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Welcome to Fincon

Section 1
WELCOME TO FINCON

Congratulations on purchasing Fincon Accounting! In this chapter we explain how to install
and run Fincon.

How to Understand this Manual

Text

Text that you have to enter is shown in bold. For example, if you are supposed to type in I
am SURE”, this will be displayed as | am SURE.

Keys

When we refer to actual keys on the keyboard, the name of the key will be shown in angle
brackets. For example, <F3> will mean the F3 function key. Sometimes a combination of
keys is required. For example, <Alt>+A means that you must press and hold down the <Alt>
key, press A, and then release them at the same time.

Important Notes

NOTE All important information, warnings and tips will be shown like this. We advise that you
always read these.

Menu Options

To go to a specific function, we show the menu names you need to select, in the sequence
you need to select. Each option is separated by a semicolon. For example, Debtors; Debtor
Payments; Enter Payments Received means select the Debtors menu, then the Debtor
Payments sub-menu and then the Enter Payments Received option.

Version Information

When phoning for support, you might be asked to quote the software version you are
currently running. You can obtain this by selecting Help from the menu, then the About
Fincon sub-menu.

Fincon on the Internet

Fincon’s internet home page, www.fincon.co.za, is frequently updated. From this home page
you can:

e Download the latest version update free of charge.
e Download a demo system for evaluation.
e Contact us via e-mail.
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Welcome to Fincon

Manual/Tutorial

Take note that this manual is not a detailed manual telling you exactly how to perform all the
functions in Fincon. It is written more as a Tutorial to show you how to perform some of the
basic transactions. A fully detailed reference guide can be found in the on-line help.

On-Line Help

You can press <F1> or click on the Help button on any screen, to access that screen’s
detailed help. You can also search the help for a specific topic by selecting the Help menu,
and then the Help Topics sub-menu.

Help Topics: Fincon 2=l

Contents  Indes |Find I

1 Type the first few letters of the word pou're looking for.
| <

2 Chck the index enty pou want, and then click Display.

_
Accounts

Branch Accounts

Budgets <

Cazh on Hand Account .

Contral Accounts Choose a tOplC

Creditor Accounts

Debtor Accounts

Default Accounts

Groups

Journals

Ledger Awccounts

Reconciliation

Tax [Input and Dutput)
Aage Analysis

Take on

Allocate ﬂ

Dizplay I Frint... | Cancel |

Type in keywords here.

Installing And Registering Fincon

The system requirements to run Fincon, are Pentium® 100 or better, with 32 Mb Ram, 20Mb
free hard drive space, VGA at 800 x 600 or better and Windows™ 9X/NT or 2000.

Doing the Installation

When Fincon is first installed, it will run in demo mode until it is registered. Although Fincon is
fully functional while running in demo mode, the number of transactions will be limited to 500
and the company name printed on all the documents and reports will be set to “Fincon
Demonstration Company”.

Follow the steps on the insert of the CD.
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Welcome to Fincon
. _______________________________________________________________________________________________________________________________________________|
NOTE All the workstations must run the same version of Fincon, otherwise they will receive a

Fincon Version Error. To determine the version of Fincon, right-click on the Fincon.exe file
and choose Properties. Select the Version tag to display Fincon’s version information.

Registering Fincon

When you install the package, it is unregistered. You will however still be able to use it for up
to 500 transactions. Fincon will display a message when you reach your 500 transaction limit
on the demonstration version. The message will tell you that you need to register your
package. If you register, you retain any information already entered.

Once you have purchased the package and need to register, phone the Fincon office during
office hours. To register, select the File; Registration; First Time Registration menu. The
registration screen will be displayed.

— Enter your company name here.

Compary Mame: |FINEDN TEST DATA
Registration Number: | € Enter the registration number

_ _ supplied.
|dertific:ation Mumber: 37423 | . .
Serial Number: 35946, 7481 67824070400000 You will be asked to quote this ID number.
' ' <— You will be asked to quote this Serial

Fincon ersion: 5.69.002 number.

" OK I X Cancel | Help |

This registration needs to be confirmed. Fincon will warn you with a message that you need
to confirm your registration within a specific period, or it will revert back to a demonstration
version. To confirm your registration, you need to phone the Fincon office during office hours.
Choose the menu File; Registration; Confirm Registration. You will be asked to quote the
Identification Number on your screen. Enter the number supplied to you.

NOTE If you want to register, confirm or change your company name, you need to be in the
first company (main company) registered. If you are logged into a sub-company, the
Registration menu option will be inaccessible.

Upgrading Fincon

The upgrade procedure will be launched automatically when Fincon detects any changes in
the data structures.

WARNING Make a backup of the data (all the companies) as well as the current version of
the Fincon program folder before applying any upgrades.

The current data folders and a list of upgrades to be applied will be displayed - make sure that
the data folders for all the companies are listed.

Click the Next button to proceed or click the Exit button to exit the upgrade procedure.
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Welcome to Fincon
|

NOTE When the Fincon upgrade is activated, it will continue to upgrade until the entire
upgrade process has been completed successfully.

Upgrades in network environments:

All the workstations must run the same version of Fincon, otherwise they will receive a Fincon
Version Error. To determine the version of Fincon.exe, right-click on the file and choose
Properties. Select the Version tab to display Fincon’s version information.

Provided that Fincon has been set up in the same way for all the users, user upgrades can be
automated by doing the following:

e Create a folder on the server exclusively for upgrades. This folder must always contain
the latest version of Fincon.exe, Fincon.hlp and Fincon.cnt.
e Create a .BAT file in the upgrade folder, containing the following lines:

COPY \\ServerName\ShareName\FINCON.EXE C:\FINCON5
COPY \\ServerName\ShareName\FINCON.CNT C:\FINCON5
COPY \ServerName\ShareName\FINCON.HLP C:\FINCON5

e Replace c:\Fincon5 with the folder in which the Fincon program files were installed if
necessary and replace ServerName and ShareName with the ones applicable to your
setup.

e Create a shortcut to this .BAT file on all the workstations, which the users can then use
to upgrade their own installations whenever they receive a Fincon Version Error.

NOTE Temporary (.TMP) files are only needed by the upgrade procedure. Once the upgrade
has completed successfully, the .TMP files can be deleted. A message is displayed to inform
you which .TMP files will be needed for the upgrade. Make sure that they are in the Fincon
program folder for the duration of the upgrade procedure.
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Getting Started

Section 2
GETTING STARTED

Fincon ships with a default user PASSME with access to all the menu items and functions. It
is recommended that you create the necessary users as soon as possible, after which
PASSME can be deleted. The user’'s name and password is limited to 8 characters and
neither of them is case sensitive. There is no physical limit on the number of Fincon users
allowed, only the number of simultaneously logged in users.

WARNING There must always be at least one user with access to the Users and Passwords
function as this is the only way to maintain users.

To make sure that you do not accidentally find yourself in the situation where you are unable
to maintain users, always make a backup of your dataset directly after installation and keep
these files in a safe place. This is the folder you specified for the data files. The security files
are part of the dataset and absolutely critical, as it is your only way of providing access to
Fincon and can only be replaced by a copy from the same installation.

To create users, go to the menu System; Users and Passwords.

When you first enter Fincon, a number of functions will be disabled. You first need to set the
take-on parameters. When you first access the System; Company Parameters menu, you will
be prompted to enter the required take-on requirements.

NOTE You can click the Cancel button to provide the necessary information at a later stage
but certain menu items will be disabled, regardless of user rights until the take on information
is supplied. If your Fincon installation is registered, this information can be put is at a later
stage and is not important for now, because you can create a tutorial company to learn and
play on. If you want to try out Fincon Accounting in demonstration mode, you cannot create a
tutorial company and will have to decide on the take on information before you can go ahead.

When you decide to start using Fincon Accounting, it is either for a new company, in which
case there is no history, or it is for an existing company that has history. When setting the
take on routines, you can decide to use or not use the take on routines. If itis a new
company, you will not use take on routines. If it is an exiting company, you can decide
whether you want to do your own take on, in which case you will not use take on routines, or
whether you want to use Fincon’s take on routines. You will need to enter stock quantities and
values, debtor account balances, creditor account balances and ledger account balances. It
is not always as easy as it seems. Therefore we recommend that you use the Fincon take-on
routines. Under System; Company Parameters, select Use Take On Routines.

You will be prompted to enter your financial year-end, take-on month and take-on period.

NOTE If you want to start using FINCON starting from, for example 1 June, the take on month
must be selected as May. All the take on values for stock, debtors, creditors and ledger
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Getting Started
________________________________________________________________________________________________________________________|

accounts must then be entered as on the 31% of May. The take on period will be calculated
by the system according to the month selected.

If you do not want to use the Take On Routines at all, simply select Do NOT Use Take On
Routines, when you go to System; Company Parameters.

Click the Accept button to update the system files with your selections and continue to set the
rest of the global parameters.

NOTE If you selected not to use the take on routines, the current period must be set
manually under Leger; Ledger Maintenance; Ledger Period End.
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Create a Tutorial Company

Section 3
CREATE A TUTORIAL COMPANY

This tutorial will take you through Fincon’s main functions step-by-step. First of all you need
to create a company called, Tutorial. If your Fincon is not registered, you cannot create extra
companies. In this case you skip to the section on setting the Take on parameters, and use
the main company. Your system will now say Fincon Demonstration Company, instead of
Tutorial.

On the Fincon main menu select File, Company Maintenance. On the Company Maintenance
screen, click on Add.

|h-1 aximum Companies; 3 ‘Eampanies Avalable: 2 Close

d

[elEte

—Optian,

Accept

setiEme
Cancel

Copy Structure From: Edit Paths

Help

.,
FELL

FINCOM TEST DATA,

Help

Path: | [T Retain Data

|Enter the new company's name.
—

In the Name field where at the moment it says NEW COMPANY, type the name of the
company you want to add. In this case, please enter TUTORIAL. The structure you want to
copy from will be your company name. The structure includes form layouts, users, stock item
numbers, accounts, company parameters, tax codes and default accounts.

Do not check the Retain Data box. You will only check this option if all the data must be
copied as well. When the data is retained, the new company will be a carbon copy of the
company that the data was copied from. If only the structure is copied, Fincon will reset the
new company’s document numbers and take on parameters. For the purpose of this Tutorial,
you need to copy only the structure.

Click on Accept.
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Create a Tutorial Company

You now have to select the location where you want the new company stored. If you are
working on a network and you want it stored on a server, you will select the save in path

under Network
Neighborhood.

You have zelected to copy the structures fram C:ATESTDATAM to C:ATUTORIAL -
folder to save
the data to.
Tutorial. Select the Tutorial folder and click on Save. Fincon will display your selection and
prompt you to confirm it.

Fincon - Confirm X |

Create a new @ da you want to continue?
Cancel |
Rename it to

If you select Cancel, you will be returned to the Company Maintenance screen.

If you want to proceed, select OK. The company will be added and a message will be
displayed to inform you that the company has been added successfully.

Close the screen. To access the
Tutorial company, you need to exit NN TESTDATA

Fincon and re-enter again. Go to File; e —
Re-enter as New User. You will note
that when you enter Fincon again, a
screen will be displayed in which you

can select one of the companies.
Please select Tutorial.

Click on OK.

Enter your username and password, or
use the default PASSME username if
you have not yet created any users on
the system. Note that the name

displayed at the top of your window Path C:ATUTORIALY
should now be Fincon Accounting —
TUTORIAL. 2 [

Setting the Take on parameters

J= Take On Parameters You will note that certain options

PR —————— Accept under the menu are grayed out. Itis
£ DoNOT Use Take On Routines Help not accessible. You first need to set
the take-on parameters under the
System menu.

ad.

Cancel
Financial Y'ear End: I February ﬂ —

ake Or Manth: A - .

R When you first access the System;
Take OnPeriod | 14 Company Parameters menu, you will
be prompted to enter the required

You can nof change hese paramelers take-on requirements.

after ey have bearn Iccepledy
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Create a Tutorial Company

________________________________________________________________________________________________________________________|
You will be prompted to enter your financial year-end, take-on month. Fincon will calculate

the take-on period.
For the purpose of this Tutorial, you have to select Use Take On Routines.

NOTE If you want to start using FINCON commencing on for example 1 May, the take on
month must be selected as April. All take on values for stock, debtors, creditors and ledger
accounts must then be entered as on the 30™ of April. The take on period will be calculated
by the system according to the month selected.

Click the Accept button to update the system files with your selections. In order for the menu
changes to take effect, you need to exit Fincon and enter again. As displayed in the warning
message on the Take On Parameters screen, you cannot change these parameters once
they have been accepted. We recommend that you take the necessary time to ensure that
you make the correct entries.

Once you click OK, you will be returned to the Global Settings screen. Proceed to enter the
company details. These are the details that will be printed on the invoice if you do not make
use of preprinted stationery. If you are going to make use of serial numbers, make sure that it
is activated under the Stock/Workshop Settings menu. For the purpose of this tutorial, the
serial number option has to be set to B.

As any of these Global Settings can be changed at any stage, we are going to leave the rest
as is. Select Accept to save the changes you've made, if any. Close the screen.

You will still not be able to access Invoices, Goods Received Vouchers and other functions.
This is because you have no stock in the system. Your next step will be to create your stock
items and enter your stock count.

NOTE If you are unsure about specific fields in Fincon, the status bar at the bottom of each
window will display clues, when the cursor is placed inside the field.
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Create Stock Items and Enter Stock Count

Section 4
CREATE STOCK ITEMS AND ENTER STOCK COUNT

If the structure that you copied from when you created your Tutorial company, had stock
items, these item numbers would have been copied to the new company. It could be that you
want to use all of them, in which case you will leave it as is. If not, you can now go and delete
the item numbers you do not want, or all the item numbers.

To delete the item numbers, go to System; System Maintenance; Delete Account/Iltem
Numbers.

