 1] 0 |F =
2 10158 §0.54/ $4.00 CHIDD! ||52007 10512 T
2 10180 §1.07|] $4.50 CHODO1 | [52007 1[0 |[caco T
2 10181 §0.93 $4.00 CHODO |[=2007 1[0 [jcaco T
2 10182 §1.09] $4.50 CcHOOO1 ||52007 1[0 |[coco T
2 10183 .10/ $4.50 RISTO0 | |52007 1[0 |[coco TTE
2 10184 §1.03|[ $4.00 CHODOM |[52007 1[0 [jcaco YT I
Records [0 4| 1 [ ][R]0 4] of 14431

ATS (Available To Sell)

ATS i1s 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

Update Inventory?

ThlS WlndOW Do you want to have the figures updated before running the report?
allOWS y0u tO [ FRENCH [Yact Mo Caricel I

refine your report.

If s0, make sure all entry screens are closed.

. Reset Styles Ignore Cakegories - print selected styles | Sel &l Styles |
Simply turn off the .
. Cateqgories | Gender
CathOI‘ICS and a checkmark to exclude category Remove Al | Remove a checkmark to exclude Gender Remowve All |

[¥| 1 Beach sandals ¥ oz Agqua [ 3-shoes | | M 0-childs ¥ 1 - Infants M 2 - Misses

genders you do not

want to print. V4 - sippers V' 5 - sandals M &-oggers | 7] M 3-Ladies M 4- Gils V' 5 vauths
W 7 - Boots W & - Hikers Mo sport | | M g-kids W 7 _Bays M 5-Mens

M 10- misc ' 11 - warkboots

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. prit Labels | Reset | selau |

i 5 wilm Calors

Begin your selection by clicking on the Reset button on the [ #Labeis Print P cat

form. This will remove the Print request on each style. L [ 4 r[101245

Th 1 f produci label i |+ 101248
ere are several ways of producing your label requirements. 4 wlinicse

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.

Prit Labels | Reset | selau |
Find Style - T os | Colos
T ats
Mo $
[ #Labels Jrint L WV cat
[ 4 r[101245
[4 r[101248
4 ml1n18a4

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
qutmg catalogs is T ——
similar to the ATS T D B | o oe | e e seen| [ cmPol om -
except for using a B s ELI Toms cTm-
R Catalogues ATS - Inventory angusge Englist +-| For Supplier [=] s
dlfferent layout' [[print Latets | [[Feset | [selan | Adifg Comgste | | M;; MBSTD;; 05 7% | | show Supplier Avail Costs e Gus e | By Style 0o pur
Find Style [z] B os | Colors | |show Calors Show All 7
Mo § ATS BY Group Detailed Summary

els  Print ] Jlcst | FrstCost Seling CloseOutd  DEV RELIST WILLED Closeout| Sample Control || Supplier Sample | 'iew Report
If you Only want » ﬂg 10001 $120) %3 :'5 $ v HIATOR sznl‘a 1[0 NlLB 1o0st
certain styles, ) 3 10124 110 $000 RISIDD (32007 1[0 [coco 1012+
ChOOSG them from 4 101245 5073 $3.95 FUJ120 |[s2014 10 [coco 1245
the Fil’ld Style 4 101248 §0.70) $3.95 FUJ20 ||S2014 1/ 0 |coco 1245

. 7 10125 5070/ $3.00 RISIOD (52007 1[0 [coco 1015

drop down list or 4 101541 5155 $485 §3es MAIE |[52014 1[0 ] 1541
put a check mark 4 101550 ¥1.45 $4.65 MAIDG (32014 1o [F 1550
beside the style 2 10158 5024 $400 CHIODT | [52007 1[0 |[gT2 10158
you are look for. 2 10180 §1.07] $450 CHOODT |[S2007 1[0 [coco 10130

7 10181 5093 $4.00 CHOODT | (32007 1[0 [coco o161

2 10182 5100 $450 CHOOD1 |[52007 1[0 [coco o182

7 10183 §1.10/ $4.50 RISIOD (52007 1[0 [coco 10165

2 10184 5103 $400 CHOOD1 |[52007 1[0 [coco o154 I

Record: [14) 4 ([ 1 [k J[M]r+ of 14431
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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.

EE Siyle Activity Detail i ol x|

1075 F2013  CROOOS ¥ | 323642 326 V2
9.895 F2013 . 323642 73 |YX
52014

4 e ||| of 2 Record: M| ¢ | 4 v wifre] of 2 Record: M| ¢ | PR I T R ]
Inventory Details
UFPC Code Shart Style Alter Style PFPk-5z | Sz Name | Case Sz | First Cost Landed Selling
323642FWPUR 15 $5.10 $11.95
323642 Fy 323B42FWEBLK 15 $5.10 $6.69 $11.95
A2k

G 323642HTBLK ] $4.85 $6.36 $9.95

Record: 14 1 A | r el of3

Order Details

Invoice Credits

Order ID | Style ltem Color | Ord Size | Size|Ord Cagl Ord Unit | Cust Pr| Line Total | Cancel ltern | Ord Inv# | Seasor=
» 25097 323642 | 323642-FW-BLK  BLK 326/ Y2 1 15 1185 $179.25 [} [} 42542 F2013
25083 323642 | 323642-FW-BLK  BLK 326/ %2 1 15 11.95 $179.25 O O F2013
26072 323642 | 323642-FW-BLIK  BLK 326/ %2 1 15 11.95 $179.25 O O 42540 F2013
228097 323642 | 323642-FW-BLK.  BLK 32672 1 15 11.95 $179.25 O O F2013
22661 323642 | 323642-FW-BLK.  BLK 326/ Y2 1 15 11.95 $179.25 O O 425932 F2013 +
Recard: 14| [ 1 s wmx[era 4 | _.|J Record: 1] |

Purchase Order Detail
Prod Code | Color: Inven ltem PPk Size Size | Cases | Units LUnit Price PO Canc
Fwy BLK J23642-FW-BLK 326 ¥2 14 210 $5.10 ]
HT BLK 323642-HT-BLK BE JE B5 350 $4.85 O

Record: 14] 4 | 1 k| r]ex| of 2 Recard: 14] | 1 el of 4

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

= Suppliers: Form E'@
Supplier Information Search > Find E ’(‘.opy New ] ’Md New ] ’Showau Suppiiers] ’ Close ]

» SupplierD: | [ InActive [7] Manufacturer Short Name L

Mame
Terms

Address |Z| Discount %
i Currency [+] IfMotCON Gl Acct =
Address 3 Markup If Mot standard Dist Set lz‘
Address 4 Port =
City, Prov PC

Country

[]

Contact Information | Account Activity

Phone

Fax

Bus Mo Fed Tax No Prov Tax No

NoTax [7]

Accounting Contacts Customer Service
Contact 1
Dept
Fhone
Email:

Returns Not Credited
| Return# | TotalAmount: |  Supplier Credit# |
Record:
Record: [E][I] 623 [E] of 623

Inv #

m Curr Deposits Total LY

Supplier Activity

Purch Date | Tot Purchase | Chq/ Ref #

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.

=lolx|

BizMan - Import/Export

EEiIe Edit  “iew [nzert Format  Becords  Tool:  Window Help  Lnhide Columnz.. Compact  Design Yiew Datasheet Wiew = Quick Print a Frint Select

| Placed I Cancelled | | Find PO _3
Purchases &I E Add Graphics | Copy PO baes l—: Mew: PO Close 4'
: N J
PO # | I 3669 Supplier | ! 1 ! j I Season " 52014 I Show POs Supplier

Date | I 21-Jul-13 Contact | Cust # | vI Terms " 'I
Ship Date | | Supplier Tel | custord# | | o shipBy | TBA | ShowPOsfor style|
cancel Date | | Supplier Ema.|| custskuy | | Ifo |  Ghipped Date || | H
PO-ETA: | I | Cust Ship Date | I FOB Port " I
Instructmns | Cust Canc Date | I Tot Cases | Tot Units
PO Comment |

Cust SkU info | Detail Change Yiew Ticketed —

Style | Pr Cd | POCalar | Inven tem Sz Rur|POSiz CazeSz | Cases | Units | Unit Pr § Total PO Brand Packaged | Sample

Mon Tax

Taxable
Other chys
GST

PST

Tatal §
Dep % Dep Pd Deposit §
EIR

Deposits - Payments |

Receive PO |

Receipt ID I
leceipt Datel

I L

4
I Recao

rd: |<|;|| 263 >'|>||>ane of 353

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.
8 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.
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Once you enter the Style No, you will be moved to the Pr(Cd 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 .

CO lor fiel d the ‘ Fle Edt View lnen Fomat Recods Took Window Help  Ushide Colce Compact  DesignView | FomView | DataghestView (§ Quick Print <4 Print Select
’ B Purchases _lol

StYIC,S available Purchases | _ wewpo | P aacrepnics|  comeo ';:;r::iﬁlz Newpo | gee | _Find PO || -
Colors Will appear on Ll 3665 %l _E[ [TAIZHOU ANDHO 0. LTD - ZHEJIANG, CF Season F2013 =]  ShowPos Supplier|

Date 29-May-13 Contact [SHIRLEY Cust# e Terms L
the list Choose the Ship Date 05-5ep-13  Supplier Tel 96 6706472218 CustOrd# S Ship By TBA Show POs for style |
* Cancel Date 15-5ep-13 - Supplier Email | [LIERUN@ZHENUOER Cust SKU # Info Shipped Date | I [

one yOu Want. \ poEra: [ s0sepiz Ref # [ _custshippate | [ nwzons FOB Port W

ions | | Cust Canc Date | 1011613 Tot Cases Tot Units
Comment| | 160 1625

Cust Detail Changs visw

If the purchase IS for Ln Style POColor Inwen kem Sz Rur|POSiz| CaseSz | Cases | Unite | Unit Pr  Total PO Brand Packaged | Sample Mon Tax 879540
+ 1 302088 CR |BLK 302088-CR-BLK P BOS 9 as Ba2 F470 414540 NOB PBJH ! |
- k d d + 2 302089 CR |BRM 302089-CR-BRN =3 EBOB 12 B2 744 JE25 4 BS0O0 NOB PBJH i Taxable 0.00
pre-packaged goods, e
BizMan will retrieve =2
PST

the packaging Total§ [ 879540

. . Dep % DepPd  Deposit §
information and enter [ -
Deposits - Payments

it into the appropriate

fields.

Should you Want tO |Rmm LT e Lvlex] of 25 (Fitteredy
check the size run
package entered, the

=10]x]

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.

BizMan - Import/Export , I IEIILI
Eile Edt ‘iew Inset Fomat Records Tools  Mindow Help  Unhide Columns.. Compact  Designiew | FormView | DatashestView = Quick Print & Print Select
r - —— IIEEEEEEEEE S
BS BrandGraphics- Form = N [=1k3]
Brand Name:l!ﬂ@ PurOrdID:I 3665 Set Graphic |
Alt Logo: Shoe Tag Foot Pad
I gl I gl I i
Loc |R:'|,bmps'|,BIank.bmp Loc IR:'l,bmps'l,BIank.bmp Loc IR:'l,bmps'l,BIank.bmp
Hanger [ Tag 1 - Front Hanger [ Tag 1 - Back PACKAGING Tag 2 - Front Tag 2 - Back
] I I = =l
Loc |R:'|,bmps'|,E\u'A Hanger.brp Loc |R:'|,bmps'|,BIank.bmp Loc |R:'|,bmps'|,BIank.bmp Loc |R:'|,bmps'|,BIank.bmp Loc |R:'|,bmps'|,BIank.bmp

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.

ES Purchase Order Tracking

=101x|

=]

<< Show Cnly

Shaw Al ‘ Yiew Hist

Find PO Il TracklD: 105 Show detail for Container #
»

Record: 14 1 k| x| of

=]
0

Record: 14 1 k| r]r%]| of 11

Al

Show POs By Port: - Containet # | [T CancelCont By Port
TotaliEases Container #| Forvarder | j | Eha?%f By Container
Port anl _—
Takal C Yessel: - Depart Dat
Total Units ,— Report 2 =0t 2o ERRl e Mot Shipped
Total cem: [ 62.04 Tokal Uriks Arrive Port Arrive Date Cantainer _—
958 : : Report Show by ETA
Total CEM Overland ETA Loal Date
Supplier|SHANTOU FREY TNDUSTRY | Supp Cases: 495 Sup Units 5,940 Supp CBIM: EEelis = (RS ‘
[rra#]  Port [ SupplierMame [ HL [ PO# [CustcCd [ ShipDate [ ETA | CustShip | CustCanc [Cases| Utz [ CBM | Container Comment | -]
p |+ 800 FUZHOU | SH&NTOU O 3| R 01-Jan-14| 26-Jan-14 172 2084
FREY
|+ 782 mmcEo TAIZHOU [ 3685 CR | 05-Sep-13 30-8ep-13) 20-Sepd3 150413 160 1626 LCL TLP 9/3FR /20
IHEMUODER MTL 9430
||+ 781 ancpac | PaRT SHOE [ 3666 Fw | 20-Sep-13 150013 26-Sepd3 02-Oct13 296 1776 305 LCLTLP &1 PRSI
QINGDAD MTL 9421
||+ 735 ancpac | PART SHOE [ 3688 Fw | 15.0ct13 08Mov-13) 25-Sepd3  02.O0ct13 236 1356
QINGDAD
||+ 738/sHamGH  maTE ] 15-Mov-13 10-Dec-13 200 2400
Al MANUF ACTURE 1=
| |+ 739sHamGH  maTE O 370] HT [ 1SMay-14 09-lun-14 200 2400
Al MANUF ACTURE
||+ 725 sHamGH | aanGsu [ 3588 CR | 01-Sep13 23.8ep13) 01-Augd3  10-Sep13 36 8R4 3154 LCLTLPOA PROAG
Al JNTECO INTL MTL 9/23
||+ 724 sHamGH  aanGsu [ 3586 Fw | 01-Sep13 23-8ep-13 15 360 LCL TLP 941 PR GM3
Al JNTECO INTL MTL 9/23
||+ 723 sHameH  aanesu [ 3567 CR | 01-Sep-13 238ep13) 15-AUgd3 10-Sep13 164 3168 LCL TLP 941 PR M3
Al JNTECO INTLL MTL 9/23
¥ 721 SHANGH | JIANGSU 0| 3622 Pw | 01-Sep13) 23-Sep-13 57| 1368 LCL TLP 941 PR M3
Al JNTECO INTL MTL 9/23
%] [(aute

ai

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.
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Renaming containers ©)

= Purchase Order Tracking o | ==
Filldpol. EITrack!D: 137  Show detail for Container # ‘1, E|l<<ﬂnwmi[9mﬂ I'Uienrlin
> o : '_ .
Show POs By Port: E Container = 140 TLP 12/24VCR 1/12 MTL 1/29 [] CancfCont By Port
i Container # Forwarder -l - C‘rsmg: | PR
Port ﬁ —_—
Total Cases Vessel: Depart Date e
Total Units Report i [=] Not Shipped
e Total Units . Arrive Port . Arrive Date Container ‘ |,—hy =
Total CBM Overland ETA Loal Date
Supplier: CHOICE INTERNATIONAL INC Suppd == ChgContainer : Form = Deposits - Payments
|Tm ‘I Port ] Supplier Name Change the container number below, then dick on the confirmation button T I Cot »
p|+ 866 NNGBO CHOICE INTERNATIONA 1X40 TP 12/24 VCR /12 ML 1j29 0 TLP 12/24 VCR
P MTL 1729
| |+ 867 nmcBo CHOICE INTERNATIONA 0 TLP 12/24 VCR
P MTL 1729
||+ 52 nmcBo HANCHEN INTERNATIO @ 0TLP 1224 VCR -
TRADE CO P MTL 1729
+ 863 NINGBO HANCHEN INTERNATIO 0 TLP 12/24 VCR
TRADE CO MTL 1/29
||+ @64 nmeBO HANCHEN INTERNATIONAL | | 3746| 24-Dec-13 14-Jan-14 03-Feb-14  18Fepb14 65 1560 1X40 TLP 12/24 VCR =
TRADE CO - 1M2 MTL 1/29
| |+ 865 nmcBo HANCHEN INTERNATIONAL | | 3747| 24-Dec-13 14-Jan-14 60 1440 1X40 TLP 12/24 VCR
TRADE CO = 112 MTL 1/29
| |+ 894 nmeBO HANCHEN INTERNATIONAL | = 3770| 24-Dec-13| 14-Jan-14  15Mar-14  30-Mar-14 17 400 1X40 TLP 12/24 VCR
TRADE CO = 112 MTL 1/29
||+ s0s nmcBo TAZHOU BOYANG SHOES | _ | 3678| 24-Dec-13 14-Jan-14| 01-Feb-14  10-Feb-14 221 1396 1X40 TLP 12/24 VCR
€O, LTD. — 112 MTL 1/29
||+ 806 nmeBO TAZHOU BOYANG SHOES | _ | 3679| 24-Dec-13 14-Jan-14|  01-Mar-14 50 750 1X40 TLP 12/24 VCR
CO., LTD. — 112 MTL 1729
||+ 18 nmeBo TAZHOU BOYANG SHOES | _ | 3694| 24 Dec-13 14-Jan-14| 15Feb-14  20-Feb-14 100 1200 1X40 TLP 12/24 VCR
€O., LTD. = 112 MTL 1/29
[ 1. a7 xaamen JIANGSU SKYRUN WUXICO.. | — | 3682| 15-Dec-13| 08-Jan-14/ 01-Feb-14  10-Feb14 85 1140 1X40 TLP 12/24 VCR o
Record: (1] <[] 1M of 13 (Fitered) ¢ * u ] '
Record: [ ][ €] 3 [ 1]k of 12

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.
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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.

- 396 MINGBO TAlZHOU O 3436 HT #-Dec-12| 04-Feh-13 01-Mar-13 07 -Mar-13 245 2VED 5T A |40 PAMLPRMA 1213
BOY ANG WOR 1HME MTL 1426
Ikem Size Aun  Cazes Uitz CEm Cantairer Caomments SniitPo
39J89-HT-BLK M1 4] TE0 40" PAMLPMA 12731 WCR 1 /
B32408-HT-WwHT | GO 720 40" PARLPRA 1 2031 WCR 1 /
B32409-HT-BLK | GO 720 40" PARLPRA 1 2031 WCR 1 /
B22810-HT-GYP Jo GO a40 40" PANLPMNA 12031 WCR 1"~
Recard: |<|<|| 1k |n|ne| of 4

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

ESl SplitShip : Form _|o| x|

¢ | TraNo:| PO [SupplierID|Ship Date: | Cancel Date: | FOB Port:| PO-ETA: |[Tot C|Tot Unit| Value | Containe
T 396 3436 TAI140 12/31H12 01/26/13 NINGBO 02/04/13 245 2760 15,096.0040' PANL
Iterm: Cases: Units: Unit § Ln Total Caontainer: CEM: |POCaszeS)
b |E22510-HT-GYP 0 540 $5.00 F2 700,00 40° PAMLPMA 12/31 WCR 1416 MTL 1726 9
E32509-HT-BLK B0 720 $5.80 $4,248.00 40' PANLPNA 12/31 WCR 1416 MTL 1/26 12
532505-HT-wWHT G0 720 $5.90 54 24500 40° PAMLPRA 12/31 WCR 146 MTL 1726 12
39J53-HT-BLK 53 780 $5.00 $3,900.00 40' PAMLPRA 12/31 WCR 1HE MTL 1/26 12
|| *
1 |- 679 3436 TAI140 NINGBO
Item: | Cases: | Units: | Unit & | Ln Total | Caontainer: | CBM: |F'OCaseS
I . | | | | | | |
*| lumber)

Record: 4] 4 | 4 b e ]ex]| of 2 | | 2+

Record: |<| 4 || 1Lk | >||m| af 1

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 O.