):' Delete Account and Item Mumberz

E3
Close |
_ e |

 Account Numbers Area Codes " Sales Rep Codes = Ledger Groups Aocept |
& Stock ltem Mumbers  Term Codes ™ Account Categaries ¢ Stock Categories s |
= Help

& Pogition on ltem Mumber Puositioning Yalue Frarn: I

= Pasition an Category

Pazitioning Yalue Tao: I

Delete |
TEST ITEM FOR BILLS
BB SPECIAL STOCK ITEM ITH LONG DESCRIPTION HOD Recall |
CABLE CaBLE SUB
CABLEASS CaBLE ASSEMBLY A55
CASE MIMITOWER CASE & PSU CAS Delete Al |
CASETH CaSkE -TYPE Cas
CL32 32 CDO-ROM DRIVE CoD Recall Al |
CO R RE-“#RITABLE BLANE CD co
CORPO COMPUTER O A55
COMM COMMECTOR Sue
FROMNT FROMT PAMEL ASS
HD2 2 GE HARD DISk DRIVE HDD ;I

|Select the number or code to be deleted or recalled.

Select Stock Item Numbers and click on Accept. A list of all the item numbers will be
displayed. Select the ones you want to delete and click on Delete, or select Delete All. Close
the screen.

To create your stock items, go to Inventory; Stock Maintenance. First enter the item number.
A window will appear telling you that the stock number does not exist, select YES to create it,
or NO to re-enter a stock number. You will select YES. Now enter a description. You will
use this function to specify whether it is a stock item of non-stock item etc. The most
important fields at this stage, are item type, category, unit cost and whether it is a stock- or
non-stock item.
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Create Stock Items and Enter Stock Count

= =
i Stock Maintenance

Itern Humber: |CDMF’U1 Active [Y/N]: Iﬂ Zero Cost [Y/N]: IN Eill Mo |D1 Sec Level: ID Cloze |
Description: ICDMPUTEH n Min Margin 3 ID'DD Var Descr; IN
Motes: I Negative:IN Hide F'rice:IN Accept |
; i i i it it!
Dietails |I__oc:ations | Supplier | Histor_l,ll Production | Mo one else can uze this stock item while you edit it! Cancel | Help |
Itern Type [04142) IIJ Categorny: 455 Lnit: IEA
Price Structure: ID Sales Account: I Cost Account: I
Unit Cost: |2 0023074 Tax Code: I‘I Bin Location: I
Supplier Stock: ID'DD Technician Stock: ID'DD Swop-out Stock: n.oo
Iﬁ alal Iﬁ alal monn

To enter the stock type, click on the Details tab and go to Item Type. If you look at the status
bar at the bottom right of your screen, the help line will display clues on what the different
options mean.

|Enter the stock item's type. [0 = Stock Item, 1 = Mon-stock [tem, 2 = Mon-stock [tem with negative price]

If you make the item a non-stock item, it will not form part of your stock at all. Enter the 3-digit
category code in the Category field. If you enter a code that does not exist yet, Fincon will
allow you to create the code with the Quick Create function. The category is primarily used
for the stock search function and the various sales reports. Press <F2> to display a list of
available categories if the stock category is unknown.

Enter the cost for this item in the Unit Cost field. For more information on stock maintenance,
please read the on-line help file.

To accept the information entered, and create the stock item, select Accept.
Create at least 5 stock items for the purpose of this Tutorial.
The 5 items that will be used in this Tutorial, are:

Item number Description Iltem Type Category  Unit Cost

KEY101 Keyboard — 101 Keys O KEY R75.00

PSU Power Supply Unit 0 PSU R80.00

CASE Minitower Case&PSU 0 CAS R122.50

MON17 17" Monitor 0 MON R1700.00

LABOUR Labour 1 LAB

i Create Stock Take List

e _t=_|| The next step is to physically count your stock so
o B s || thatyou can enter your stock count in Fincon.
€ Sintoeston e || To make it easier to count your stock, create and
ek print a stock take list. Go to Inventory, Stock
Pty Stock Take; Create Stock Take List.
£ Swop-out Stock

On this screen the File Name field will be blank.

Location: IUU. DEFAULT LOCATION d . X
File Marne: ISTAHTUP ™ Copy"'In Stock" to "'Counted" Type In STARTUP' The flle name and StOCk type

must be noted, as it will be required for all the
stock take functions. To ensure that the file name

|Enler the file name to be used.
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Create Stock Items and Enter Stock Count
|

will be valid, only alphanumeric characters will be permitted. This is the only reason why we
suggest that for the purpose of this tutorial, you use the same filename as we did. Every time
you create a stock take list, give it a new name.

Select Accept to create the stock take list. Print the stock take list by going to the menu
Inventory; Stock Take; Print Stock Take List. Enter the filename STARTUP to print the list.

TUTORIAL

2002704724 12:18 STOCK TAEE LIAT PAGE:
STOCE TYPE:
LOCATION..:

ITEM NUMEEE DESCRIFTION UHIT CAT BIN COUNTED

CASE MINITOWER CASE&PSU Ea

I.QEYlDl - FEYEOARD - l-Dl KEYS - - Ea

l:IIZIIIIl'? . 17" MONITOR . . . Ea

I;SU . POWER SUPPLY.U'NIT . . E4

You can use this list when you physically count the stock. Once you have the counted
values, you need to enter it into Fincon. Go to the menu Inventory; Stock Take; Enter Stock
Count.

Enter Stock Count Options | on your screen the File
PG Accept Name field will be blank.
— | Enter STARTUP, and
£ Faully Stock _ Femeel |1 select Accept. Manually

" Swop-out Stock

enter the quantity that was

counted during the stock

Location: |00 DEFAULT LOCATION | take in the COUNTED
I— column, next to the

Pl Neme: |%T4F U appropriate item number.

| For the purpose of this

Tutorial, please enter a

guantity of 10 for each of the 5 items mentioned before. When done, select Accept to save

the stock count. Close the screen.

Before you update the stock file, you can print the Discrepancy Report. Select to print this
report under Inventory; Stock Take; Discrepancy Report. Enter the stock take file name
STARTUP and select Print to print a list of discrepancies between the in stock and stock
count quantities.
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Create Stock Items and Enter Stock Count
1

TUTORIAL

EESNErEong 11386 dTOCK TAKE DISCREPANCY EEFORT 1

ETOCK TYPE: Homeal 3tock

LOCATION. .: 00: LDEFAULT LOCATION
ITEM MIMEEE LEICRIFTION THIT EIN IR 3TOCK COUHTED DIFFERENCE COsT PALUE
CA3E MINITWEE CASE £ P3U 3 n.an 10.00 10,00 Lii.s000 1zEs.00
KETL0L KEYEOAFD - 101 KEY3 3 n.an 10.00 10,00 750000 000
MORLT? 17" MORITOR B noan 10.00 Lo o0 1700 0000 1ra0a. 00
=11 POVEE SUFFLY URIT B3 L 1) 10.00 1o.0n 0. 0000 0000
TOTAL: 1377500

To update the stock file with the stock take results, go to the menu Inventory; Stock Take;
Stock Take Update.

Remember, the filename

sz we used for this stock
take, was STARTUP.
Aocept Enter STARTUP in the

WARKING. This procedure cannor be reversed!

Stock Type

ul

@ Nomal Stack Help File Name field to make
€ Fauly Stack sure that you use the

¢ Swop-out Stock correct stock information.
o (o> DEFRILT oo - This procedure cannot be

reversed. If you use an
File Mame: ISTAHTUP y

incorrect file name, for
Erter "l am SURE" IIamSUHEl .
et tan example a previous stock

| take’s info, your stock
count will be incorrect.
This can only be fixed by
restoring your backup. The | am SURE that you must enter, is case sensitive and must be
entered exactly as shown here. To update the stock count, select Accept. Close the screen.
If you selected to use Fincon’s take-on routines, you will notice that Goods Received
Vouchers, Invoices etc. are still inaccessible. This is because you now have to accept the
stock take-on under Fincon’s take-

|Enter "l am SURE" for the procedure o execute.

):'Accepl Stock Take On on routineS-

A 14 Cl
Teke OnPeiod | _ = Go to the menu System, Take On
MHew Current Period: I

Routines; Accept Stock Take On.
Erter | am SURE": Il am SURE] Lecept P

ddld.

Enter | am SURE, and select

Help
7his procedure cannot be reversedit! Accept. Take note of the warning
message!! Close the screen and
Make sure the sfock folals are comrecti exit and re-enter Fincon for the

changes to take effect. All the
| menus should now be accessible.

|Enter "l am SURE" for the procedurs to execute.
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Tax Codes, Default Accounts, Document Numbers, Users and Passwords, Rep Codes

Section 5
TAX CODES, DEFAULT ACCOUNTS, DOCUMENT
NUMBERS AND USERS AND PASSWORDS, REP CODES

Tax Codes

Tax codes 0 and 1 are defined to be used for zero and normal tax respectively and the default
ledger accounts to be used for input tax and output tax will already be entered.

Default Accounts

Under the menu System; Default Accounts, you will find a list of the Default Accounts. Most
of the accounts are entered. To make implementation easier, we also created a list of Ledger
accounts that most companies will need. Under Ledger; Account Enquiry, press <F2> to
display a list of all the Ledger accounts already created. If you choose not to use these
accounts, you can delete it under System; System Maintenance; Delete Account/ltem
Numbers and then create your own ledger accounts. Just remember that there are a number
of default accounts that have to exist in order for Fincon to function normally. Once accounts
have been used, they cannot be changed or deleted anymore.

Document Numbers

== All document numbering is by default set on

Irwnices

eI ] ENCTE _ = || automatic document numbering. We strongly
Swopauts Barcodss] oy — recommend that you keep it that way. The next
-—_ccap . -
S e i | document number to be used for Service Received
Cusone ey it v Coce_| Vouchers and Buy Outs needs to be set, so that
I Fincon - Informotion ] GRV’s, SRV’s and Buy-out numbering do not all
s @ Tty start at 1. If these documents all start on number 1,
Head Oy you will not be able to distinguish between the

different documents. We suggest that you set the
numbering for Buy-outs to 50000 and for Service
Received Vouchers to 100000.

Select Accept to save these changes and Close the
= screen.

Joumnals
Purchase Orders
Quotations

T
1
Fieceipts [Debtor Payments) 1
Fet Merchandise Authorizations 1

1

Sales Orders

Service Recelved Youchers

Stock Adjustments 1

<= = < =< =< A

Users and Passwords

Fincon is shipped with the default username PASSME with access to all the menus, as
mentioned before. We suggest that you create your own usernames, each with its own
password. One of these users must have access to the Users and Passwords menu under
System. If you want to, you can keep the PASSME username, just give it a password. Each
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Tax Codes, Default Accounts, Document Numbers, Users and Passwords, Rep Codes

user can be set up to have access only to that part of Fincon they will use. So, for example
can the Debtors clerk have access to all the menus regarding Debtors and nothing else.

We are going to create a username MIKE. Go to the menu System; Users and Passwords
and enter MIKE in the Username field.

~ Users and Passwords =] x|

User MIKE Password Expiry Days: |7 Close

EReer o Password Expiy Date: [Never
Orders | Debtors | Creditors | Ledger | Irventory | Serial Numbers | ‘whorkshop | FibA's | System | Other | E-Mail/Defaults | Security | Accept
[ Quotations ™ &mend Branch Order ™ Cancel Head Offics Drder Help
™ Enter Quotation I~ Cancel Branch Order I~ ListHead Office Orders Delet
I~ Amend Quatation [~ List Branch Drders [~ Purge Head Office Orders e
™ Cancel Quotation ™ Branch Order Analysis ™ Head Office Order Transactions Erable &l
™ Purge Quotations e i d Office: Order —

_ X
™ List Quotations Fmncon;iEooling [x] Orders Change Mame
I™ Sales Orders u uction Order
zer ot found! Do you want to create the user? .
™ Enter Sales Order @ 4 duction Order Impot Rights
T Amend Sales Dider duction Order Cancel
T Cancel Sales Dider tion Orders _I’
™ List Sales Orders uction Qrders
™ Sales Order Analpsiz uction Order
™ Mark Order Complete I~ Purge Purchase Orders I~ Production Orders/Sales Order
T Purge Sales Orders I~ Purchase Order Transactions ™ Consumption Report
I Query Sales Order I~ Query Purchase Oider [T Stock Status Report
™ Sales Orders/Period I~ List Purchases/Sales Order I~ WP Stock/Production Drder
™ Sales Order Info I~ Puchase Orders not Linked
™ ODutstanding Sales Orders I~ Head Office Drders
I Branch Orders I~ Enter Head Office Order
I~ Enter Branch Order I~ Amend Head Office Order
|Enter the users name:

Fincon will give you the option to create the user. Select Yes. The cursor will move to the
Password field. It is recommended that you give each user their own password. Select the
functions you want this specific user to have access to. For the purpose of the Tutorial,
please enter the password LEARN and select Enable All. This will give user MIKE access to
all the functions. Select Accept and Close the screen.

Let’s exit Fincon and re-enter as user MIKE. B e

File DOrders Debtors Creditors  Ledger

Eegstnatian 3
EENr S| G (o the menu File, Re-
k)
Meszages
Username: IMlKE enter as new User Account Detai Cl+F2
% Enter MIKE an d th e Current Perinds Chil+F3
= d: Ixmxi Query Serial Mumber  Cil+F5
SEE password L EA R N . Export Serial Mumbers
Change Pagzzword
I Cuztomige
/ =x x Cancel | SeIeCt OK Wiew E-Mail Log
[Multi User [AC) Lock Keyboard Ctrl+L
Lock System
Re-enter as
E it

Rep Codes

Every salesperson will have his/her own code. For the purpose of this Tutorial, we will create
a rep code for user MIKE. Go to the menu Inventory; Sales Reps; Sales Rep Maintenance.

Enter the code as 1 and the name as MIKE. You can read more on all the different fields in
the on-line Help file. For the purpose of the Tutorial, leave the Sales Account and the Cost
Account on the default account numbers.

Select Accept to create the rep code. Close the window.
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Financial Take On

Section 6
FINANCIAL TAKE ON

You can start trading before you do the financial take on. Financial take on is done under
System; Take On Routines; Enter Take On Balances.