. reate New Tracking Item
Once completed click on the —=2eteteknaen | 160,
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ES SplitShip : Form

o [=]]

x|

Create New Tracking Item |

Record: 14| « 4 b | vi[vi] of 2

4 | TraMNo: \ PO |SupplierID\Ship Date: | Cancel Date: \ FOB Port: | PO-ETA: \Tot C|Tot Unit:| Value \ Containe
b= 396 3436 TAI140 12/31112 01/26/13 NINGBO 02/04M13 245 2760 15,086.00 40' PANL
ltern, Cases: Units: Unit § Ln Total Container: CBM: |POCases)
4 B0 540 $5.00 $2,700.00 40" PANLPNA 12/31 WCR 1/16 MTL 1/26 9
632508-HT-BLK B0 720 $5.90 $4,248.0040' PANLPNA 12/31 YCR 1116 MTL 1726 12|
*
i 679 3436 TAI140 NINGBO
Itern Cases: Units: Unit § Ln Total Container: CBM: |POCases|
632508-HT-WWHT B0 720 $5.90 $4,248.00 12|
39J69-HT-BLK B5 7B0 $5.00 $3,900.00 12|
*
*| lumber)

Record: 14| ¢ T e | rlea] of 1

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.

B8 Purchase Order Tracking |

=10l %]

Recard: |1| 4 || 1k | bllml of 15 I

Find PO 34382 Trackio: I 63 Show detail For Container # [=| Show Al |
» Container #
Show POs By Port: I vI eI I Change By Park
Caonk #
o S e Tatal Cases I Yessel: I vI Depart: Datel iy Earlamisy | I
Part
Total Units Repart Tatal Unitsl Arrive Port I Arrive Date I 5
[0 Total CBMI Overl, cll ETA Loal Dt I nglt:?rnter poshend I
Total CBM: | 353.02 @zl R e Rl |
‘ SupplieriTF\IZHOU BiOYAMG SHOES CC Supp Cases: I 249 Sup Units I 3,510 Supp CBM:I ‘ Deposits - Payments |
[Trati]  Port [ Supplier Mame [ HL [ PO# [Cust( ShipDate [ ETA [ CustShip | CustCanc [Cases| Unts [ cBM | Container Commert
+  BO3 MINGBO MINGBC FREE O 3501 CR 02-Feb-13 22-Feb-13 04-har-13 24-Mar-13 43 1032 HC PAMALPIMS FEB 2
TRADE ZOME “(CR FEB 20 MTL FEB 25
| + B13 MNGBO MINGBCO FREE O 3512 Py 02-Feb-13 22-Feb-13 5 120 HC PAMALPIMS FEB 2
TRADE ZOME “(CR FEB 20 MTL FEB 25
| + B4 MNGBO MIMNGBC FREE ) -FetTs 5 120 HC PAMALPIMS FEB 2
TRADE I %'CR FEB 20 MTL FEB 24
|+ 679 g TAIZHOU 3436
BOY ARG
» F9E MINGED TAIZHOU O 3436 HT HM-Dec-12) 04-Feh-13 01 -Mar-13 07 -Mar-13 245 ZTE00 575 40 PAMLPMA 12531
/ BOY ANG WCR 1HME MTL 1426
Item Size Bun  Cazes Units CEk Cantainer Comments Shlit PO
B |632509-HT-BLK Wi G0 720 | 40' PARNLPMA 12731 WCR 1
\ 622510-HT-GYF Ja 60 540 40' PANLPMA 12731 WCR 1
L Recard: 14 1 e ri]re] of 2
+ 397 MINGBO TA&Z] HM-Dec-12 04-Feb13 0" PAMLPRA, 120531
BOY ARG WCR 1ME MTL 1026
| BT4 MINGBO TAIZHOU O 3438 HT HM-Dec-12) 04-Feh-13 01 -Mar-13 04-Mar-13 =] 20 40" PAMLPR A 12731
BOY ANG WCR 1HME MTL 1026
| 393 MINGBO TAIZHOU 3438 HT 28-Jan-13  23-Feb-13 01 -Mar-13 07 -Mar-13 1] 20 HC PANMALPIMA JAN 25
Record: I<| 4 II 27 [§EE | N|N*| of 130
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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.

S _io)x
¥ supplierin: [BEE | [ameousevans swoms ey obx Part; [HINGED Show Container: | =] Emasls Rt
Totals==> Total Yalue Sugg Deposit § Cep $ Paid  Bal After Dep Paid Amt Ealance Owing Deposit Detail |
[ s5,983.00 [ 1063880 [ 7oe7s0 [ 25,3755 = 0.00
| PO [ Walue [Dep%| Dep$ [DepM[ DepDate | Dep$Pd [Bal Afler DefBal Pd| PdDate | PdAmt | Owing [ Ship Date | Cancel|C
b+ 3438 306000 0% SiE00 10/23/12 915.00  2,142.00 04-Feb-13 | 2,142.00 000 28Jan13 O | f
|+ 3s8 218000 30%  cen00 102372 B4800 151200 04Feb13 | 151200 000 02Feb3 O b
D EERE 000 0% 0.00 10/2312 | 298500 -2986.00 11-Jan-13 | -2,888.00 0.00 )
B EE 000 30% 0.00 10423412 3F7E0 -337.A0 11-Jan-13 | -337.50 0.00
" |®| 3473 732000 30% 219500 10/23/12 | 219600 512400 | D4-Feb-13 | 5,124.00 0000 02-Feb13 O f
|+ w07 27000 0% 800 O 2790.00 | 04Feb13 | 2790.00 000 02Febi3 O f
|« 3515 @Ffs00  30%  2EI2E0 O 5 775.00 | D4-Feb-13 | 8775.00 000 28-Jan13 O I |
|+ /28 1pSEO0 30% 0 49680 O 1,656.00 | D4Feb-13 | 1,556.00 000 28Jan13 O il
|« 885 545000 0% 164700 O 5,450.00 | 04-Feb13 | 5,490.00 000 02Feb13 O b
|+ 36 421200 30% 126360 0O 4212.00 04Feb13 | 421200 000 28dan13 O E

Record: H| g || 1)k | >||>3'E| of 1 (Filtered)

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 U 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. Hoyedwankto Upcale SUSLeMmeraACtiviy?

If you are open the screen for accounting purposes o Coneel_|

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.

3| Customer Master EI

» AcctD Contact: e — IR @
Office Tel e
Acct Name Long Dist || g
Accts Pay: ; jictznClment Find Cust # E (:)
2 Save
Cust Prod Code Short Name Office Fax: E

Email [ Email Corr

Biling In fUFITIﬁﬁUI'Ii Ship To Locations | Account Achity | I No 10 Envelope |

[ Show Customer Margins ‘

Address Legal Name h
Address et O l Show Customer Docs |
Address Inactive [ =
nactive [C] Show Pay Detail> [=]
Address
Rebate 1 Value: %o
Ci PriState Dantalrnda
fy E| = i Rebate2 Value: %
|Z| Rebate3 Value: £
Country
Customer Notes
Lang |Z| Blank for English Since | 26-Dec-13 ; Note Date E[it.i-c-f?l m
26-Dec-13 1 ESurkes
Type =] Terms N30[ |
o Pay Method | Check[=] | Note |
Our Vendor No Cr Limit 5,000
Auto Cr [T
Acet Mgr 1: = it ;[
i OnHeld [
cc Mar 2: IE‘ Ticketed [
chenn El c Blank for
ip Via urr
Cen Record: [E i @
Memo
Purchasing Contact
— Name
Fed TaxExemp [] Prov Tax Exemp [ Tel: Fax:
Cellular: Pager:
Email:

Record: [I4][4] 1278 [ b |[pL]*] of 1278
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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.
""?‘ Acct D oS Short hame li

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

Acct Mame |

pop it into the Acct ID field.
£ AcctiD [ ROSO01  Short Name |7

Once you leave the field any text typed will be ot Name

automatically converted to UPPER CASE characters, fewRen st |

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.

=181XI| The Show Customer Docs button will open a datasheet list of

Sales / Credits = . . . .
Double Click to view document all the current invoices/credit notes the system has on file for
Inu # Date Before Taxes them

IR =

| seser  [11-Fena3 [ s7szeo

[ 38988 | 1Feb-13 | 957947 Double clicking on the document number will open it on screen,

I o I Lo s I T ready for printing, emailing or faxing. You will notice a window
-Feh- d

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

[ 8502 [31Dec12 | §4338 information.

| 3mees  [19-Mov-12 | 180845

| &+e7 08-Mov-12 || 21345

[ zs0e  [o4-oct1z [ 338803

| smast [2r-sepz [ s4014m

I 2857 2?-88;3-12 I F290 84 Contact|MARCEL CROTEAU-AP- JEAN Tel [450-756-1221 Fax |450-756-6141 Email E

| ag3sa |2?-Sep-12 | pa01.43 : ' ' ' : ' :

R I??—Sep—‘l? | $401.49

| 38355 | 27-Sep12 | $26765

| 3273 [21-8ep12 | $1,09272 Footw ear Imports 2001 Inc.

| 3mevd | 21-Sep12 | $409.77 G7aleey S Lo, 00 FAT 11 e ? | 38990

| a8ers  [21-Sep12 | §ip0S202 4 o o -

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.