P BT =d - The financial take on balances can
'Ldl[)'”ffml s T T L= || pbe entered and/or edited until it is
e 00t0 _s= || accepted with the Accept Financial
WACEND [DESCRIPTION [EE| AMOUNT Help Take On funCtion. Once ValueS are
= entered, they are preserved in the
take on file from where they are
available for editing with this function.
NOTE You must synchronize the
financial take on before you can enter
take on balances. System; Take On
sroup: | o Routines; Synchronize Financial
| Take On.

This is normally done once your Debtor, Creditor and Ledger accounts have been created.
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Creating Accounts

Section 7
CREATING ACCOUNTS

Create Debtor Accounts

Go to the menu Debtors, Account Maintenance. Enter the account number. This is usually
an alphanumeric number referring to the debtor name. So, for example, the account number
for ABC Computers can be ABCOO01.

Create an account with the following detail:

ABC001

ABC COMPUTERS

SHOP 4, GREENSIDE SHOPPING CENTRE
15T AVENUE

GREENSIDE

Tel: 011654456

Fax: 011654457

e-mail: info@abc.co.za
SalesRep: 1

IMPORTANT NOTE From 1 March 2005 any tax invoice from a supplier where the
consideration is R3000 or more (or any debit or credit note in respect thereof), must have the
VAT registration number of the recipient reflected thereon, if the recipient is a vendor.

The VAT number is entered under Debtor Maintenance; Financial Detail; Tax Number. The
Debtor Invoice has to be modified to print the VAT number on the invoice. Go to System;
Printing and Ultilities; Form Designer. Open the Debtor Invoice layout, select Detail; Tax
Registration Number and insert it into the form layout.

2 : S You can also insert Text as a
Layo;tpen | Page Size Dthaj:nage Text | Fle‘ilseadej | Detail | Sustem ‘ m prefix to the VAT number'

Select Text under Other, type in
the text and insert it on the form

Insert Field

|Ennsignment Stock

5|l

Accept

e w |- | layout.

Stock Location Mumber
o | The VAT number can also be
aditom Bty o displayed on Sales Orders and

Ay e g [T T FFaeOn Quotations if selected on the

" Center .

Cent — I~ Stikeout aackgl;ndﬁulo; STl :::F:a;etupm: form |ay0ut. FO”OW the same

Field Length Limit: [™ Underline ut First Page

—— st P - = ¢ AlBuLastPage procedure as above,_but select
- = and open the Quotation or Sales

Order layout.

0 Omm) ¢ 0 {0mm) At Standard {210mm X 297mm) Field: Mone
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Creating Accounts
________________________________________________________________________________________________________________________|
As you can see on the Debtor Account Maintenance screen, you can enter a vast amount of

information on your client. The only ones you have to enter for Fincon to accept the account,
are the account number and debtor name. For more information on the different fields,
please refer to the more detailed accounting manual on your CD or read the on-line help file.
Once you've entered the Account Detalil, click on Financial Detail tab.

The information entered on the Financial Detail screen, will assist you in controlling your
Debtors. If you enter a credit limit of 5000 for example, Fincon will prohibit any transactions
for more than R5000.00. An authorized user will have to go and change the credit limit first.
Fincon will log this change. If you enter a reason in the Reason field, Fincon will also log the
reason. For more information read the on-line Help file.

For the purpose of the Tutorial, enter the credit limit as 0.00, to allow unlimited credit on this
account. Select Accept to save the information entered and create the account.

Create Creditor Accounts

Go to the menu Creditor; Account Maintenance. You will notice that the screen is very similar
to the Account Maintenance screen for debtors.

For the purpose of this Tutorial create the following creditor account:

SKY001

SKY COMPUTER WHOLESALERS
PO BOX 4567

JOHANNESBURG

011 5455555

011 5455556

e-mail: sales@sky.co.za

After entering this information, select Accept to save the information entered and create the
creditor account.

Creditor and debtor accounts can be maintained in another currency. To configure and enter
the exchange rates for multi-currency accounts go to System; Exchange Rates.

= Exchange Rates M = I

CODE |4BEREVIATION [DESCRIPTION [SYMBOL| CURRENT RATE| Hse

LOCAL SOUTH AFRICAN RAND R 10000000
o |usD LS DOLLAR $ 105000000
0z 00000000 Accept
03 0.0000000 Help
04 0.0000000 :
05 00000000 o2 TEE
06 0.0000000 Cancel
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Creating Accounts

Enter the detail on the screen. For the purpose of this tutorial, enter USD, US DOLLAR , $
and10.5 as the current rate. Select Accept to save the information entered.

When a creditor or debtor account is to be maintained in a currency other than the local
currency, you can enter the currency when creating the account. Under the menu Debtor
Account Maintenance, or Creditor Account Maintenance, enter the appropriate currency code.
If you do not know the code, press <F2> in the field to display a list to select from. You
cannot change the currency of an account once the account has been used.

Create Ledger Accounts

£5 Ledger Account Maintenance _ =]
Account: I Cloze |
Group: I I
Drescription: I Accept
Currency: IDD I Help

Security Level: ID

Automatic Currency Fevaluation [v/M]: IN

]

Cancel

0.00

—

Current Balance:

Created:

Enter the account nurmber.

&5 Ledger Groups Definition

—

Group: Elose

Description: I

Accept

Cateqories |
Delete |
Cancel |

INCOME STATEMENT:

000-093: OPERATIMG INCOME
100-193: DIRECT EXPENSES
200-243: OTHER INCOME
200-343: INDIRECT EXPENSES
350-39%: MOM CASH FLOY ITEMS
400-44% COMPANY T

450-433: DISTRIBUTIONS

BALANCE SHEET:

500-590: CAPITAL AND RESERVES
£00-693: LONGTERM LIABILITIES
700-73%: ASSETS

800-893: INWESTMENTS

300-343: CURREMT ASSETS
950-39%: CURREMT LIABILITIES

Always select Accept to save the information entered.

To create a ledger account, go to
the menu Ledger; Account
Maintenance.

Fincon is shipped with a number of
basic ledger accounts already
created for your convenience. If
you wish to create your own, you
can simply delete the ones you do
not wish to use. For a list of all the
accounts already created, press
<F2>in the Account field. To
create a new account, enter a
number in the Account field.

The group determines the position
of the account on the Income
Statement and Balance Sheet
according to the group’s category.
Fincon is shipped with a number of
groups already defined. Press
<F2> in the Group field to display a
list. Groups can also be defined
under the menu Ledger; Ledger
Maintenance; Ledger Groups
Definition.

You also need to enter an account
name in the Description field. The
categories displayed here, are the
default categories. To change
these, click on the Categories
button.
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Purchasing

Section 8
PURCHASING

If you need to place an order with your supplier, you will enter a Purchase Order. This
Purchase Order can be drawn into a Goods Received Voucher so that you don’t need to enter
all the information again.

NOTE The Purchase Order is an optional step.

For the purpose of this Tutorial, you will order the following items from your supplier Sky
Computer Wholesalers:

5 Minitower Cases R125.00 Excl
10 101 Keyboards R76.00 Excl.
2 14” Monitors R1200 Excl.

Enter Purchase Order
Go to the menu Orders; Purchase Orders; Enter Purchase Order.

Enter the account number SKY001. The company information as previously entered when
the creditor account was created, will be displayed. Enter the Delivery Date if that differs from
the Order Date and if you need to send a cheque with the driver collecting the stock, enter the
cheque number.

Under Item Number, enter the stock items, quantities and price. You do not yet have a stock
item number for a 14” Monitor. Simply enter the item

Fincon - Ermor X} number MON14, and Fincon will allow you to create the
Q el stock item numbed stock item here. The following message will appear:

Click on Create Stock to invoke Fincon’s quick create
Search | Create Stock | funCtIon'

Create Stack Item x| Create the stock item MON14, 14" Monitor,
Item Mumber: I Sl | Unlt COSt Rlzoo.oo.

Description: I Help |

Unit Cost: ID'DDDD Cancel |

Categary I I

Unk 2 weig e i [ 000 Select Accept to save the information.

Bin Locatior: I
Price Structure: IEl

Tax Code: |1_

Senial Mumbers [Y/N) IY_ Sub Serial Mumbers [v/M]: IN_ Batch Mo's [Y/N]: IN_
Megative: IN_

Supplier &ccount: li

Supplier: I

Sales Account: I‘I 10000 Cast Accaunt: IW
FRetail 1: 0.00 Profit 1: lﬂﬂﬂi
Riatall 2 n.00 poitz 10
Retail 2 .00 Pofca 000

Warranty - Months: ID Days: ID

|Enter the stock number.
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Your Purchase Order will now look like this:

% Enter Purchase Order - Default Location M=
Account: ISK"')DIT| Order Murnber: IDDDDEI2 Cloze |
M |SK"|’ COMPUTER “WHOLESALERS Order D ate: I‘l 0403/2003
Address: IPD B0 4567 Deliven Date: I‘II:IHI:IS,-'2EIDB Accept |

IJDHANNESBUHG Credit Available: Unlirmited Hel
B I Help |
I Cheque: I Descrioli
escription |
Code: I Order Type: IF'1 kema: I
Cost
Line: 0of 100 Exchange Fate: |1 -oooaaon | 1.0000000 4'|
ITEM MUMBER | UN | quanTiTy| uniTPRICE]  TOTALExCL|TC| Té, TOTAL INCL|ORDER [« Cancel |
CASE | EA 5.00 125.00 B25.00 1 g7.50 F12.50
FEY101 | EA 10.00 76.00 FE0.00 1 106.40 BG6E.40
MOMNT4 | EA 2.00 240000 1 336.00 2736.00
0.00 n.oa 1 n.aa 0.00
0.00 n.oa 1 n.aa 0.0
0.00 n.oa 1 n.aa 0.00
0.00 n.oa 1 n.aa 0.0
0.00 n.oa 1 n.aa 0.00
0.00 n.oa 1 n.aa 0.0
0.00 . n.oa 1 n.aa 0.00 j
ltem: |14 MONITOR | 378500 | 523.90 | 431490 [ 120000
Bir: I .-f‘wailable:l 1.00 gy Hand:l 1.00 gy, Elrl:lel:l 0.00 g ack Drder:l 0.00
|Enter the order bype, [F = Purchase, E = Expense, B = Buy-out]

NOTE You can change the Purchase Order type. You can change the type to Purchase,
Expense or Buy-out. When your cursor is on the Order Type box, the status line at the
bottom of your screen will display the different options.

Select Accept to save the information. A screen will appear to enter a message. You can
accept this screen with no message. The print options will appear. You can print or e-mail
your Purchase Order. You can select OK to print, or Cancel not to print the document.

Amend Purchase Order

You can amend a Purchase Order. After you accepted your Purchase Order, you realize you
will also need one 17” Monitor. Go to the menu Orders; Purchase Orders; Amend Purchase
Orders. Type in the number of the Purchase Order you want to amend. If you do not know
the number, press <F2> in the Order Number field to display a list you can select from. You
will notice that all the information previously entered, will be displayed. Add the monitor, a
price of R1700.00 and accept to save the new information.

Goods Received Voucher

Once your supplier delivers the stock, you can pull this Purchase Order into a Goods
Received Voucher.

Revision 1.0 Draft March 2005
Page 21
© Fincon Information Technologies (Pty) Ltd.



Purchasing

NOTE As mentioned before, you can go straight to the Goods Received Voucher (GRV) if
you do not have a Purchase Order.

If you go straight to the GRV, enter a 0 (zero) in the
Order Number field. Fincon will display this
message :

Fincon - Confirm

@ Furchasze order not found - do you want to accept ity

S, Mo |

Select Yes to accept the order number entered.

Go to the menu Creditors; Goods Received Vouchers; Enter Supplier GRV. Enter the
Purchase Order number in the order number field. In this case the order number will be 1, so
you enter 1. You can also press <F2> to display a list of Purchase Orders to select from.
You will notice that all the information entered under the Purchase Order, will now be
displayed.

' Enter Supplier Goods Received Youcher - Default Location

Account; S ko0t Order Mumber; IDDDDD-I Cloze |
Memies |SKY COMPUTER "WHOLESALERS GRY Number: |DDDDD‘I Diate: |1 7/06/2002
Address: IPD BOx 4567 Supplier [nvoice: I Accept |
|JDHANNESBUFII3 Credit Available: IUnIimited Help |
I emo: I Cost
st |
Code: I Line:  Oof 100 Exchange Rate: I-I -0000000
Import
ITEM HUMBER| UN | GUANTITY| UNITPRICE[  TOTAL ExCL|TC| Tax|  TOTALIMCL|ORDER [« 4|
E&, 5.00 125.00 £25.00 1 87.50 71250 Cancel |
KET101 | E& 10,00 76.00 7E0.00) 1 106.40 BEE.40
MOM14 | EA 200 1200.00 240000 1 336.00 2736.00
MON17 | E& 1.00 1700.00 1700.00 1 238.00 1538.00
0.00 0.o0 n.oa 1 0.00 0.00
0.oa 0.00 o.oo 1 0.00 0.00
0.00 0.o0 n.oa 1 0.00 0.00
0.oa 0.00 o.oo 1 0.00 0.00
0.00 0.00 o.oo 1 0.00 0.00
0.00 0.00 o.oo 1 0.00 0.00 LI
ltem: |MIMITOWER CASE & PSU | 548500 | 767.90 | £ 252.90 [ 12250
Bir: I Available:l 1000 gp Hand:l 1000 gp Drder:l 0.00° pack Drder:l 5.00
|Enter the creditor's account nurmber.

Enter the Supplier Invoice number. Use 12345. You will still be able to make changes to the
GRV. Say for instance the price your supplier quoted you when you placed the order for the
keyboards, was R76.00. When you receive the stock, the price on the invoice is R75.00
excluding. Simply move to the unit price of the keyboard, and adjust it to R75.00. You can
also adjust the total cost of the keyboards, excluding or including. Fincon will adjust the unit
price accordingly. You placed an order for 10 keyboards, but only received 5. Change the
guantity to 5. Once the information on your GRYV is exactly the same as on the supplier
invoice, select Accept to save the information and print the document.

If serial number tracking is enabled — you need to scan these items. Go to the menu Serial
Numbers; Scan Serial Numbers; Goods Received Voucher.
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NOTE To make use of serial number tracking, it has to be enabled under the menu System;

Company Parameters; Stock/Workshop Settings. To enable, enter B for serial numbers, or |
if you just want to track incoming serial numbers.

For the purpose of this tutorial, ensure that you enter B.

Enter the GRV number 1 as the Document Number. If you do not know the GRV number,
press <F2> to start the search function. The GRV’s details will be displayed. Click on Start
Scan.

WARNING Be sure to scan the item which is displayed next to current item on this window.
Fincon will not stop you if you scan the wrong serial number for the wrong item. Be careful!
Scan the items one by one with a scanner, or type in the serial number.

Scan the items one by one with a scanner, or type in the serial number manually.

'-.:"-St:an Serial Humbers - Goodz: Received Youcher

Document D etail

Elose |
Document Humber: IEIDDIJEH Source Location; N/A
Document D ate: I1 /0572002 Destination Location: IDD
StatiSear |
Account Humber: ISK‘Y’DD-I
e [5K COMPUTER WHOLESALERS Help |
Stock Bought Back: [~ Multiple *orkstation Scan; [

Senial Humber Scar

Current [bem: CASE - MIMITOWER CASE & PSU End Scan
CLiantity: ] Mest [tem
Scanned: 0

Double Scan: Dizabled Previous ltem

. . Auto Scan
Previous Serial Mumber: I

|1 nooot Bange Scan

HEH

Current Serial Murnber:

|Entel the applicable senial number.

Start typing in the serial numbers for the cases. The numbers we will use for the 5 cases,
are:

100001 ; 100002 ; 100003 ; 100004 ; 100005 Press <ENTER> after entering each number.

You will notice that Fincon will count down the items as you scan, and once all 5 cases are
scanned, it will display the next item, being the10 keyboards. Use the numbers:

200001 ; 200002; 200003; 200004; 200005; 200006; 200007; 200008; 200009; 200010.

Use 300001; 300002 for the 14” monitors and 400001 for the 17” monitor. Once all items on
the GRV are scanned, a message will be displayed to inform you that scanning has been
completed.
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Cancel a GRV

You can cancel a Goods Received Vouchers if no debit notes have been created for this
GRV. Go to the menu Creditors; Goods Received Vouchers; Cancel GRV. This function will
cancel the GRV and generate a Debit Note.

Enter the GRV number 1. All the information will be displayed. You will not be able to
change anything on the document, except for the number in the Supplier C/Note field. The
invoice number entered previously will be displayed here. Change it to the supplier credit
number, if applicable. It could be that you made a mistake when you entered the GRV and
you want to fix this. If none of the items on the GRV have been invoiced, simply cancel the
GRYV and redo it.

On the acceptance of the debit note, Fincon will perform the following additional actions if
serial number tracking is enabled:

Serial Numbers linked to the Goods Received Voucher will be checked. If any of the serial
numbers are found not to be in stock or to be allocated to sales orders, the Goods Received
Voucher cannot be cancelled. An error message to this effect will be issued and the cancel
process will abort.

If the serial number check has passed, all the serial numbers linked to the Goods Received
Voucher will be deleted to eliminate the scanning necessary for debit notes.

For the purpose of this Tutorial, enter a new Goods Received Voucher, using exactly the
same information as before.

You now have 2 options:

Orders; Purchase Orders; Enter Purchase Order and create a Purchase Order first as we did
before;

go directly to Creditors; Goods Received Vouchers; Enter Supplier GRV.

For the purpose of this exercise, please use option 2. Enter a 0 (zero) in the Order No. field.
Enter the information as you did before when you
WitBMING: The supplier invoice number was used on GRY 0000071 entered the PurChase Order' See paragraph on
@ Purchase Orders. You will note that when you
enter the supplier invoice number, Fincon will
warn you.

Click on OK and carry on.

.- Range Scan . . .
~Cune — If serial number tracking is enabled, you need to
Devsiin, KEYBOARD - 10 KEYS scan the items again, using the same serial numbers
L _s&== || as before. See paragraph on Goods Received
S Vouchers.
End Number, 200010
e ';_l_ The Range Scan function can be used when a
number of consecutive serial numbers must be
e scanned. For example the 10 keyboards. It is similar
| to the Auto Scan function with the only difference
Enter the end serial number.
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________________________________________________________________________________________________________________________|
being the required input that is supplied in the form of the start serial number, the end serial

number and the increment between serial numbers. The serial number can contain non-
numerical values as long as they are at the beginning of the serial number.

Select the Range Scan button to display this screen. Enter the start number as 200001 and
the end number as 200010 and click on Accept.

The following message will appear:

Fincon - Confirm Ed

. Select OK.
@ Are you sure pou want bo create 10 barcodes, starting with 200007 7

: Cancel |

The next item on the GRV, (14” monitors), will come up for scanning. Continue scanning.

A message will be displayed to inform you that scanning has been completed. Close the
window.

To view the transactions on the creditor account, go to Creditors; Account Enquiry. Enter the
account number SKY001 and Accept. As you can see there are 3 transaction documents.
GRV 1, a Debit Note for GRV 1 and then GRV 2. The amount now due to the supplier is
displayed in red as a credit amount in the line balance column. While you are in the Creditor
Account Enquiry, you can view any transaction document by double-clicking or pressing
<ENTER> on the document line. The document will now be displayed on screen, from where
you can also select to print it.

= Creditor Account Enquiry M= B2
Year: IEL‘"E”t jv Account; ISKYGEFI Fram Period: IF'eriod 15 j‘ To Period: IF'eriod 15 j‘ Close |
SKY COMPUTER WHOLESALERS Period Exchange Rate:  1.0000000
PO BOX 4567 Account Exchange Rate: 1.0000000 ¥ Inchde Ud Payments Aecept |
JOHANMESBLRG Exchange Profit(+)/Loss(-); 0.00 W Include Ud Cheques =
[ Inchude Allocation Entries Pritnt |
[~ Exclude Allocation Detail —
Help |
Line: 1of4
DOCND |ENTRY  |DATE [BRVND [ SUPPLIER/BANK REF ORDER |  LOCAL AMOLNT LINE BALANCE
BALAMCE BJF: 0.00 0.00
15 000001 | DebMote  |20/05/2002 000001 12345 £ 252.90 £ 252.90
15 000001 | GRY 17/05/2002 000001 | 12345 000001 £252.90 0.00
15 000002 | GRY 20/05/2002 000002 | 12345 000000 £252.90 £ 252.90

Reference: I Custom Sart |
Current B alance: I 625290 g Parind” Balance: I -6 252.90

Ud Cheques/Payments: I 000 Ttal Excl Ud Cheques/Payments: I £252.90
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Expenses Incurred

In the event of purchasing something that is not part of your stock, you will capture the
expense with a Service Received Voucher. This function will be used when purchasing an
item for your own internal use, or for capturing expenses such as telephone accounts, rent on
a creditor account. Fincon will also allow you to generate a Purchase Order for an expense.
The Purchase Order type will be E.

Receive a 17” Monitor from supplier Sky Computer Wholesalers, for your own use. It will in
other words be part of your fixed assets. For the purpose of this Tutorial, we did not enter a
purchase order.

Go to the menu Creditors; Expenses Incurred.

As you did not generate a Purchase Order for this Expense, leave the Order Number field
blank. In the Account field, you enter the creditor account number for Sky Computer
Wholesalers. Remember, if you cannot remember the number, press <F2> to start the
search function.

You can change the date and the period if you want an expense to be captured in a previous
period. Otherwise, just leave it on the default current date and period.

Enter the ledger account number. In this case the account number for Computer Equipment.
The account number to use is 471200.

NOTE The status line at the bottom of your screen will always indicate what is required of
you.

= Expenzes Incurred == B3
SR Number: |100007 Name: |5k COMPUTER WHOLESALERS Cose |
Order Number; I Account; ISKYDD1 Address: IPD B0 4567
S [20/05/2002 [JOHANNESBURG fooept |
Exchangs Fate: |1-0000000 | 1.0000000 | Help |
Perind: IPeri':'d 15 ﬂ Code: I Balance: |-2BEI.DD Camse |
Trangaction Reference Option
’75“ Creditor Mame " Line Descriptian
Line: 0of 100
ACCOUNT [DESCRIPTION ISUF'F'LINV ITEIT.-’-\L EXCLICDDE Téx| TOTAL IMCL| |
471200 17" MONITOR 12346 1 700,00 238.00 1938.00
oo 1 0.00 0.00
oo 1 0.oo 0.oo
oo 1 0.00 0.00
oo 1 0.oo 0.oo
oo 1 0.oo 0.oo
oo 1 0.00 0.00
oo 1 0.oo 0.oo
oo 1 0.00 0.00
oo 1 0.00 0.00 LI
1 700,00 233.00 13938.00
Enter the purchase order's number.
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You can overwrite the DESCRIPTION, so that the document will make more sense to you.

Enter the supplier invoice number and the total. You can enter either the total exclusive, or
the total inclusive. Either way, Fincon will calculate the other amounts for you.

Select Accept to save the information and generate the Service Received Voucher, which is
normally printed, attached to the supplier invoice, and filed.

If you do an enquiry on the creditor account SKY001 now, you will see that an Expense has
been posted to the account.

Buy-outs

Go to the menu Creditors; Buy-outs; Enter Buy-outs to enter expenses incurred that are not
related to stock purchases. Buy-outs are typically events where items are sent to a third party
to be repaired on behalf of a customer and for which the customer must be invoiced. If you
want to enter a Purchase Order for a Buy-out, the Purchase Order type must be set to B.

For the purpose of this Tutorial, no Purchase Order is generated.

Your client, ABC Computers, brought you a faulty 17” Monitor. You sent this monitor to your
supplier for repair, the cost of which has to be collected from your client. The expense has to
reflect on the creditor account. On receipt of the supplier invoice, go to Creditors; Buy-outs.

As no Purchase Order was generated for this Buy-out, leave the Order Number field blank.
Enter the creditor account number, in this case use SKY001. You can change the date or
leave it on the default current date. Enter the description and the amount and select Accept
to save the information and generate the Service Received Voucher, which is normally printed
and attached to the supplier invoice.

2' Enter Buy-out M= B
SRV Number |05|JUU1 Name: |5K COMPUTER wHOLESALERS Close |
Order Mumber: I Account: ISKYDD‘I Address: IPD BOx 4567
Date: [10/08/2003 [ioHENNESEURG Accept |
Euchange Rate: |1-2000000 | 1.0000000 f Help |
Lire: 2of 100 Code: I Balance: |'2SD'DD Eegedl |
DESCRIFTION | sUPPL My | ToTaL ExcL| cooE| Tax| TOTALINCL| <
REFAIR 17" LIG MONITOR 123457 24561 1 34.39 28000

0oo 1 0.00 0.00
noo 1 0.00 0.00
000 1 0.00 0.00
000 1 0.00 0.00
000 1 0.00 0.00
0oo 1 0.00 0.00
0oo 1 0.00 0.00
0oo 1 0.00 0.00
0oo 1 0.00 0.00
0oo 1 0.00 0.00
oon 1 oo 00 =|
| 245 61 f 3439 | 280.00
|Enter the line description.

If you do an enquiry on the creditor account for Sky Computer Wholesalers now, you will see
that a Buy-out has been posted to the account. See How to invoice a Buy-out under Selling.

Revision 1.0 Draft March 2005
Page 27
© Fincon Information Technologies (Pty) Ltd.



Selling

Section 9
SELLING

In Fincon you can create Quotations, convert them into Sales Orders, which can then be
converted into Invoices. The quotations and Sales Orders, are optional. The invoice can be
created immediately.

Quotations and Sales Orders can be amended as many times as necessary before invoicing.

Quotations

ABC Computers phoned. They want a quotation for five Minitower Case & PSU and five 101
Keyboards.

Go to the menu Orders; Quotations; Enter Quotation.
Enter the account number for ABC Computers. The company information will be displayed.

Enter the item number for the Minitower Case & PSU. If you cannot remember the item
number, press <F2> to start the search function. Change the quantity to 5 and the price
excluding to R130.00.

Enter the item number for the 101 Keyboard, change the quantity to 5 and the price excluding
to R80.00.

% Enter Quotation | IE 3
Account: I"ﬁ‘BCDD-I Debtor Dizcount °/:.:ID'DD Quote No/Date: IDDDDD'I |3D'}D5'}2DD2 Close |
Mame:  |4BC COMPUTERS CRO No/Credit | Uniimited
Address: ISHDP4 Termns: I Accept |
[SREENSIDE SHOPPING CENTRE Customer Fef. | e
b Help |
[15T AWENUE, GREENSIDE Flep Bl Joor[MikE
: D excription |
Code: I Price Type: I-I Prafarma |nvoice: IN F ema: I
targin
Line: 20of 100 Exchange Fate: I1 -0000000 | 1.0000000 —l
ITEM NUMBER| UM [GR] QUANTITY| PRICEEXCL|  TOTALEXCL|TC] T4 TOTAL INCL| % Disc| = Cost |
CASE| E4 | 0 5.00 130,00 BS0.00) 1 91.00 00 000 L ast Price |
KEv101 [ 5.00 8000 400,00, 1 5,00 45600 000 —
0 0.00 0.00 0.00/ 1 0.00 000 000 Stock Hote |
0 0.00 0.00 0.00 1 0.00 oo 000 GroupDescrl
] 0.00 .00 0.00 1 .00 0ol 00d —
0 0.00 0.00 000 1 0.00 0ol 000 Cancel |
0 0.00 0.00 0.00 1 0.00 oo 000 (8% Comment
] 0.00 .00 0.00 1 .00 0ol 00d
0 0.00 0.00 0.00 1 0.00 oo 000
] 0.00 .00 0.00 1 .00 000 000 x| | 0.00
ltem: JKEYBOARD - 101 KEYS | 105000 | 147.00 | 1157.00 [T ] oo
Bir: I .-’-‘«vailable:l 20.00 On Hand:l 20.00 On Drder:l 0.00 Back Order; I 0.00
|Enter the ztock item no, a bill no a3 <nne. or a [0 Juotation/(B ranch/[S)alesd(Plurchaze/[H)/0fice Order no a3 <<nnnnnn:.