Show Customer Docs

If you are searching for payment information abouta Pay Detaib
ga0z -$43.95

particular invoice or credit note, choose it from the
38666 | $1,508.45

Show Payment Detail > button. BE7 421345
30506 388,05

38351 $401.49
38352 | $290.84
38353 | $401.49
38354 $401.49

The following window will appear showing the
| PaymentlD | PayDate | PayCustho PayRefllo

AT 1211312 CRO0S 35115995 | payment details about the requested document

Record: |<|1| ] DIPIID!I of 2
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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.

JRETEY
’ Acct D | DAVION | Short Mame [ROSREE BRI Corttact: | WAEHE AN WSRO Add Mew Customer | Q\l - |
Orffice Tel: | 6 585 3 Ram oo Long Dist ¥
Acct Mame Immﬂ. Office Fax: | MA0CR B SRR X XK XK X Ervelope | Cust# _E[
Mew From Current I Emil
Billing Infarmation I Ship To Locations  Account Activity I Show Customer Docs |
- CURRENT YEAR - - LAST YEAR - Taxed AvgPay Open Show Pay Detail> I 'I
Sales Largest Sale Sales Largest Sale | Values Days Orders
$79,374.30 94,450.50 $102,046.11 $3,723.30 E I 73 94,337.00 1 |>
@ I P s Current 30-60 60-90 90+ Balance
| $6,158.71 |$10,328.65 | $5,485.70 | [ $21,574.08
Aged AR

lnv# | Date | DueDate |OS-Days| Curent | 3060 | 6080 | 90+ | Bal
| M| 38703 14-Dec-12  12-Feb-13 70 $3,133.89 $3,133.89
| | 38712 O4-Jan-13 | 05-Mar13 49 §4,370.05 §4,370.05
| | 38717 0%-Jan13  10-Mar-13 44 §3.413.82 §3,413.82
| | 38792 15-Jan13  16-Mar-13 38 §3,452.21 §3,452.21
| | 38827 23-Jan13 | 24-Mar-13 30 §2,707.50 §2,707.50

39052 14-Feb-13 | 15-Apr-13 g §3,720.43 §3,720.43
Record: |1| £l | 1 |b||>ale| of 6

Record: I<| 4 || 415 _+ | Hl’*l of 1260

When you double click on the Open Order field, a list will open showing all the unshipped
orders for the customer.
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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 &=l Order - Order - Order - Order - Order - Order - Order - Order- Order - Oider

o, . . Order Summary

position will be the Cust SR S —

fi - o — —
# field, ready to receive a e

Cust Catalogs
new order. Begin typing | |[ _ ["®" el O — .

Discount | Taxahle |GSTHST

Sale

Working

Ored ¥R

[E ord Cancelled - Reason

~]

- Cust#_:[ lea>|— o sheve [ o] Dist Ord B splc On
the customer’s code until 5 — I@;

Terms Cancel Date
the one you Want Office Tel ’—E ! Ship Tel: |_|_L order Note |

appears. All the m e Py retwtnt B s B
customer’s pertinent e S e e rlbl—‘d --
information will be I
placed in their

corresponding spots.

Pick Slip | Print Multiple PLs |

order Conf | Unprinted PLs |

Once you have set the | |
Combined orders for Style

y
Customer code, the g
program Wlll move SR Ll g | Hew Order | Ords Hot Shipped

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.

=5 Order Review - Order Review - Order Review - Order Review - Order Review - Order Review = |[=

Order Summary If the order is for:
Discount | Taxable |GSTHST Return Purchased Styles Find Order # . .
| Future delivery, click on the
7 Order Date Based On Ord _| Stock  PrCode Ord Season 52014 Ord YR CFOSE Post h
25778 | 9262013 largisge | Rep DB <] Ren2 " e Post button.
Cust# HIDID  [~] Ue> il B =i B PO#  |BERNADETTE Dist Ord [ ] [ sphtord
HIDDEN JEWEL (THE) HIDDEN JEWEL (THE) o 3 D
PO BOX 98 DURHAM STREET P.0. BOX 9 DURHAM STREET g e [ N e 14l . . .
PUGWASH NS| | BOKAO | Fucw (s [sis D e Immediate delivery, click on
OfficeTel: | 9022432563 Ship Tel: Order Note R . ?
P —— —— 3 the Pick Slip button to create
N7 imftem | Units] Cust Pr| Line Total [ Cancel] Note | Del# | v [BO U[Cancal B 2 *20eAd e e . . .
1 122261FWASS 20 5350 58400 | ol # & the plelng Sllp. The program
| 2 151215FWaAsS 12| $295 $3540 | D;tv:"s“’;hwgd = . .
[] swmsrmcn 2 oss s g will automatically create the
|| 4 to1225FWGRY 12 5488 55040 [ | .
| | s 13700FwoRG 15 $695 $89.25 | prlnted Copy
| | .
6 531722FWBLU 15 s408 $7425 [ S
O ] |
i Pick Ship Print Multipie PLs ]
[ Order Cont | Unprinted PLs
| Combined Orders for Style
TS prer—
Record: (][ 4] 7 Al of 7 | heworder Ords Not Shipped
Record: [14)[4]] 11 [k (M ¥ ] of 1253 (Filtered)

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 (s )

B= Distribution Order Breakdown = IEIlLI

(cust 10: [HaR.100 Unis: | 1230 Unks Disrbuted [ Balzc;r!m: G) Reset Form | Pt sunmary | dose |
Item [ Units [ Cases| OrdCustPr |  LineTat Ship Name | City | Prov [Ship IC[Create O] Ord Mo 2
|.£ |BEN77-HT-CGR 1212 T ES 135,00 HART'S STORES | LABRADOR CITY NF |17 O
R = | |HARTS STORES|YARMOUTH NS 22 O
B HART'S STORES | YARMOUTH MS 2 O @
| |HART'S STORES | ST. BASILE NE 23 O
[ |HART'S STORES || SUSSEX NE 32 O
| |HART'S STORES || MIRACKICH! NE 36 O
¥ |[HART'S STORES | GRAND FALLSM NF |37 O
| |HART'S STORES | SHELBURNE MS 58 O
| |HART'S STORES | PORT HWAKESBINS |59 O
| |HART'S STORES | BAYROBERTS |NF 62 O
| |HART'S STORES | PORT-AUX BASGQ NF 63 O
| |HART'S STORES | LEWISPORTE NE B4 O
| |HART'S STORES | CARBONEAR MNE 65 &
| |HART'S STORES || STEPHENVILLE NF |71 O
| |HART'S STORES | GASFE Qc 18 O
| |HART'S STORES | BUCKINGHAM Qac 19 O
| |HART'S STORES | MANWAK] Qc 40 O
| |HART'S STORES || STE-ANNE-DES-hQC 47 O
Record: 14| ¢ | 1 v [rir] of 3 Record: 1|« |[" 7 v [oi]ee] of 27 _\ -

©

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 O when you have finished

the split.

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

EE Packing - Delivery Slip Individual

Delive a BL # Bills of Lading

Number) 02/23/13

Inw Itern Cases | Units | Cust Price | Line Total MNote

Record: 14] « 1 2 |rfee]of 1
Record: 4] « 1333 _ | v [o+] of 1483 (Filterad)

=10] x|

Delivery Value: Delivery Chyg

Packing Slip

1 ') shipLabels

%

If items are not shipped select the item and deleted from the detail portion of the window.
p|43354-07-WHT

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.

. 43354-09-WHT

43354-06-WHT

43354-08-WHT
43354-09-WHT

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.
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Bills of Lading

Once the packing slip and shipping labels are produce and you are ready for the bill of
ladmg, simply click on the Bill of Ladlng button.

- Bills of Lading Find PL
MBS ShipBLDetails : Form .

Dell\mry Slip Summary

Find BLs for> = Show BLs Far=

Shaw only

=0l x|

Marifests | Prink | I Printed

Resnove A | Geiectay | Shinhame: [

B | BLAcctD: Local BL # Skids # Cartons Weight {LBS)  Local Delivery  Transport Master BL #  Double dlick ko add
[erates o] monen|[ e | [ 1 [ free -l Ef[IIEoentect
Shipaddress: | ShipCityPreve: [

[ Delivery ID] Add [ AcctID [ Delivery Date [# Skids [# Cases| Local BL]  Dellnvio: [ PickUp BL

I |PHE

1] 12047 U 01-Sep-13
] 12831 O 02-0ct-13
#| utoMumber)

31

el

42915
43185

| prg) Reserd: 1 Al 7 o | vi[ew] of 2(Filtered)

|| PHA01-08-TAN 0 1 $67.50

T rd: ||— vi|v] of 16
ard u| |— ve| of 4710

$67.50

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.

Delivery Slip Summary

FindBLsfor> | | Shiw BLs Forz

Show orly

BL# - Bills of Lading

Manifests

HEE|

Find PL

[_[o]x]

e Frinted

p| BLAcCID:

12831
utoMumber)

[ |PHB
PHE
PHE
[ |PHE
PHE
PHE
[ |PHB

B BLWarning : Form

ADD BL
Rermoy
The last BAL for this customer is on screen.
| Delivery ID | If you do not want to add to this Bill of Lading and want to start a new one
12042 click on the Add BL bution.

(e BL#  Double clck bo add
ﬂ to Manifest

VProv:

PickUp BL

| PHg ) Reeort: 1 a1 T _+ | viv#] of 1 (Filtered)

] PHEm 0B-TAN ] 1 $67.50

Record: 14 | rirw] of 18
Record; 1t v4719

$67.50
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Shipping Manifests

Record: 4] 1] 1 _b | wilre| of 3 (Filtered)
Record: 1| « | [T ]

Il x|
g Trans Ship Date # of Ordere Bl of Lading # Total Skids Total Cartons  Print Find BL [ |
[pco S o o [ 3 [ seoe ooy | [ [ T et
shaworky [ o] ShowPO# [ | Remove sl | selestan | Refresh |
Delivery Il Acct D |Ship Loc|# Skids|# Cases |Local BL| PickUp BL| Add |ACCTPr ShipVia:
*] 12834 RIF100 02 | 2 745 | RF NAEEM
12835 RIF100 10 | 2 745 | RF NAEEM |
~ 11862ROS100 | 1186 O MR NAEEM
toNumber) I | | [

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

party manifest.
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Invoicing

Invoicing shipped

. . ES INVOICE - INVOICE - INVOICE - INVOICE =lol =]
Orders IS a Slmple 4 Issue Credit Note m ?hnw e Fnrj I RIS =] Cash Sale | Close |
pl’OCCSS Of Cntel’il’lg the Invaice # I 39065 asoipfie [ 23-Feb-3 J e Datel Order # Sales Rep - Order #
Order number that was il — 7 e [ @ | =l —
Shipped' I // I ‘ (Ij:ncelled E l— Batch Invoices |
EEEETH Hew Invoice
) / I_ I \ I I PO I Preview
There are times when cortact [ Torms Kl
1 1 it Language l— ml
shipments are received, \ cuneney [
= 5 Taob Cases  Tok Uniks
but not landed and you - Misc Cd: [ GL Acct: | ltem # [ Unif [ Selling Price] Line T;tglul BO |Cc| InuP? l— I—

must invoice, when that
happens you can turn
off the inventory
warning feature by
putting a checkmark in
the field.

If your Order Entry N

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 hav

€

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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Contact LINDA BOWER #221 ACCTS PA} Tel 519-743-1569

Fax: |519-743-2165

Email Ibower@factorySoe ca

Check to see how many

invoices have to be emailed.
Footwear Imports 2001 Inc.

378 Isabey, St. Laurent, QC HAT 1W1
Phone: (514) 3848670 Fax (514) 3843880

Right mouse button click
and choose Print from pop-

— = ==

INVOICE / FACTURE

# Facture
_

13-Dec13

\Invoice To / Facturer a

Ship To / Livrer a

up menu. Set the printer to
your pdf printer. If there is

FACTORY SHOES *
ADIV.OF SHOES RUSLTD
686 VICTORIA ST. NORTH
KITCHENER, ON N2H 5G1

FACTORY SHOES
2640 SOUTH MERIDAN WAY
MISSISSAUGA, ON L5J 2M4

more than 1 page, choose

the Pages option, then set T e s lom] tmmr | e I
the page # in the From and T e Sl Lo
. PH167-10-TAN Stampeds 8" safety boot with bumper 1 1 [ m| 53025 $3025
To fields.
Finally click on the OK
button. In a few seconds the
Save As dialog box will

open. Save the file to your

= jlt ’ |

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

Return Authorization [
» RA¥ 1003 | AsOfDate nv# | | canceled [ ]
Cust | R | StpFrom | [« ShipTo | [x] toc| [=]
[ | | Name [Footwear Imports 2001 Inc. |
‘ ‘ Ship To Add 378 Isabey ‘
[ H:l [ | LT | City, Prov PC[St. Laurent llac |[HaT 1wt ]
L | \ \
Contact: | | rel: ]
Return / Credit Reason: | | TotalCoses [ | sova [ [=
[ [ Product ID | Style [Units:]  Price: | RALineTotal: Return Yokie
» $0.00 [
iPreview;
e
Record: [I4] 4 | 1 [ i)y of 1
Record: [ 4] 3 [ JRI]#) of 3

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

= Accounting

[ @] =

Accounting

Inventory General Ledger Recelvables Payables
Enquw General Ledger Customers | Suppliers Staff

| Adjusiments | | Journal Entries | Record Receipts ‘ | Make Payments | |Commi55iunRates|

| Receive POs | | Recurring Entries | | Invoices ‘ | Post AP Invoices |

| Set Landed Costs | | Bank Transfers | | Cust Credit Motes ‘ | Supplier Returns |

| Bank Rec | | Cust Debit Memos ‘

Archive

Styles. GL Entries Cust Orders [ Del Slips Purchase Orders
Inventory Adjustments Bank Deposits Invoices / Credit Notes AP Invoices
Journal Entries Cash Receipts Cash Disbursements

Inventory Modules

Enquiry
suppies

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.

PI’Od UCt Llne Category | BEACH SANDALS By SUpD\igrlm[ Clear all .
Show all = ‘ £ | Seasan Yearm [Pt
Categories . : > = :
Style Nar InvStyle I Description [Discont] Recurr | Supplier [ Supplier Style [ Season: [First Cod] Landed [ Selling | CloseOuiPr -
W L 17665 1766S-FW-ASS BOY'S BEACH SanDaL O [m] FLUIAN INT'L. TRADE & INVESTMT SYO9PEOZE 52010 §0.458 §0.67 §2.495 j
CLIOES | (12091 12001-FW-ABS  MISSES'BEACH 8aND, O HIAMEMN AEA TRADIMNG CO., LTD. ML262 52012 §1.35 §213  §3.80 $2.95
SLIPPERS _19195 19195-FW-ASS MEN'S BEACH SanDal O O FUJIAN MINGLOMG BHOES CO, LTD 52011 §1.80 172 §595
SANDALS L 13081 13091-FW-BLIK LADIES' BEACH SaND: OO HIAMEMN AEA TRADIMNG CO., LTD. ML262 52012 §1.46  §2.41 $4.04 $2.95
JOGGERS | (10091 10091-FW-BLK  CHILD'S BEACH SaND OO HIAMEMN AEA TRADIMNG CO., LTD. 52014 §1.200 §1.81 347
BOOTS 19270 19270-FW-ASS  MEN'S BEACH 5amnDal O [} FLUIAN ULTRASOMIC SHOES GO LTD 52008 $1.700 §282  §6.00
HIKERS : 13314 13315-PW-WHT | LADIES'BEACH SanDy O O FLLIARN MINGLOMNG SHOES CO., LTD mML242 52008 $213  §3.26  §6.00 $3.00
SPORT 13352 133582-FW-ASS LADIES' BEACH SanDy O ] FLUIAN INT'L. TRADE & INVESTMT 52009 §0.40  §0.60  §3.00
MOWELTVMISC. ™149370  19370-FW-ASS  MEN'S BEACH SANDAL I O SENMAXMAMEN GO, LTD 52009 §240 5345 §10.00
WORKBOOTS | 13538 13538-FWW-ASS LADIES' BEACH SaNDy O [m} FLUIAN INT'L. TRADE & INVESTMT 525-330R 52009 $118 $1.72 475
: 132091 13097-Fi-TAL LADIES' BEACH SanDy O HIAMEM ABA TRADING CO. LTD. ML262 52012 $1.46 2.4 $4.04 $2.95
13591 13591-FW-ASS  LADIES'BEACH SanDy OO ] SKYTEAM INTERMATIOMAL LTD. 2085KY514 52009 $3.00 o000 850
_19505 19605-FiW-ASS WEN'S BEACH SanDal O O SUMNRISE TRADING GO, LTD 5071026 52009 §219 316 §7.50
: 19618 1961 8-Fi-BLIK WEMN'S BEACH SaMDal O ] FLUIAN MINGLOMG SHOES CO., LTD MLS20 52009 $2.55 §3.88 %675
12379 12379-FW-BLL  MISSES'BEACH sanD, O CHAQZHOU JINSHAN SHOES INT CO C2380-47 52012 J280 §283  $6.00
_12379 12378-PW-CLR  MISSES'BEACH 8AND, [ CHADFHOU JINSHAN SHOES INT CO C2380-47 52012 §250 283  §6.00
: 17867 1T867-Fi-BLIK BOY'S BEACH SanDaL O m} FLUIAN INT'L. TRADE & INVESTMT SY09-PEOZE 52011 §0.000  §0.00  §2.80
13816 13816-FW-BLK  LADIES'BEACH SanDy OO FLUIAN INT'L. TRADE & INVESTMT 5092251 52012 §1.60 §0.00  §7.50 $2.95
| 19818 1981 8-FW-BLK MEN'S BEACH SanDal O O FUJIAN INT'L. TRADE & INVESTMT 5081123 52011 §1.10 000 §7.00
: 19823 19823-FW-BLK WEM'S BEACH SaMDAL O [m] HUNTER FOOTWEAR LIMITED LLT1010-8 52011 $1.82 §0.00 %5495
| [19828 18825-FW-BLK  MEM'S BEACH 8aMDAL OO ] HUNTER FOOTWEAR LIMITED LLT1010 52011 §2.02 §0.00 $6.50
12846 12846-FW-ASS  MISSES'BEACH sanD, O [} FLUIAN IMT'L. TRADE & INVESTMT DE509-PE-017 | 52011 043 000 245
: 12847 12847-FWW-ASS MISSES' BEACH SakD, O O FLUIARN INT'L. TRADE & INVESTMT SY09-PE-062 52011 $0.46 §0.00 §2.45
L 13849 13849-FW-ASS LADIES' BEACH SanDy O ] FLUIAN INT'L. TRADE & INVESTMT SY-9438 52011 $0.46 §0.00 §2.85
13850 13050-FW-ASS  LADIES'BEACH SanDy O m} FLUIAN IMNT'L. TRADE & INVESTMT TF-4503 52011 §0.48  F000  $2.85
| 13851 13851-FWW-ASS LADIES' BEACH SaND: O [m} FLUIAN INT'L. TRADE & INVESTMT JY08-0295 52011 $1.25 §0.00 %575 B
Rec“o;‘dﬁr;I_r Soc T s = ’x of 531 PR T = (] e AR AT TOAn I A AR oA Tran oacna oanaa Pt o an P

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.
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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

» T Y T —— mags: i . [Newds

e s | bapes 7

| [Let ] [(Gose | Eeniryoone

Date: 12/17/2013 Reference sample adj

Add a reason for the adjustment.