Select Accept to save the information and print the quotation. Quotations can also be e-
mailed directly from Fincon. For this you need to set up your e-mail address under System,;
Users and Passwords; E-mail/Defaults.
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Amend Quotations

ABC Computers receive the quotation and phone you. They request that you add a 14”
Monitor to the quote.

Go to Orders; Quotations; Amend Quotation. Enter the quotation number, or press <F2> to
display a list to select from. All the information previously entered, will be displayed. Simply
move to the next item number line and enter the item number for a 14” Monitor. If you cannot
remember the number, press <F2> to search. Enter the quantity as 1 and the price excluding
as R1200.00. The total quotation amount should now be R2565.00 inclusive. Select Accept
to save the new information and amend the quotation.

Proforma Invoice

To print a proforma invoice, when entering or amending a quotation, put a Y (yes) in the box
next to Proforma Invoice field. The default will be N. When the document is printed, it will
print a Proforma Invoice.

Sales Orders
A quotation can be converted into a Sales Order, or you can enter a Sales Order directly.

Go to the menu Orders; Sales Orders; Enter Sales Order.

Enter the quotation number, or press <F2> to start the search function. All the information
that was previously entered on the quotation, will now be displayed on the Sales Order
screen.

4% Enter Saleg Order - Default Location M= B3
Accourt: |28l Debtor Dizcount c'/:.:ID'DD Order Mumber: IDDDDUI Quate Mo: IDDDDD-I Claze |
Mame:  |4BC COMPUTERS Oicler Date: | 05/06/2002 Required: [05/08/2002
Address: ISHDP4 Custarmer Ref: I Accept |
|SREENSIDE SHOPPING CENTRE Fiep Code: | I IS e
. Help |
[15T AVEMUE. GREENSIDE Terme: f
: — Description |
Code: I Mema: I Credit/Orders: ILInI|m|ted ID'DD
l— I_ I_ Margin
Area: Frice Type: 1 Order Type: N Exchange Rate: I‘I'IJIJIJIJIJIJIJ | 1.0000000 4'
Line: 0of 100 Delivery Method: IE Agsemble: IN Ciasl |
ITEM MUMBER| un [GR] auanTiTy] PRICEERCL|  TOTAL EXCL|TC] o] TOTALINCL] ZDisC[a]|  LastPrice |
E4 | D 5.00 130.00 £50.00) 1 91.00 7ALO0, 000
KEY101| E4 | O 5.00 80.00 400.00) 1 56.00 45600, 0.00
MOM14| E4 | D 1.00 1 200.00 1200.00/ 1 168.00 1368.000 000 Group Descr |
] 0.00 0.00 0.00) 1 0.00 0oo 000
] 0.00 0.00 0.00) 1 0.00 0oo 000
0 000 0.00 0.00) 1 0.00 Qoo 000
] 0.00 0.00 0.00) 1 0.00 0oo 000
0 000 0.00 0.00) 1 0.00 Qoo 000
] 0.00 0.00 0.00) 1 0.00 000 000 =] | 12333
ltem: |MINITOWER CASE & PSU | 225000 | 315.00 | 256500 [N | oo

;

Bin: I Available:l 15.00 DnHand:I 15.00 DnDrder:I 0.00 Back Order: 0.00

|Entel the debtar's account number.
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You can now either accept this information, or if needed, make any necessary changes. For
more information on Sales Orders, please read the on-line help file in Fincon. Select Accept
to save and print the Sales Order.

Amend Sales Order

NOTE Partly or fully processed sales orders cannot be amended.

After you have done the Sales Order, ABC Computers phone to request that you add another
keyboard to their order.

Go to the menu Orders; Sales Orders; Amend Sales Order. Type in the number of the
relevant sales order. If you cannot remember the sales order number, press <F2> to search
for it. The Sales Order number you need to type in now, is 1. All the information previously
entered, will be displayed. Change the quantity of the second item, KEY101, to 6. Your
Sales Order total amount excluding VAT, should now be R2330.00

Select Accept to save and print the Sales Order. Close the window.

Sales Orders and Serial Numbers

Stock items can be allocated to a Sales Order before it is invoiced. Go to Serial Numbers;
Scan Serial Numbers; Allocate Sales Order.

'-.:"-St:an Serial Humbers - Allocate Salez Order

Document D etail

Elose
Document Humber: IEIDDIJEH Source Location; IDD
Document D ate: IEIS”DE"QE“:I2 Destination Location: IN”"""‘

|ﬁecum
[ABC COMPUTERS el

StatiSear
Account Humber:

114

Marme:

Stock Bought Back: & folltiple S Erkstation Seam &

Senial Humber Scar

Current [bem: CASE - MIMITOWER CASE & PSU End Scan
CLiantity: ] Mest [tem
Scanned: 0

Double Scan: Dizabled Previous ltem

. . Auto Scan
Previous Serial Mumber: I

Current Serial Mumber: I-I 0oom Marmnal Stock: I 15 | Bange Scan

HEH

|Entel the applicable senial number.

In the Document Number field, enter the number of the Sales Order you want to allocate. In
this case, enter 1. You can also press <F2> to start the search function to search for the
relevant document.

Click on the Start Scan button. The first item on the Sales Order will be ready for scanning.
Each stock item you purchased, will already have a serial number. See the paragraph on
Goods Received Vouchers. Once again each item can be scanned with a scanner, or you
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can type in the numbers manually. For the purpose of this tutorial, you need to type in the

numbers in the Current Serial Number field.

The serial numbers for the 5 cases:
100001 ; 100002 ; 100003 ; 100004 ; 100005

The serial numbers for the 6 keyboards:
200001 ; 200002 ; 200003 ; 200004 ; 200005 ; 200006

The serial number for the 14” Monitor:
300001

Once all the items on the Sales Order have been allocated
and scanned, this message will appear.

Scanning has b leted .
@ SRS e s Click OK, and Close the screen.

Fincon - Information &

Mark Order Complete
Sales Order Search Options | o
Before a Sales Order can be invoiced, it has to be

[osaichan marked as completed. Go to the menu Orders; Sales

o Orders; Mark Order Complete.

" Order Date _ _ _

 Debtor Name A screen allowing you to select different search options

~ HE; Code will be displayed. For the purpose of this exercise, leave

~ Eate Requied it on the default, namely Order Number.

™ Area Code Click on OK to display a list of all the Sales Orders

| PreviousSearch entered. Sales Order number 1 should appear here.
~Order Type The status of the Sales Order, is “Entered”. Click on the

& Momal S ales Orders Complete Order button to change the status of the Sales
Order to “Completed”.

= Conzignment Sales Orders

| Farecast SEles Iiders When a completed Sales Order is amended, the status
will change to “Amended” and it has to be marked
complete again before it can be invoiced.

Pozitioning Y alue: I

o OK X Cancel | Help

Close the screen to exit.
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Invoicing

To sell stock to a client, an invoice must be made out. A Sales Order that has been marked
complete, can be converted into an invoice.

You can also make out an invoice immediately without a Sales Order. When prompted to
enter the order number, simply . .
oress <Enter>. The following Y

message will be diSplayed: @ fou have not entered a sales arder number - do vow want to accept it?

Select “Yes” and enter the
Ma |

Invoice details as normal.
For the purpose of this Tutorial, go to the menu Debtors; Invoices; Enter Invoice.

In the Order Number field, enter 1, for the Sales Order that was created and marked
complete. All the Sales Order information previously entered will be displayed. You can
make changes to this information, or add new items before invoicing.

Click on Accept to generate the invoice. You can print or e-mail the invoice.

Invoicing and Serial Numbers

If your system is set up to make use of serial number tracking and you converted a Sales
Order to an invoice, the serial numbers that was previously allocated to the Sales Order, will
now be allocated to the Invoice.

If you do not convert a Sales Order into an Invoice, but go directly to Enter Invoice, you can
scan the items. Let’s do this exercise:

When ABC Computers come to collect their Order, already invoiced, they want to buy 2 more
keyboards.

T x50 meny pebiors Invoices

Enter Invoice. Do not enter a Sales
: % Select one of the following scan modes: Order Number. Enter the account
' number ABCO001. Click on Scan

ltems.
Allocate | Unallocate |

Click on Allocate to display the scan screen.
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Invoice 5enal Humber Scanning

Current Item:  KEY107 - KEYBDARD - 101 KEY'S
Scanned: 1
Scan Mode:  Allocate

Presious Senial Nurmber: IZDDDD?
Current Serial Mumber: |2EIDEIDH

|Enter the applicable zerial number.

For this exercise, type in the following serial numbers:

200007 ; 200008 and Close the screen to go back to the Enter Invoice screen. You will note
that there are now two keyboards entered on the Invoice. If you want to know what the client
paid for this item on his previous invoice, select the item and click on the Last Price button.

. : The last price paid was R80.00. This
Last Price Paid X _ !

s | X window also displays the date of the
Last Price Paid |an.nn [Local Currency] transaction, the Invoice number as

[B000  f(Account Cunency) well as the quantity invoiced.

Evchangs Flate: |10000000 Close this screen to return to the
IW Invoice. Enter the price excluding as
Date: R80.00. Select Accept to save and

Irvoice Murnber: II:II:II:II:II:I‘I print the invoice.
Cluantity: IE'E":I

Debtor Account Enquiry

These transactions will be displayed on the debtor account. Go to the menu Debtors;
Account Enquiry.

Enter the debtor account number; in this case ABC001 and select Accept.
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. Debtor Account Enquiry == B3
Year ICunent jv Account: IABEEIEI‘I From Period: IF'eliod 13 jv To Period: IPe'iOd 13 ]v Close |
ABC COMPUTERS Period Exchange Rate:  1.0000000
SHIOP 4 Account Exchange Rate: 1.0000000 W Include Ud Payments Jro—— |
ACCEep!
GREEMSIDE SHOPPIMG CEMTRE Exchange Profitf+)/Loss(-]: 0.00 ¥ Include Ud Chegues
15T AVEMUE. GREENSIDE I™ Include Allacation Entries Prirt |
MIKE | [T Exclude &llocation Detail —
Help |
Line: 1af 3
ENTRY  |DATE |imvno  [cusTOMER/BANK REF DRDER |  LOCAL AMOUNT| LINE BALANCE |
B&LAMCE B/F: 0.00 0.00
15 |000001 | Invoice 18/06/2002 000001 000001 265,20 2 B5E.20
15 |000002 | Invoice 18/06/2002 | 000002 182,40 2 838.60

Reference: I Cuistorn Sort |
Current B alance: I 283880 w1y Perind” Balance: I 283860

Ud Payments/Cheques: I D00 Total Excl Ud Payments/Cheques: I 2 83360

As you can see Invoice 1 and Invoice 2 are displayed. To view these invoices or to reprint
them, select one by clicking somewhere on the entry line and press <Enter> or double click in
the line

Close the window.

Printing Serial Numbers

You could be asked to print the serial numbers allocated to a specific invoice, on the invoice.
You need to set the invoice up to print serial numbers.

Go to System; Company Parameters; Global Settings. Go to the field Print Serial Numbers.
You have three choices:

N = disabled

Y = will print the serial numbers on a separate list

| = will print the serial numbers on the invoice.

The status line at the bottom of the window will display this information.

|Seleu:t zenal number printing on invoicing. [M = Dizabled, %' = Seperate Ligt, | = On lnvoice]

The default is that the serial numbers will print on the invoice. Select Accept and Close the
screen.

If you print an invoice now, Fincon will have added a tick box on the Print Options window, to
Print Serial Numbers on Invoice.
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You can also print the serial numbers allocated to an
invoice previously processed.

DM IDebtolInvoice

Go to Debtors; Account Enquiry. Enter the debtor’s
account number, click on Accept. Double click the
relevant line to display the invoice. You will now be

™ Print Serial Murnbers o |neice

I ™ Pint copies o diferertpinters | @0I1E 1O View the invoice on screen and also to reprint it.
& Print Line Tatals In the top left hand corner of the window is a Serial
. ﬁ[;:ﬁ;f:lz;z:j'* Numbers button. Click on this button to print a list of
[ Pr?ntﬁroup Descr?pt?ons - the Sel’la| numbel’S a||Oca'[ed '[O th|S inVOice. On the
o Pt Geosp espons ane) Spsiicayion: Print Options screen, note that you can also print this
Lapout  |FINCON =l to a delimited file or view it on screen.
Text Printer: IEPSDN j
o 0K I X Cancel |

[Hper | HMext Page [Page Down) | Eirst Page [Home) | Go to Page | LClose

it | Previous Page [Page Up) | Last Page [End) | Page:l 1 I ! |1UU°/= j Help |
F
E

TUTORIAL

1970652002 12:26 SERIAL WMIMEEE LIST FOR IWJOICE: 0000dl

ITEM WMMEEE IERIAL WMMEER SERIAL WMEEE: SERIAL HUMEEE: SERIAL NUMEER SERIAL WMMELR

CAIE 1ol 1onnng looonz loonnd loa0n0s
KEVL0L 0009l En000g ogonz iooong Zoong
Egaang
MOHL4 200001

If you choose to view it on screen first, you can print it from here by simply clicking on the
Print button.

Invoicing a Buy-out

NOTE If you have not already entered the Buy-out discussed here, please refer back to Buy-
outs under Purchasing and enter it now.