Enter the style number involved.

Record: (4] 4] 3 [ []r %] of 3

| Recorc: ()A€ (B of 106

IvAdExpc | Note: minus sign (-) before quantity to remove the quantity from inventory
tem | Units [RetTo Sto( First Cost | Landed | Sell Price | Note If yOll want to reduce the
iotetrwoass i S22 22 sam 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.

" B (=] 5]
E Receive Container # | g

» 40" HC PANALPINA 6/24 VAN 7§10 MTL 7/20 =l
Container # I TS .

Date 40'HC TLP 7f28 PR 6/9 MTL 8/19
40" HC TLP 7/9 VAN 7/28 MTL 87

PO# 40' PANALPINA 7/14 MTL 8/5
40' TLP 6/26 YAM 7/16 MTL 7/26

40' TLP 7/27 PR /8 MTL 5/18

[ Receipt Date |

| [PORecei| Total § Outiav] Supplier |

Record: 1| | - || R PR
Record: 14 4 73 ] of 73

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.

JoMumber)
¥ eceiv
Container # The following Purchase Orders are in this container
Enter the supplier invoice inforrmation on the right |
| [PORecei] Total $ Outlay| Supplier | P then write off any 50 balances
» Wihen done click on the OIK button to receive the
yoods. Adjust guantites in the next screen

E

values by Supplier

Add ko AP

Invoice No_Date Rec'd

Supplier I Tokal §

TAIDOL | 18,269.40 [

I
[ Tanias | 8,376.00]] I

RECEIVE GOODS Close nat Received |

WENISD | 6,442.00 |
Furchase Orders ~ Recspt1D: - Supplier ID [ T sz |
3556 [wensn et
3606 [TAToo:
3607 [TATo0T
3608 [TAI001 _'I
3609 [TAI001
3614 [TAIO01
3626 [FHE1Z0 Supplier AP Info  Clsar 0Bal
[ w7 [EHE1Z0
3631 [Ta1t4s Supplier Ref # $Owing  Pay
3632 RIS W[ [Tal0T  [TTIS040%008 [-10,915.92 |
[rewal [reoseoiz | 23063+ I
Eall I T E

4
Record: 4] « 74 o |mlre] of 74

/uta\ ap [ -13,222.26 | %

If the Total AP value is 0, simply click on the Clear (0 Balance button.
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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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\VY er i ; Y
hen all Suppller 1Invoices 106 Receive Container# | ‘40‘ HC TLP 7/3 VAN 7/28 MTL 87 &
and writes offs are done, click |['T_cowinerr | pommsammzmmms: .
[PORecel] Total $ Outlay [ Supplier |  PO# [ ReceiptDate | Container =
On the RECEIVE GOODS b |- 2654 208.80 QIN10§ 36563 27-Jul-13  40'HC TLP 7/9 VAN 7128 MTL 877
M [ [ PoD ] Item [ Unit Pr [ $Total | ExpUnits| CSRecd | UnitsRecd [ B0 [BO Cancel]
button. The PO RecelVed | JJ 3653 |433369-FW-BLU 5145 208.80 144 3 144 o
. . . > 655 244860 CHI001 3654 27-Jul-13  40'HC TLP 7/9 VAN 7128 MTL 817
WlndOW Wlll Open ShOWH’]g // [TPoD | tam [ UnitPr | % Total | Ewp Units| CS Recd | UnitsRecd | BO |BO Gancel
o L { 3654 491082-MR-BLK $2.44 1171.20 480 40 480 O
1 ™ | 3654 451448-MR-CCR_ $2.34 1423.20 480 40 480 o
the detall Of eaCh purChase - 2656 1,188.00 QIN120 3652 27-Jul-13  40'HC TLP 7/9 VAN 7128 MTL 877
. [ [PoD ] ltem [ Unit Pr [ $Total | ExpUnits| CSRecd | Units Recd [ B0 B0 Cancel]
Order, Adjust any Of the 'i\ | | [ 3658 33431 MR-ASS 1,96 715500 500 o B0 m)
N |- 2657 4,418.88 CHI001 3579 27-Jul-13  40'HC TLP 7/9 VAN 7128 MTL 8i7
tt h d 1 1 NN FOID | It [ UnitPr | $Total | Exp Units| CSRecd | UnitsRecd | BO ]8O Cancel
erm il T otal Hp Units B nits Kec ance
quan 1 1es’ when One’ Slmp y \ 3579481445 CR-BLIK $2.34 1,347 .84 576 24 576 ]
. \ 3579 |491445-CR-CGR 5234 2,134.08 912 ] 912 o
CIOSC the WlndOW, S 3579 491082-CR-BLK 5244 935.95 34 16 34 m|
658 1,088.64 CHI001 3580 27-Jul-13 40'HC TLP 719 VAN 7128 MTL 877
POID | Item [ Urit Pr [ $Total | ExpUnits| CS Recd | Units Recd | BO  |BO Cancel
3580 491445-FW-ASS 5234 561.60 240 10 240 O
3560 491082-FW-BLK 5244 527.04 216 ] 216 O
[ 1 ~zca Anadan  ARIANS acaa N7 _La42 AR LIS T1 D TH AR 700 BT 077 =l
Record: 14 [ 1 s lvis]oris
Recerd: 4] <[] 10 > [si[s=] of 72
Setting Landed Costs

The last container received that % I=1F1]
has not been landed will be TrackiD: [ 106 redconaoer [ 1N

Agt Comm Cust Disc Exchange

If you want them changed —— —————
permanently double click on the s

Pricing Factor

visible on screen. The default Container: [ 40" HC TLP 7/9 VAN 7/28 MIL 8/7 C costnga g [z 10
agent CommlsSIOn, Customer ReceiptDate: TatalUnits [ 20,116 Refresh Factars
1 Curr Value
discounts and exchange are ot [ — e
preset. (1) Dty [ ] | o |
Forwarder | j | l_ | |
Curmp Agent | j | l_ | 0.00 |
If you decide the factors are selagent  [anGioo o | [ | | Set Landed
incorrect change them. o : :
rokerage . )
Biank Chgs [ ] [ P"rlllte%::srttmg
Insurance: l_ | |
| [
| |

53,373.24 53,640.11 | 1.01
< . SHIPMENT DETAILS - - - -

fleld you want to Change‘ It Wlll PO | Item | Case | Units [ FOB | ltemTotal | Landed: -

Open the Company lnformatlon | | 3579 491082-CR-BLK 16 384 b2.44 $936.96 0.00

| | 3579 431448-CR-BLK 24 576 $2.34 §1,347.84 0.00

screen where these factors are | | 3579/ 491448-CR-CGR s 912 5234 213408 0.00

| | 3580 491082-Fw-BLK ] 216 $2.44 $527.04 0.00

stored. | | 3580 491443-FW-ASS 10 240 §2.34 $561.60 0.00

| | 3593 433369-CR-BLU 31 744 §1.45 §1,.076.80 0.00

| | 3597 423433-CR-ASS 13 456 $2.71 §1235.76 0.00

. . 3597 431343-CR-BLK 31 744 §1.95 §1,450.80 0.00

To land the gOOdS’ Slmply mput | | 3597 433430-CR-ASS 2 523 $4.39 $2317.92 0.00

: : : 3597 433435-CR-ASS 2 523 $1.95 §1,029.60 0.00

the information needed (Suppher || 3597 444314-CRBLK 78 936 $3.17 $2,967.12 0.00

and lnvoice amount for each | | 3557 444314-CR-FUS a9 1,068 §3.17 $3,385.56 0.00

. ] || 3598 423439-FWiASS P GO0 $2.71 §1,626.00 0.00

costing fac‘[ory) the click on the || 3898 433430-FW-ASS 2 B00 $4.39 $2,534.00 0.00
|| 3595 433431-FWASS 5 120 §1.98 $237.60 ool |

Set Landed Costs button. i R =52 222 SEFRst 202

Record: 14 4 A0k | w1 |ex]| of 7T

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.
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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

=3 RecurAlarm : Form

date and then calculate the new next run date.

Either choice will open the

main Recurring Entry screen

Reaur Ent #

»

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.

»
Run Date
Schedule
Next Run

Description

MONTHLY DEPRECIATIONS

Amount

Post
DEPREC

GL Acct NAME: DB § CRS

Auto Reverse

Details - Double click on Acct # or Name for Account Selection

[E=0[E=R =)
The Recurring entries below have not been run this month.
Please run or set new target date(s)
Do not remind me again today
DESC Mext Run Date
»| [MONTHLY DEPRECIATIONS 15-Jan-14 | View/Post | [ ‘Modify: ]
Record: 14| 1 IE of 1
=21 Recurring Journal Entries EI (=l - 23
Recurring Entries Run Entry >> x| [ dose |
N Year bo14) Period 7 Reverse

COMMENT:

Acc. Dep. - Office Furnitun
Acc. Dep. - Equipment
Acc. Dep. - Computers & |
Acc. Dep. - Software

Acc. Dep. - Moulds
Depreciation Expenses

54073
$294.63
$89.08
$354.38
$9.25

18-Dec-13] ]
MoNTH  [+]
15-Jan-14

5788.07

0.00

Record: |E| 1 \I||E|E of 1 (Filtered)
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Journal Entries
Begin your journal entry by giving it a description.

Record: (1) 4 ][ T (2 J]0H] of 427

If you do not know the
e N o account number, you can
1010 | Cash - TD Bank CAD$ 533,462.00 .
= e oy either choose from the drop
5 down list or double click to
Amount .
access the search window.
Yer
Period

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 O.

Bank Transfers

[ 3 okanst Form.
Bank Transfers

FROM Bank |Cash - TD Bank CADS
TO Bank |Cash -TD Bank Us$
Conversion |D|fFeren:e of Exchange

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.
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Bank Reconciliations

-=| BankRecPeriod : Form = @
Please confirm timeline, then choose your bank
[ 7o (W vear [N Period |
=

12;31f2013E| | 2014 |Z| i |Z|

Choose your Bank

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.

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.

=] BankRec : Form

=fe] =

Choose your Bank: (]

Acct: 1010 Cash - TD Bank CAD$

‘ Transfers | ‘ Recurring Enlries‘ ‘ Journal Entries. ‘ ‘ Print | | Close |

Statement Bal | $25,228.69) Book Balance 174,736.20, | Show Aemmmtmficiest
05 Depesits $28,660.09
et $0.00 BEE Cldnes -46,587.35 Post Bank Charges |
05 Disbursements $5,282.55 Out of Balance §
it -$1,851.15 Seresdens 12814885 |NINONNNN
= - DISBURSEMENTS - | - CASH RECEIPTS - BANK TRANSFERS - | - JOURNAL ENTRIES -
CASH RECEIPTS BANK TRANSFERS
| Date: [ STotal [ Cleared Entry#| Date | Entry Amt | Cleared
» [+ 12/202013  $956.96 [p[ 3944 12/2/2013 2129400
||+ 12202013 527,253 13 | | 3912102013 -2,026.00 [
— | | 3958 12/20/2013 -33.46200
+ 12/202013  $450.00
Total: 28,660.09
Record: [14] 1 1] of 1 (Fitered)

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.

CASH RECEIPTS

Dat § Total Cleared

12/2/2013] $600.00 7
+ 127212013 $21.822.09 F
+ 12/3/2013  51.187.99 7
- 12/4/2013 §$19.983.26

Cust# | Pay5 | NSF| NSFDate
GRE100 $624.27
KAR100 $1,628.33
FRA100 $477.18
ROY101 $55.27
RIF100 $1.429.69
CRO029 $1,408.15
$1,167.23
$514.62
§12,778.62

[ 1T [-]

CRO003
CRO036
CRO005

A TTTTTTTT

|+ 121412013 $110.00 7]
+ 12/6/2013 §18,72637 7

Post button.

The NSF registry window

will open. Enter any bank
charges that may have been

22 incurred, then click on the I

Open the date the original deposit was made. Put a checkmark
beside the check that came back.

=5 NSFForm : Form

| o

Post

You have indicated that this cheque had been returned

If so, What are the bank charges to be added to the debit memo

Cancel

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.

1010 | Cash - TD Bank CAD$

-$25,228.60

174,736.20

-46,587.35
128,148.85

- DISBURSEMENTS - | - CASH RECEIPTS - BANK TRANSFERS -
Pay To Date Check # Total Clear | Clear Date | Void | Void Date | Void Reason
» |[EDW100 | 09-Dec-13 6343 54054
BIE100 09-Dec-13 6344 512070
MEL100 09-Dec-13 6345 $1,18727
ANWA00 | 17-Dec-13 8347 5416.49
VIT100 20-Dec-13| 6349 54050
TNT200 20-Dec-13 6350 $1,297.28
WAR105 | 20-Dec-13 6351 51.440.92
PAT200 20-Dec13) 6352 $48.65
SEL200 20-Dec-13 6353 $233.27
PUR100 20-Dec-13 6354 $179.54
BEL103 20-Dec-13 6355 $118.37
BFI100 20-Dec-13 6356 $169.02

Recod (0) < [ & 0 (0]>+ of 1 (tred

I

e e e |
|

o)) = |

1010, | Cash - TD Bank CADS

46,597.35
128,148.85

- JOURNAL ENTRIES -

Bank Charges - Double click on GL Acct to search for account  Entry #: 3938

| | Date: |GLAcct NAME: Debit Credit | Comment
Ld 1250  Clearing Account
12/31/2013 7320  Bank Charges CADS

[ JEnty#] Date | Emry Am |

46,425 07
162.28

reaxd: GO0 1 (> JRH) of 1 Glered) |
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Receivables

Cash Receipts

Pay Method

Post |

RefiCheck # Contack;

Close | Find =

nnnnnnnnn

Date
[ 02-Aug-13 J|

Payment Terms: 4 Amount Discount £

Check | |

Outstanding Invoice

Balance

Full Part  GL Acct Mote - Desc

EE |

=

pelances I l _

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

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

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

=3 Credit Notes

[E=8 Bl =0

Credit Note

Find Credit Note

If you created a Return

» 8812 | Date

03-Jan-14| (-] Sales Rep =l

| [=] S Fax:

Rep2

[=] mv#

Shipped To

Ship Name
Ship Add

Ship City
i ship Country
Cust Reference #

Additional Mot

Return Author #

Cancel Inv

= Post/Add |

‘ Preview ‘

‘ Print

CrYear:

CrPeriod:

| Return Code [ GL Acct# tem: Crlnits: | CrUnitPrice: | Ling Total

Return To Stock [InvLo]

Terms

D 0.00

of 1

Record: [I4 ]
Record: [14] 1

1
)

)

of 1

Subtotal:
Discount

Ship/Travel:

NoTax  G5T

Total:

CrExportID:

$0.00
$0.00
$0.00
$0.00
HST: $0.00
PST: $0.00
$0.00

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 1s from.

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

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

Customer Debit Memos
Although debit memos are 3 Debit Memo == ==
generally created Debit Memo
automatically, should you d 296 | Do 03an ][] seeser B B
want to create or review the [=] Pay Refrence # Subtoal 50.00
company’s debit memos, = Descount 50.00
choose the Cust Debit “:“; :ggz
Memos button. e v :

Unapplied
Choose the Customer from oot Q] [—— (3 JRI0H) of 7

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 =
. Add Payment for > | = ﬂ [ Post j [Paymamﬂsmw || Print Chegues ‘ Close
button. Choose the supplier
01-Jan-14/-| To clear 0 balances, set the bank to AR-AP Clearing
from the Add PaymenffOr > Comment Disc % U Bank  Pay Type CHTZH:/
. Other wo
drop down list. e 5000 . aesime

Supplier Outstanding Invoices | Nen AP Payment

Woice ¥ Date Due Date Invoice Total Full - Pay Amt Balance Owing GLAcct:

When you open the list, you
will notice that the
outstanding payable amounts
are shown beside each
supplier.

Balances

Once you choose the supplier, -
Record: [I4] 4 [ 1 [» [PL]p# of 1

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 OI‘ Choose the jAPHEaderForm:Form ’EI %
Supplier you are Accounts Payable Entry Find Invoice: E| | Cancel Entry || Post || Close |
tin n in i f r Z AP Entry # 3154 Fiscal Yr Period
pOS } g a . VO Ce 0 * Supplier: E Terms Inv Total §
Their pertinent e s (st
. . . City Prov InvDate = 01-Jan-19 E‘ Balance to apply
information will appear — o o
and you will be moved e
tO the Il’lV # field. Enter ‘ ftem | GL Acct Desc Gross |
i ) D \

the invoice number. If
there is no invoice #, Lo R
you can use =

. . PST
combination of st

Total

characters to produce
one. As invoice
numbers must be
unique for each J—

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

oo sl

Choose the Supplier from the drop SN

vencor -

Return # [Autohumber),

down list. Enter a type of return, SUPPLIER RETURNS - CLAIMS

change the date and fill in the required u i
data. This module strictly keeps track
of issue with suppliers. The data will
be reflected in the Supplier module.

Record: (14 1 ] of 1

Total Value

Record: (4] 1 [+ JRi]#] of 1

[ Type [ DatePosted | CREDM [ IF NOEXPLAN [ OLD BILL # | AMOUNT | TAX? | PRODUCTINFO [ Customer® |
] @]

Return Credit

Staff

Staff Maintenance

Enter the employee’s pertinent o

information. When the Date Left S|

field is filled in the program will [ user Name J[ECTEE
. .. =11 Surkes
lock the individual out.

221
[T esureks @sympatico.ca

record: (][] 3 [» |[p1]lrk] of 7

Hew Staff Member | Showall | Close |

Admin

Commission Rates

=] SalesRepMain : Form EI I
_ —— Sales people are first created as suppliers in the
scct o TSR system. Enter their Account ID then on the right
Mame AGEMCE DEMIS DODDRIDGE INC. ZEELL L a0 h . . d h
e = DD5 | |_soo% enter the commission codes you want them to
DD7 7.00% .
e o8 | sooe received.
- DD4 4.00%
- All customer orders will derive their commission
Recort: )T R of 1= T 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

=3 ReportsForm : Form ;I_Iﬂ
Set your Date range Post Journals | Accounting | Journal Entries |

|_vear W Period [MlConversion|

[ Fom M 1o [N
n2/m1/13 =l j DQI213 El 2013 = a gl 1.005

Sales Reports Accounts Receivable Accouts Payable
Yiew Seles Jeurnal Seles by Cust ‘ .| _J ,%|

by Curr Alpha
Aged Sup ‘ v r

" . Add To AP I Detsil
ommissions (el (2B
& Aged AR [ Statements AP Detail
Sales Tax Summary
Q Cash Receipts ‘ “olume Rebates ‘ Purchase Jaums ‘ Cash Pments ‘

| Group | | stie |
| - -

Customer Profit ‘

UPDATE
Inventory General Ledger
[
. Refresh
Style dctivity ‘ Adjustmerts ‘ Bank Rec Trial Balance ‘ Period
Customer Orders il Sty e Journal Entries ‘ Profit f Loss ‘

Customer list Alpha

Inactive Customers

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 fo 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.