A Buy-out can be pulled into a Sales Order, but for the purpose of this exercise, go directly to
invoicing. To invoice a Buy-out go to Debtors; Invoices; Enter Invoice. Press <ENTER> to
not enter a Sales Order number, enter the account number ABC001. The company detail will
be displayed. Move to the ITEM NUMBER field, and press <F4>. The Insert Buy-out window
will appear. You can now type in the SRV number or press <F2> to display a list. The
Description can be overwritten.
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4. Enter Invoice - Default Location

. [ABCO01
Account:

Name: |#BEC COMPL

Option:
Addess: ISHDF‘4 £+ Buy-out
[GREENSIDE ® it

[15T &vENL
[ SRV Number [os0000
Code: HITRE

IF!EF'AIF! 17" LG MONITOR

: Diescription:
Line: T1of100  F
ITEM NUMBERT L SR Detal [Local Curency]
D ate: 30/05/2002

Supplier:  SKv'001 - 5K COMPUTER WHOLESALERS
Taotal Cogt: 245,61

Aocept |
Cancel |

WAl

Item:

i

- |Enter the description ta appear on the document.
in:

L g e ey ey e e ey e

KX
z
m
£
2

=0

LCloze |

Accept

x

Help
Description
Margin
Cost
Last Price
Scan ltems
Stock Mote
Group Descr
Cancel

[&lt]F 3: Comment

0.00
0.o0

%

Order:

W

0.o0

|Enter the stock item no, a bill o as <nnz, or a [GIRYVAQuotation/[5)ales Order no as <Xnnhnnn:.

Select Accept.

Selling

Any other stock items or non-stock items can be added to the invoice. You can also change

the price of the Buy-out at this stage.

Change the price excluding VAT to R250.00 and Accept the invoice.
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Section 10
PAYMENTS

Receiving payments from your debtors.

Payments from your debtors are entered and allocated under Debtors; Debtor Payments;
Enter Payments Received.

Processing Cheque Payments

At this point there are three invoices on the account ABC001 that need to be paid. You can
view these invoices by going to the menu Debtors; Account Enquiries. Enter the account
name ABCOO01. For the purpose of this exercise, leave the From Period and the To Period on
the default current period, and select Accept.

% Debtor Account Enguiry =
Year ICunent j Account: I""\"BEDD-I From Period: IF'ericn:I 15 j' To Period: IF'ericn:I 13 j' Close |
ABC COMPUTERS Period Exchange Rate:  1.0000000
SHOF 4 Acount Exchange Rate: 1.0000000 W Include Ud Payments Accent |
Accep
GREEMSIDE SHOPPING CEMTRE E xchange Profit+)/Lass(-; 0.00 ¥ Include Ud Cheques
15T AYENUE, GREENSIDE I™ Include Allacation Enlries Print |
MIKE | [T Exclude Allocation Detail —
Help |
Ling: 1 af 4
ENTRY DATE |inyno  [cusTOMER/BANK REF ORDER |  LOCAL AMOUNT LINE BALAMCE |
BALANCE B/F: 0.00 0.00
15 000001 | Invoice 18/06/2002 00000 00oam 2 656,20 2 656.20
15 000002 | Invoice 18/06/2002 000002 182.40 283860
15 000003 | Invoice 15/07/2002 000003 285.00 312360
Reference; I Custam Sart

Current B alance: I 312360 opg Pariod” Balance: I 3123 E0
lJd Payments/Cheques: I 000 Total Excl Uid Payments/Cheques: I 312360

|
All the transactions for this specified period would be displayed.

ABC Computers give you a cheque for two of the outstanding invoices. You need to process
this cheque and allocate it to these two invoices. The date of the cheque is the current date,
the amount is R2838.60 and the cheque number is 143.

To enter this payment into Fincon and allocate it to the specific invoices, go to the menu
Debtors; Debtor Payments; Enter Payments Received.

For every payment entered, a Receipt will be generated. For the purpose of this exercise,
leave the date of the cheque as the current date. The payment type will be Cheque.

1l
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Note that if you click on the arrow next to the Payment Type
Payment Type: | Chedue x| box, different payment options will be displayed.

ICheque

Lo In this case the payment type will be the default, Cheque.

Cash
prane— ot When you select the payment type to be Cheque, you must
Al 2Fimom Tt sl Bank T ransfer enter the cheque number. In this case it is 143. If the name

of the chequeholder and the debtor account name is the same, you do not have to enter the
name. It will be displayed the moment you enter the account number. Enter the account
number ABCO01. (Remember that if you cannot remember the account number, <F2> will
start the search function.) Once entered, you will notice that all outstanding invoices are
displayed in the Allocation Detail box.

Now enter the amount of the cheque, R2838.60, next to the account number. To allocate
this payment to the two different invoices, make sure the cheque amount is highlighted, then
click on the first outstanding amount. Now both amounts should be highlighted. Press <F3>
to allocate the cheque amount to the first outstanding amount. An amount should appear in
the PAID column for that specific invoice. Itis now allocated. Repeat this for the other
invoice. If you want to unallocate a payment, press <F3> again. Select Accept to process
and save your payment. You can print the receipt or select Cancel if you do not want to print
it.

NOTE Receipts can not be reprinted.

% Enter Payments Received |- = x|
—Payment Detait
Cloze |
Feceipt: IDDDDD2 Date: IM"I‘I‘I"?DD2 Payrnent Type: IEHE':IUE j Cheque Humber; 143
Mame:  |“BC COMPUTERS D No: |
: . Accept |
CACard Mo I Comment: I
Help |
Account Detal Allocation D etail
Line: 0 of 99 Line: 3of 4 Auta Allocatel
accOUNT | aMounT| | Ta|«| | [mvno [DaTE OUTSTANDING PaiD| DISCOUNT| Febuld
ebui |
ABCOMT 1] 0.oo Unallocated 0.ao 0,00 0.0o =
noojo 0.oo oo 18/06/2002 2 BRE.20 2 B5E.20 0.00 Cancel |
noolo 0.00 o002  18/06,2002 182.40 0.00
nooo 0.aa ooooos 15072002 285.00 0.00 0.00
noolo 0.oo
noolo 0.oo
noojo 0.oo ;l
Payment 2 BIRE0 0.00 | | 312360 2 83860 | 0.00
SHOP 4 ABC COMPUTERS
GREEMSIDE SHOPPIMG CENTRE
15T &VENLUE, GREENSIDE Balance: | 312380 DAlaScolLE ) (- N
Egg‘;:unthr Current; I 312360 30 Days: I 0.00 B0 Days: I 0.00 Receipt
Branch: 90 Days: I 0.00 120+ Days: I 0.00 Unallocated: I 0.00 I
Press <F3: to allozatefunallocate the amont.
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|

All payments entered for debtors, except for Cash payments, will be entered on the debtor
account enquiry as a Ud Payment. (Undeposited Payment). This is why you can enter
postdated payments. It will only be marked as a Payment once it is reconciled.

Do an account enquiry on the debtor ABC001 to see what the status of the debtor account is
after processing this payment. Go to Debtors; Account Enquiry , enter the account number
and select Accept. The default sort order is on document number. To sort the enquiry on
invoice number, date, amount etc, click on the appropriate column heading. A dark gray
background in the heading column will indicate the active sort order. On the following
window, you will notice that the selected sort order was on Invoice number.

. Debtor Account Enquiry M= E3
“ear IEL"”EHt j Accaunt: IABCDEI'I Fran Period: IF'E'iDEI 15 ]v To Perind: IF'E'iDEI 15 ]v Cloze |
ABC COMPUTERS Period Exchange Rate: 1.0000000
SHOF 4 #ccount Exchange Rate: 1.0000000 W Include Lid Payments Acoent |
Accepl
GREENSIDE SHOPFING CEMTRE Exchange Profitf+)/Loss{-]: 0.00 I Include Ud Chegues
15T AWEMIIE, GREENSIDE [ Include Allocation Entries Print |
MIKE | [T Exclude Allocation Detail —

Help |
Line: 1ofB
| ’DDCND ENTRY  |DATE [INVNE [ CUSTOMER/BANK REF ORDER |  LOCAL AMOLNT LINE BALANCE|

BALAMCE BAF: Q.00 n.o0

15 000001 Irrenice 18/06/2002 oo oo 2 BRE.20 2 BRE.20

15 000002 Ud Paymnt 14,/11./2002 a0 -2 BBE.20 Q.00

15 000002 Imevoice 18062002 aaoooz 182.40 182.40

15 |000002  UdPaymnt  14/11/2002 000002 182,40 0.00

15 000002 | Inwaice 15/07 /2002 oo 28500 28500
Reference: I Custom Sort

Current Balance: I 312360 | w7g Parind” Balance: I 312360
Ud Payments/Chegues: I 2 B3BED 7 b Bl Uid Paymentz/Cheques: I 312360

1l

The payment that you entered, can be seen on this enquiry, allocated to the 2 different
invoices. If you want to view the payment as a whole, in other words with no allocation detail,
do the enquiry again, but select Exclude Allocation Detail by ticking the box next to this
option, before clicking on Accept. The payment will be displayed as one total amount.
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. Debtor Account Enquiry M= E3
“ear IE“"E”t ﬂ Account: IABEDEH From Period: IF'E"':":| 15 j" To Perind: IF"E"':":I 15 j" Close |
ABC COMPUTERS Period Exchange Rate:  1.0000000
SHOP 4 Account Exshange Rate:  1.0000000 W Include Ud Payments Accent |
ACCEp
GREEMSIDE SHOPPING CENTRE Exchange Profit|+]/Loss(-]: 0.00 W Include Ud Cheques
15T &EMNLUIE, GREENSIDE [ Include Allocation Entries Frint |
MIKE | ¥ Exclude Allacation Detail —

Help |
Lines 1 of B
| ’DDEND ENTRY  |DATE [INVNE [ CUSTOMER/BANK REF ORDER |  LOCALAMOUNT|  LINE BALANCE|

BALAMCE BAF: 0.00 0.00
15 000001 Irwoice 18/06/2002 0ooom 2 B56.20 265620
15 000002 Irwoice 18/06/2002 182.40 283860
15 000002  UdPaymnt 141172002 -2 B38.60 0.00
15 000003 Ireeoice 15/07/2002 285.00 285.00

Reference: I Cuztom Sort

Current B alance: I 312360 w7 Period” Balance: I 312360
IJd Payments/Cheques: I 2 B3BEL | oal Engl Ud Fayments/Cheques: I 312360

1!

As mentioned before, all payments entered into Fincon, except Cash payment, will be
displayed as Undeposited Payments.

NOTE This option can be changed by changing a Global Fincon setting. System; Company
Parameters; Global Settings. Change the Use Cash on Hand Account option from Y (yes) to
N (no). Cash payments will now also be displayed as Ud Payments that has to be banked to
be marked off as paid.

Ud Payments can be deleted and amended. This is done under Debtors; Debtor Payments;
Amend Payments Received. Enter the receipt number of the undeposited payment you wish
to amend, or press <F2> to search for it. For the purpose of this exercise, enter receipt
number 1. The receipt detail will be displayed. You will now be able to make changes to the
receipt. At this stage you can even change the amount. To process and save the changes,
select Accept. If you followed the instructions carefully, your receipt should be correct and
you need not make any changes to it. Select Cancel.

Processing Cash Payments

As with all other payments, cash payments are also entered under Debtors; Debtor
Payments; Enter Payments Received. You will change the Payment Type to Cash.

Fincon can be set up to process cash payments in two different ways
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by using the Cash on Hand account. Cash payments will be reconciled when entered and
posted to the Cash on Hand account; (this option is the default)

by not using the Cash on Hand account. Case the cash payment entered, will also be
displayed as an Undeposited Payment that needs to be reconciled.

To demonstrate Option 1: (Using the Cash on Hand account.)

There is still an invoice on the debtor account ABC001 that needs to be paid. Process a cash
payment for this invoice. Go to Debtors; Debtor Payments; Enter Payments Received. The
date will stay the default current date. Change the Payment Type to Cash, enter the account
number ABCOO1. Enter the cash amount paid, in this case R285.00 and allocate it to the
outstanding invoice as discussed under Processing Cheque Payments, and select Accept.

If you do an Account Enquiry on the debtor account ABC001, you will notice that the cash
payment is immediately entered as a payment.

- _—— fmmem mmmma— _——

15 000003 | Inwoice 15/07/2002 000003 285.00 285.00
15 000003 Payrnent 14/11/2002 000003 |CaSH -285.00 o.an

Cash payments cannot be amended as, for example Cheque payments. The cash payment
will be posted to the Cash on Hand account, where it can be used for expenses, or can be
banked.

If you do an Account Enquiry for the Cash on Hand ledger account, you will notice that the
cash deposit was posted to this account. Go to Ledger; Account Enquiry and enter the Cash
on Hand account number. The default account number is 585000, and select Accept to
display all the transaction in this account. At this stage it should only be the one transaction,
namely the deposit for the cash payment.

If you want to use this cash, a journal entry will be done between the Cash on Hand account
and the expense account.

If you want to bank this money, refer to How to bank your deposits.
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To demonstrate Option 2: (Not using the Cash on Hand account.)
To demonstrate this option, first create another invoice for debtor ABC0O01. Invoice 1 hour
labour at R200.00 per hour.

& Enter Invoice - Default Location | =]

Account: IABEEIEI‘I Debtor Discount o/.;:ID'EIEI Invaize Murmber: IIJIJIJEIEIS Order Number:l Cloze |
Hame: I.-’-\BE COMPUTERS Date: I'I 41172002
Address: ISHDP 4 Custorner Ref: I Accept

|GHEENSIDE SHOPPING CENTRE Rep Code: |nn1 |MIKE DE|:|E Help |

d

|1STA\!ENUE,GHEENSIDE Tems | p— |
Code: | Memo: | Credit Available: |Urimit=d |2 838 60 o |
Line: 1af 100 Price Type: |1_ Canzignment Stock: IN_ Exchanage Rate: |1'DI:|DDDI:":I | 1.0000000 =
ITEM NUMBER | UM [GR[ QUaNTITY| PRICEExCL|  TOTALExCL|TC| Tax|  TOTALINCL ZDISElﬂ Cost |
LAE | E4 | O 200.00 20000 1 2800 22800 000 . |
0 0.00 0.00 0.00 1 0.00 000 000
0 0.00 0.00 0.00 1 0.00 0ol oo M
0 0.00 0.00 0.00 1 0.00 0ol 000 Stock Mote |
0 0.00 0.00 0.00 1 0.00 0ol 000
0 0.00 0.00 0.00 1 0.00 000 000 M
0 0.00 0.00 0.00 1 0.00 0ol oo Cancel |
0 0.00 0.00 0.00 1 0.00 0ol 000
0 0.00 0.00 0.00 1 0.00 0ol 000
0 0.00 0.00 000 1 0.00 000 000« [ om0

lem: |LABOLR | 20000 | 2800 | 22800 |1 [ om
Bir: I A\failable:l 0.00 DnHand:I 0.00 DnDrder:I 0.00 EackDrder:I 0.00

|Enter the quartity.