= Style Labels e =]
401086 RAEDEIEE |l el L] [ use Proto | Outside Carton | [STYLE DESCLABEL | *
Size1l Size?2 Sized Sized Sized Size b Size 7 Size 8 Size9 Size 10 OtherLabel
DESC: 5 Units UPC CODE

» |Child's Slipper T I I
*

m

want in the field below it.

Enter Parameter Value &I—g—hj

What Style

[ oK ]| Cancel |

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

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

Customer Labels

3] Custlabel : Form

¥ | Find Customer: E

T Print 1 # Labels:

AcctID:
Account Name:
Address
Address 2
Address 3
Address 4
city Prov PC

Attention:

Record: [I4] T [ ek of 1

B8 E=R =

Ship Via:

| envelope | [ Label LanDsCAPE | [ Label 2ebra SHIPPING | [ Reset |

Customer Shipping Locations

U] PRINT [#LABELY

Loc

Name:

[ Address

City

[Pov] PC

ﬂ 0

Record: [I4] 1

D)

of 1

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

Master Tables

Master Tables

| Company Info | |Chart of Account5|

[ &fF |

| Add New Year

| | UpDate Open Bal |

Close |

This window leads you to where you register the
company’s information and other critical Accounting
processes.
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Company Info

All reports and forms get their information from here.
Please ensure all fields are filled in.

[st. Laurent

[ac  NETETE [Het 1w

| contact |

T (5143842570 EREM [info@ootwear2001.co
T (514)3843838 | www.footwear2001.cor

s00%  [EEO 1300%  IEEELEH 1500%

ssow RN 200x  IEEEEN 13.00%

|a79972313RT Year End
[ 1088889823 TQO01 May 31

= Complnfo: Form EI@

Company Information

[378 1sabey

Other Default Values

|
mEn>

Y:\_originalst
UPC Coode 774683

10225

Temp Folder  |{Eo'ali YTl 12.0% 20.0%
[romess pump Duty | gt comm | EEY

Main v AT 34.0%
Product Code

This form is used on all reports and functions
throughout the program.

=5 COA: Form

Chart of Accounts

To add an account click on
the Add Record button

ACCT #

1010
1020
1030
1035
1040

»
To set Bank Account detail, ]
position yourself on the ]
account then click on the Set || o
Account Detail button. I T

1100
1140
1150
1160
1210
1250
1300
1305
1315
1320
1325
1410
1450
1460
1461

[ 1465
Record: [E

Input the bank information
and close the window.

1045 | |

Footwear Imports 2001 Inc.
Chart of Account

NAME

Petty Cash

Cash - TD Bank CADS

Cash - TD Term Deposit - CADS
Cash - TD Bank USS$

Convert GL#1030 Into Candian
Cash -TD Bank Euro

Convert GL#1040 Into Candian
Accounts Receivable - CADS
Accounts Receivable - USS
Accounts Receivable - Other CADS
Convert GL#1110 Into Candian
Accts, Receivable Clearing
Allowance for Doubtful Accts.
Miscellaneous Receiveble
Advances - Employees
Clearing Account

Inventory - Footwear

Inventory - Bags

Inventory - Goods in Transit
LC's and T/T's

Convert GL#1320 Into Candian
Prepaid Expenses

Customers Prepayments - CADS
Prepayments - USDS

Covert GL#1460 Into Canadian
Prepavments - Euro

[ 1 [ ek of 210

TYPE

anaaaaaaaaaaaaaaaaaaaaaaan

Type Mame
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets

Add Account
Set Account Detail

Description

Add New Year

=] AddVYear: Form

N without adding the year.
Ok ] I Cancel

— o == The next year to be created is listed, click on the OK button
to perform the operation or Cancel to close the window
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Seasonal Reports
As seasonal reports are vital to every business, they are accessible from the Main

Switchboard.
{ Fle Edit View Inset Format Records Tools Window Help Compect 4[] Adobe PDF Type a question for help =
Styles ] [ Accounting ][ Reports ][ Purchases ][ Style Activity ] [ Style Labels ] T em Date
Customers Lsupp\iers ][ Orders. ][ Delivery Slips ][ Invoices ] [CustomerL.abeis] YE Roll Over Crsst=Renidis z| 12-Aug-13
| (3 Main Switchboard [E]&E ] =] i
Your Company Name
| Current Working Season

F2014 |~

Enter Size

Bre Customers

Order Entry

Sales Reports

Once your sales people bring orders in and purchases have begun, the Sales by Supplier
button will show the financials for each supplier.

Jpdstelmienton? Simply click on the button, set the season you are interested
Do you want to have the future sales

{ figures updated before running the reportz | 101, and click on the Yes button to update the information or
. S No to just open the report. The report will appear on screen.
I story

(e ) [ e [ conca ] 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.

=] SubStylesForm : Form El@
Filter for Cust |=|[¥] Done = ~
Language | F 53014 | Show Subs || Create Advice | | Update Order | | Print Summary |
Reprint Advice Print All Envelopes | | Print Ind Envelope ||=
_Order? _Customer _Style Item Eanci Units  Unit$ SubStyle - _ Done
b| 25284 [TOP10Z 101541 [101541-FW-LIM | V] 12[] $4.15 = R
| 25470 [cHA134 (101541 [[101541-Fw-LTM | (¥ | 15 | $4.65 | = N af &1
| 25284 TOP102 |101541 [[101541-FW-NVY | (Y[ | 12| $4.15 | = i af &1
| 25470/ CHA134 (101541 |101541-FW-NvY | Y[ | 30/ | $4.65 | 5 ] o[
| 25284 |TOP102 |101541 ||101541-FW-ORG | Y| | 12| $4.15 | = ] ol ]
| 25187 [cHA176 |101919 [[101919-FW-ASS | ¥ | 24/ 3.95 | = N af &1
| 25190 | THO100 101919 [[101919-FwW-ASS | [ | 24| $3.95 | = N ol ¥
| 25284/ TOP102 102103 [102103-FW-ASS | Y[ | 48[ $4.35 | = ] o[
| 25457 CROOD0OS 102103 |102103-FW-ASS | V] | 48| $4.45 | 5 ] o[ ]
| 25470 [CHA134 102103 ||102103-FW-ASS | Y| | 24| | §4.95 | = ] af [T
| 25227 [cHA125 (121211 [[121211-Fw-ASs | (¥ | 24/ $3.50 | = i af 9]
| 25284 TOP102 (121211 [[121211-FW-ASS | || | 24]| $3.15 [|122261-PW-A55 |+ | (122261 N 13067 ¥
| 25220/ SAUL00 131216 |131216-FW-ASS | Y] | 24| | $3.75 | z ] o[ ¥
| 25221 GRA101 |131216 ||131216-FW-ASS | || | 24| $3.75 ||132236-FW-ASS |=| (132236 ] 14438] [¥]
| 25824 HOUlDO [131216 |[131216-FW-ASS | (¥ | 24/ $3.75 | = N ol @
| 25176 cHA139 131230 [[131230-FW-ASS | || | 24|| $8.95 [[132239-PW-A5S [+| (1322390 i 13219 &
| 251509 GAN100 131231 [131231-Fw-BBB | || | 12 $3.95 [[132280-FW-ASS || 132280 ] 13210 ¥
| 25226/ GRE100 131231 |131231-FW-BBB | | | | 12[| $3.95 [132280-FW-ASS |+| 132280 ] 13210] ¥
| 25150 |GAN100 131231 |[131231-FW-BLK | || | 12]] §3.95 ||132280-FW-ASS |- | |132280 ] 13210 [¥]
| 25140 |TNi00 ([131231 [[131231-FW-PNK | [ | 12[] $3.95 [|132280-FW-ASS [+| (132280 N 13210 &
| 25159 GAN100 [131231 [[131231-FW-PNK | || | 12[] $3.95 [|132280-PW-A55 [+ | (132280 N 13210[ ¥
| 25187/ cHA176 131233 [131233-FW-ASS | || | 24| | $6.75 ||132239-FW-ASS |+| |132239 ] 13219 V]
| 25457 [CROO0OS |131233 ||131233-FW-ASS | ¥ | 72| $6.25 | 5 ] o[ &
| 25284 |TOP102 (131234 [[131234-FW-ASS | ¥ | 48| $6.25 | = i of ¥
| 25276 CRO111 131584 [[131584-FW-ASS | || | 48| $4.50 |[131236-PW-A55 |«| (131236 N 14650[ [¥]
| 25282 cRO115 131584 [[131584-FW-ASS | | | | 24| | $4.50 ||131236-PW-A5S |=| (131236 N 14650[ [¥]
| 25457 CRODOS 131659 | 131659-FW-ASS | |¥] | 72/ $5.95 | 5 ] o[ T
| 25475 GHA101 |131659 ||131659-FW-ASS | ¥ | 15| | §5.95 | = ] ol & It
Record: |E| [ 1 [I"E]@ of 250 -

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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