Set up Fincon to not make use of the Cash on Hand account when processing cash payment.
Go to System; Company Parameters; Global Settings and change the Use Cash on Hand
Account option from Y to N.

S Y
Use Cash on Hand Account [¥/N} E Select Accept to update the Company Parameters.

Enter a cash payment for the outstanding invoice on debtor ABCO01. The amount is
R228.00.
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% Enter Payments Beceived M= E3
—Payment Detail
LCloze |
Receipt: IDDDDD‘1 [rate: IM’J”"QI:":I2 Payrment Type: IEash j Cheque Mumber: I
Mame:  |4BCCOMPUTERS D Ne |
' - Accept |
C/Card Mo I Comment: I
Help |
—Account Detait Allocation Detail
Line; 0 of 33 Ling: 2of 2 Auto Allocatel
ACCOUNT AMOUNT| | Tax|«] | [INvno [DaTE  [OUTSTANDING] PaiD| DISCOUNT| Fobuld
ebui |
ABCOm ] 0.00 Unallocated n.aa 0.00 0.00 =
0.00 0 0.00 ooooos 144112002 || EEET 22600 0.00 Cancel |
0.0oa 0.0
0oon 0.00
pooo n.oo

Do an Account Enquiry on debtor ABCO001 to see what happens when a cash payment is
processed, not using the Cash on Hand account.

15 /000003 [reoice 15/07/2002 | 000003 285.00 285.00
15 000003 | Papment 1441142002 000003 |CASH -285.00 0.0a
15 000004  UdPayent 1441172002 000005 -228.00 -228.00
15 000005  Inwoice 1441142002 000005 228.00 0.00

Reference: I Custom Sart

Current B alance: I 306660 o7y Pasind” Balance: I 3 066,60
Ud Payments/Cheques: I 3 OBB.BD 1 a) Exel Ud Papments/Cheques: I 3 0BB.ED

L.

In this case the cash payment is also displayed as an Ud Payment (undeposited payment)
and needs to be reconciled. Also, do an Account Enquiry on the Cash on Hand ledger
account, and note that there is no entry for this cash payment. This is done under the menu
Ledger; Account Enquiry.

NOTE Refer to How to bank your deposits on how to reconcile this cash payment.

Processing Other Payments

Fincon can also accommodate Credit Card and Speedpoint payments as well as Bank
Transfers. Generate three invoices so that you can process these different payment types.
Credit Card type payments are used for credit card payments you have to physically deposit
at the bank. Speedpoint type payments are used for credit card payments that are done
electronically.

Use the debtor account ABC001 and generate three different invoices for labour. Each
invoice must be to the value of R228.00 inclusive. You should now have 3 invoices with no
payment allocated to it.

15 /000006 Invoice 04/02/2003 000006 228.00 228.00
15 /000007 Invoice 04/02/2003 000007 2£28.00 456.00
15 /000008 Invoice 0440242003 Ooooo3 228.00 E24.00
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Individually post a credit card payment to invoice 6, a speedpoint payment to invoice 7 and a
bank transfer payment to invoice 8.

NOTE When entering a credit card or speedpoint payment, you have to enter the credit card
number.

Once the payments are entered, do an Account Enquiry on the debtor account ABC001. You
will note that all three these last payments are also entered as Undeposited Payments on the
debtor account, and must still be reconciled.

How to bank your deposits

Deposit List

Before you physically make the deposit at the bank, you can use Fincon to make up a deposit
list. Go to the menu Debtors; Debtor Payments; Deposit List.

Enter a reference number in the Deposit Reference field. This is normally the number on your
actual deposit slip.

If your Fincon is set up not to use the Cash on Hand account, and you need to still reconcile
the cash payments, your Deposit List screen will look like this:

wd. Deposit List M= |

Currency: Im Cloze |
Deposit Reference: I

D ate: Im Deposzit Tatal: I 0.00 Accept |
Cheques I Credit Cardsl Cash | Help |
Line: Oof0O Lines Per Page: |2Ij Select Al
|SEL|CHEQUE [REEEIPT [DATE |oRewER | amount DISC|DEFREF | Cancel |

If your Fincon is set up to use the Cash on Hand account, and a cash payment is immediately
marked as a payment, your Deposit List screen will look like this:

4. Deposit List M= |

Currency: Im Cloze |
Depozit Reference: I

Date: IDMDE;EEID3 Deposit Total: I 0.00 Acocept |
Cheques I Credit Cards | Help |
Line: Oof0 Lines Per Page: I2|j Select Al

SeL[creauE [REGEPT]

DATE |oRewER | amount DISC|DEFREF | — |
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After entering the Deposit Reference number (Note that Fincon will add a D in front of the
number you enter) click on Cheques to display a list of all the cheques entered and due by
the date entered in the Date field.

To select the cheques you want to bank, click the relevant line or row and press <ENTER>. A
* will appear in the SEL column. Note that with every cheque you select, the Deposit Total
increases. If you want to deselect a cheque, simply press <ENTER> on the relevant line
again. The Deposit Total will decrease. After selecting all the Cheques to be banked, click
on Credit Cards and do the same.

NOTE Remember the difference between a Credit Card payment and a Speedpoint payment!!

If your Fincon is set up not to use the Cash on Hand account, you will have the option
available to select the Cash receipts you want banked, as well.

For the purpose of this tutorial, Fincon is set up to use the Cash on Hand account.

Go to Debtors; Debtor Payments; Deposit List. Enter the Deposit Reference number as 123
and the date entered on the current date. Select the cheques to be banked as well as the
Credit Card payment. Your deposit total should be R3066.60. Select Accept and print the
deposit list.

You can amend the deposit list at any stage before doing the actual bank deposit. If you
need to add or remove payments from the deposit list, go to Debtors; Debtor Payments;
Deposit List. Type the reference number of the list you want to amend in the Deposit
Reference field. Select or unselect the payments, and click on Accept to save these changes.

Bank Deposits

It is recommended that you do this step once you have physically deposited the money at the
bank. Return to the office with the deposit slip and then tell Fincon what you deposited at the
bank. This step will change the Ud Payments status of the receipts, to Payments.

Go to Debtors; Debtor Payments; Bank Deposits. Enter your deposit reference number.
That will be the same one as on the Deposit List you prepared. In this case the number you
enter will be 123. Enter the date of the deposit. If you click on one of the TABS, for example
Cheques, the list of entries previously selected on the deposit list, will be displayed. As your
Fincon should be set up to use the Cash on Hand account, your screen should look like this:

. Bank Deposits _ |
Bank Account Detail
Bank Account |FEIAD Name:  BANK ACCOUNT Cose |
Deposit Reference: I Period: 15 Exchange Fate: I 1.0000000
Date: I-I 7/02/2003 Deposit Tatal: I 0.00 Accept

Cheques | Credit Eardsl Cash an Har‘u:ll i

Line: O of 0 Select Al
SEL|CHEQUE |RECEIPT [DATE |DRewER AMOUNT|  DISC|DEPREF |

dHld

Cancel
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If you want to bank cash as well, click on Cash on Hand, enter a reference number and the
cash amount you want bank or was banked already. Note that when a cash amount is
entered, the amount will also be added to the Deposit Total. For the purpose of this tutorial,
click on Cash on Hand and deposit the R285.00 that was received from ABC Computers. As
reference you can enter ABC0O01. Your Deposit Total should now be R3351.60. Select Accept
to process this deposit.

NOTE You can go directly to the Bank Deposit transaction, without having prepared a
Deposit List before.

Pay your Creditors/Suppliers

Payment of creditors can be done by cheque, direct bank transfer or cash.

Cheque Payment

If you do an Account Enquiry on creditor account SKY001, you should have 3 transactions to
the total value of R8470.90, on creditor SKY001 that must be paid.

S Creditor Account Enguiry =] =]
YYear: IEL‘”E”t j Account: ISKYEIEH Frorn Period: IF'E”D':I 19 j‘ To Perind: IPE'i':'d 13 ]v Cloze |
5K COMPUTER WHOLESALERS Period Exchange Fate:  1.0000000
PO BOX 4567 Account Exchange Rate:  1.0000000 ¥ Include Lid Payments JEo— |
: Arcoep
JOHAMMESBURG Exchange Prafif+]/Lassl- 0.00 ¥ Include Ud Cheques

[™ Include Allocation Entries Frint |
[~ Exclude Allacation Detail —
. Help |
Ling: 1 of &
| ’DDEND [ENTRY  [DaTE [BRVND. [ SUPFLIER/BANK REF ORDER |  LOCALAMOUNT|  LINE BALANCE|

BalLAMCE BAF: 0.o0 0.o0

15 000001 Deb Mate 2040552002 ooooot - (12345 B 25290 B 25290

15 000000 GRYW 170642002 ooooot - (12345 Qnooo £ 25290 0.o0

15 000002 |GRY 20/08/2002 oooooz 12345 Q00000 -6 252,90 -6 252,90

15 080000 Bug-out 30/08/2002 0a0000 123457 -280.00 -6 532,90

15 100000 Expensze 30/05/2002 100000 12346 -1 338.00 -2 470,90
Reference: I Cusztom Sort

Current Balance: I 547030 Ty Periad” Balance: I B 470.30
Lld Cheques/Fayments: I 0.00 7 otal Excl Ud Cheques/Payments: I -8 470.90

1l

For the purpose of this tutorial, you have to pay GRV 2 by cheque. Lets assume that you
made out a cheque for R6252.90. The cheque number in your chequebook is 200.
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Go to Ledger; Cheque Entries. Enter the cheque number 200 in the Cheque Number field.
The date you enter will be the date on the cheque. If you want to capture this expense in the
current period, leave it in the current period, which in this case will be 15.

If the account name is the same as the payee name, you need not enter anything in the
Payee field. The moment you enter the Account Number, the account name will be displayed
in the Payee field. Enter the Account Number SKY001, and enter the amount of the cheque
as R6252.90. Make sure the amount entered, is highlighted. Then click on the first
outstanding amount. Now both amounts should be highlighted. Press <F3> to allocate the
amount (cheque amount) to the first outstanding amount. An amount should appear in the
paid column, for that specific GRV. Press Accept to accept the payment. Your cheque is
now entered and allocated as an Ud Cheque (undeposited) to GRV 2. The Ud status will
change once you reconcile this cheque. See Bank Reconciliation. While this cheque is still a
Ud Cheque, you can amend it. Go to Ledger; Cheque Entries and enter the cheque number.
All the information on this cheque will be displayed. Make the necessary changes and Accept
to save these changes.

Bank Transfer Payment

Entering a Bank Transfer and allocating it, is exactly the same as for a cheque entry. The
function you use will just be Ledger; Bank Transfers; Enter Bank Transfer. For the purpose of
this Tutorial, lets pay the Expense for R1938.00 with a bank transfer. This is used when you
make use of Internet Banking for example.

Enter the account number SKY001, the amount R1938.00 and allocate it to Expense 100000.
(See column heading GRVNO)

&5 Enter Bank Transfer M= B3
—Tranzter Detail
Cloze
Transfer Mumber: |990001 Payes: |5k COMPUTER WHOLESALERS Date: |17/02/2003 Period: IIJ 4|
Accept |
Bank Account. /550000 [BANK ACCOUNT
’7 I— Help
Currency: Current Exchange Rate: 1.0000000 Tranzfer Exchange Rate: 1.0000000 4'
Auto Allocate |
—account Detal Allocation Detail
Line: Oof 19 Line: 3af 3 Rebuild |
ACCOUNT AMOUNT| | Tax|a| | [GRVMO [DATE  [OUTSTAMDING P4iD| DISCOUNT| Delete
SKv00 i 0.00 Unalocated 0.00 .00 0.00 4|‘
0.00 0 0.00 050000 | 30/05/2002 -280.00 .00 0.00 Cancel |
0.00 0 0.00 100000 | 30/05/2002 -1 933,00 0.00
0.00 0 0.00 =]
| 193800 | 0.00
amount Paid | 1938.00 12348 | 2218.00 | -1938.00 0.00
5K COMPUTER WHOLESALERS Balance:] #4700 Creditor Account
PO BOx 4567 . | -2 21800 . | 0.00 . | 0.00
JOHAMNESEURG Current; 30 Days: B0 D ays:
90 Days: I 0.00 1204 Da_l,ls:l 0.00 Unallocated: I 0.00
Fress <F3» ta alocate/unallocate the amount.
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. _______________________________________________________________________________________________________________________________________________|
Select Accept to process this entry. Bank Transfers must also be reconciled with the Bank

Reconciliation.

To amend a Bank Transfer before it is reconciled, go to Ledger; Bank Transfers; Amend Bank
Transfer. Enter the Transfer number or press <F2> to display a list of Transfers. Make the
necessary changes and select Accept to save this new information.

Cash Payment

You should have cash available in your Cash on Hand account if you want to pay a creditor
by cash. If you do not have a till open (more about this under Point of Sale) you have to do a
journal entry between your Cash on Hand account and the Creditor account. Journal entries
are done under Ledger; Journals; Enter Journal. Enter the debtor invoice number in the
REFERENCE field to allocate the Journal to a specific invoice.
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Section 11
BANK RECONCILIATION

Go to Ledger; Bank Reconciliation.

You can set up your Fincon to immediately reconcile your deposits as you bank them under
Debtors; Debtor Payments; Bank Deposits. Or you can set it up so that you need to
physically reconcile the deposits while doing the Bank Reconciliation. This tutorial is set up to
reconcile deposits and journals, which is the default setting.

NOTE If you want to set up your Fincon not reconcile the deposits immediately, it is done
under System; Company Parameters; Global Settings. Change the flag on Reconcile
Deposits and Journals from Y to N. Select Accept for the changes to take effect.

N
When you enter the Bank Reconciliation screen, it will default to your bank account, 580000.
Enter a Reference. This will usually be the number on your bank statement. If you need to

reconcile your bank daily or weekly, you can use the date, for example S14/02 where the S
will stand for statement, the 14 for the day and the 02 for the month.

Reconcile Depozitz and Journals [7/M]:

£5 Bank Reconciliation

—Bank Detal
Cloze
Bank Account IESDDDD Name: |B4NK ACCOUNT C |
Reference: ISM"ID2 Recon Date: |1?.J'EI2,-'2EIE|3
. : Help |
Previous Entrie
ENTRY  [DaTE |PasveE | PERIOD | AMOUNT BLANCE |
BaALAMCE BAF: 338160
—Current Entry
Entry: Recon: Receipt: Date; FPerod: Payee: Accept |
|| | | |1?f02;2003 |15 |
Cancel |
Ling: 0 of 100
ACCOUNT | BAMK AMOUNT | CODE | T4|  FOREIGN SMNT | EXCHANGE HMEliI 50. Stop Order
0oao0 0.00 0.00 1.0000000 PS5 0: Defined Stap Order
IMT: Interest
oo o 0.oo 0.oo 1.0000000 BC: Bank Charges
HFR: Transter
oo o 0.00 0.00 1.0000000 B¢ Bank Transfer
oo oo 0.00 0.00 ‘I.I:II:II:II:II:IDDLI REX: Reverze Bank xFer
DEP: Deposit
| 0.00 | 0.00 | 000 |1.0000000 UD: 0D Payment
REC: Receipt
Name: I Balance: I 0.0 B Bant Mepyd ourmal
|Enter the cheque number or the entry type. [See panel]

The Balance Brought Forward here is the deposit that was done under Bank Deposit. If
Fincon was set up to reconcile the bank deposits as mentioned previously, this balance would
not have been here and the entry type ENT would have been enabled. In this case enter
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ENT in the ENTRY field and press <ENTER>. A list of all the deposits will appear. Select the
appropriate deposit. The information for this deposit will be displayed. Click on Accept. Your
balance brought forward will show the deposit.

What you need to do with a Bank Reconciliation, take your physical statement, and copy each
entry to Fincon.

(Example of internet bank statement)
Statement Enquiries

Date Descripiton Transaction Balance
Amount
Balance brought forward R0.00
2003-02-14 CHEQUE DEPOSIT 3351.60 3351.60
IBANK PAYMENT TO
2003-02-15 Sky Computers -1938.00 1413.60
2003-02-16 CHEQUE 200 -6252.90 -4839.30
2003-02-16 ACB CREDIT
ABC Computer 228.00 -4611.30
2003-02-16 SERVICE FEE -25.00 -4636.30
Balance carried forward -4636.30

You need to enter each transaction one by one. Your Reference will be S17/02.

The first transaction on the statement need not be entered in this case. It is already there. If
your Fincon was set up so that you will be allowed to reconcile these deposits yourself, you
would have entered ENT under Entry and Fincon would have supplied you with a list of
deposits that must still be reconciled.

The next transaction on the statement is the Bank Transfer to Sky Computers. Under Entry,
type in BX. Fincon will display a list of entered Bank Transfers that must be reconciled.
Select the one you want. Change the recon flag from N to Y , change the date to the
transaction date on the statement and select Accept.

The next transaction to reconcile is cheque number 200 that was issued to Sky Computers.
Under Entry, enter the cheque number, in this case 200. Change the date to the transaction
date on the statement, change the Recon flag to Y and select Accept.
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( Refer to the list on the screen for the different entry types.)

50: Stop Order
P50: Defined Stop Order . . .
IENET_: Entefséh The next transaction on the statement is the Bank Transfer received
R from ABC Computers. This payment was previously entered under
Eﬁéx Igank THESFEQ o Debtor Payments and a receipt was generated. You will therefore enter
DEF: Depast 0 REC in the Entry field. The cursor will jump to the Receipt field. Here
HE';: HD Pzﬂ”tmem you need to enter the specific receipt number. If you do not have it,

M gl==s . .
ENT: Bank E.Ep,uc.umed press <F2> to search for it. Select the correct receipt and change the

date to the transaction date on the statement. Select Accept.

The next entry on the statement, is a Service Fee of R25.00. This is a bank charge and
should be entered as BC. Change the date to the transaction date on the statement. The
entry under Payee will default to BANK CHARGES. We suggest that you overwrite this with
what is displayed on the statement. In this case you will enter SERVICE FEE. This will make
life easier if you want to see how much was spent on Cash Deposit Fees in a month. You will
do an Account Enquiry on you Bank Charges ledger account and sort it on reference.

In the Account field, you need to enter the Bank Charges ledger account. If the account
number is unknown to you, press <F2> to search for it. In this case the account number is
260400. Enter the amount R25.00 If you are sure that tax is payable (in this case it is),
change the tax code to 1 and select Accept.

You have now entered all the transactions on the bank statement and your balance should be
exactly the same as the Balance brought forward on the bank statement.

Fincon will give you the option to print your bank reconciliation.

NOTE Refer to Fincon’s on-line Help for a detailed description of all the different values that
can be entered in the Entry field.
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Section 12
PERIOD END

A financial year is broken down into financial periods, which are usually based on calendar
months. There are therefore 12 financial periods in one financial year. Fincon keeps two
financial years’ data at a time and therefore runs from period 1 to period 24. Period 25 is
provided for temporary use by the debtor and creditors subsystems while the ledger is still on
period 24. When Fincon senses that the ledger will be advanced to period 25, the year-end
procedure will be activated automatically. The ledger will therefore never use period 25.

At the end of each calendar month, you have to advance the current period to the next period.

NOTE Fincon is not date sensitive. This means that the period end can be done at any time,
although it will normally be at the end of a financial period.

WARNING Fincon requires that all the files be opened exclusively and in order to facilitate the
system to do this, you must be the only user.

It is advisable to ensure that your backups are up to date before you execute the period end
procedure!!!

Month End

In Fincon you have an option to advance only Debtors and Creditors and leave the Ledger
until later, or to advance all three subsystems simultaneously. You will use the first option if
you still have to close off your Ledger, but you want your sales to reflect in a new financial
period. Before the Ledger can be advanced, all tills must be closed and the Bank
Reconciliation has to be up to date.

For Option 1:

IMPORTANT Before you advance the Debtors, you have to process all payment entered by
yourself. In other words the Bank Deposits process have to be completed, because the
payments run with the Debtors.

Go to Ledger; Ledger Maintenance; Ledger Period End.

. v Select
== Ledger Period End El Debtors. The
Fenod End Type Periods Closs current period
C Al Current Period: |15 ——— fOI’l thte q
¥ [Debtors selecte
- |1E .
r~ Mew Period: hecept period end
- Enter "l am SURE": || 3m SURE — | type will be
Help displayed.
I | [ypelam

SURE before
clicking the Accept button. You have to advance the Creditors as well. When you repeat the
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above process, Creditors will be open for selection. Once you are ready to advance the
Ledger, Repeat the process for the Ledger.

NOTE | am SURE is case sensitive and must be entered exactly as it is shown on the screen

Your current financial period will be displayed when :
you go to File; Current Periods or when you press Current Periods

<Ctr| >+ F3 ) geeseree et -
Ledger Period: |-I 3 H

Debtors Period: |-I &
For Option 2:

Creditors Period: 16
Go to Ledger; Ledger Maintenance; Ledger Period
End. Select All. If All is selected you will have the opportunity to enter the new period
manually.

WARNING Be careful when you enter a new period that is out of sequence. The function is
primarily provided to set the initial periods when you start to use Fincon and should not be
used during normal operation except for in EXTREME and UNUSUAL circumstances.

Year end

It cannot be emphasized enough that you must have a functional and up to date back-up of
your Fincon data before you do a year end.

When you advance the Ledger from period 12 to period 13, Fincon will automatically do a
year end. Your new financial period will be 13.

When you advance the Ledger from period 24 to period 25, the year-end procedure will be
activated automatically. Period 25 is only supplied temporarily, and will never be used. Once
the year end is completed successfully, your new financial period will be 13. Your previous
periods 1 to 12 will be in the archives, your previous periods 13 to 24 will be 1 to 12.

When advancing from period 24 to 25, Fincon will ask you for the Year End Date. Select the
month and year to which periods 1 to 12 in the current data set apply. It is imperative that you
select the correct date as the month and year will be used to create a folder for the archive
data set. For example, if you do the year end for February 2005, the year end date will be
Feb 2004.

NOTE The date must be applicable to periods 1 to 12 and will normally apply to the previous
financial year end.

You will also be prompt to enter a date for deleting cheques. Cheques can only be deleted

with the year end procedure. Enter the date required. Fincon will default to a year ago. For
example if you are doing the year end for February 2005, you will delete cheques up to 29

February 2004.

Enter | am Really SURE and click the Accept button to execute the period end procedure.
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________________________________________________________________________________________________________________________|
NOTE | am Really SURE is case sensitive and must be entered exactly as it is shown on the
screen.

WARNING The year end procedure involves lots of processing and can take a while
depending on the speed of your computer system and the amount of data to be processed.
Should the process be interrupted for some reason you MUST delete the archive folder and
restore your backup.

During the year-end procedure Fincon will display a list of tasks that have to be completed
together with the progress that has been made.
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Section 13
DEBTOR CONTROL AND MANAGEMENT

Fincon has a number of very useful functions and reports to enable you to keep very strict
control over your Debtors.

Terms Maintenance

Under this function you will create codes for different payment terms . Go to the menu
Debtors; Terms Maintenance .

% Terms Maintenance M= E3
Tem Code; I Close |
Dezcription: I
Draps: ID Accept

Diays Extension: ID Help

Cancel

il

|Enter the term code.

If you press<F2> or click the right mouse button on the Term Code field, a list of available
term codes will be displayed. If you want to edit the information on an existing code, enter the
applicable code, edit the information and select Accept to save it. If you do not want to save
the changes, select Cancel to discard the information and return you to an empty Terms
Maintenance screen.

Create term codes for COD payments as well as for 7 days from invoice.

For COD., enter the Term Code as COD, the Description as Cash on Delivery, the days as 0,
and the Days Extension as 1. In effect this will mean that invoices on a debtor account with
the COD term code, has to be paid cash on delivery. Although the invoice has to be paid on
the day of invoicing, we put in 1 day extension. This will mean that this invoice will be seen
as overdue 1 day after the date of the invoice.

For 7 days from invoice, enter the Term Code as 7D, the Description as 7 Days from Invoice,
the days as 7, and the Days Extension as 1. Invoices on a debtor account with the 7D terms
code, will be seen as overdue on the 8" day after the date of the invoice.

NOTE You can create your own codes with your own descriptions. The ones mentioned
here are purely for explanatory purposes.

For the purpose of this Tutorial, enter the Terms for the Cash Sales account as COD. Go to
Debtors; Account Maintenance. Enter the account number CS000 for the Cash Sales
account. Click on the Financial Detail TAB. Enter the Term Code COD in the term code field
and select Accept. Please note that Fincon logs the change to the term code.
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Overdue Payment Checking

Under the menu System; Company Parameters; Global Settings there is a setting called
Overdue Payment Checking Y/N .
For the purpose of this Tutorial, set the Overdue Payment Checking to yes.

Change Rep Code [v/N): |Y If this is setto Y (yes), FINCON will check for
Overdue Pagment Checking [Y/N] |N overdue payments, even if it is undeposited

IY_ payments, according to the Days and Days
Ll ot betosl sremul (54410 Extension entered under Terms Maintenance. If
Diefault to “Print Group D escriptions™ |N there are overdue payments, no user will be able

to enter a sales order or invoice for this account.
Overdue payments can also be listed under the menu Debtors; Reports; Overdue Payments.
For this function to be really effective, your admin should always be up to date. If a user tries
to enter an invoice or sales order, Fincon will display the following message:

Fincon - Eror ]

Q There are overdue papments an thiz account]

You can also enter a password to override this check. Your Financial Manager can for
example enter a password only he or she knows. If any user enters a Sales Order or Invoice
and the message pops up. It can be processed further after entering the password.

Under Debtors; Reports you will find a report which will list all overdue payments for you. Go
to Debtors; Reports; Overdue Payments. If your admin is kept up to date and receipts are
correctly entered, every overdue payment showing up on this report, is actually money that
should have been in the bank already. This report can be an indication of the status of your
debtors and also an indication of which debtors need to be contacted for payment.

NOTE To assign a specific term code to a debtor, enter the code when you create a new
account or edit the financial detail by adding a term code under the menu Debtors; Account
Maintenance.

Credit Limit

NOTE When a new debtor account is created, the default debtor credit limit as defined in
System; Company Parameters; Global Settings will be used. A user can be prohibited from
changing this value under System; Users and Passwords; Other. To allow unlimited credit for
the debtor, this value must be zero.

A credit limit can be entered when a new account is created, or when an existing account is
edited. It is done under the menu Debtors; Account Maintenance; Financial Detail. The credit
limit amount you enter, can be any amount you feel comfortable with when evaluating a new
or existing debtor. If, however you make use of an underwriting company such as Credit
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Guarantee, you enter the limit they supply you with here and also change the Credit
Guarantee box to read Y (yes).

Account Detail  Financial Detail |

Credit Limit: 0.00 Credit Guarantes: IN A

Term Code:; I I De

Price Type [1 - E]: I-I Digcount % IEI":":I Re

If you enter a credit limit, Fincon will not allow you to enter a Sales Order or Invoice once the
credit limit is exceeded. For this method of control to be effective, the default global settings
in Fincon have to be change. There are two setting under System; Company Parameters;
Global Settings.

Exceed Credit - Sales Orders [v/M); |M Both should be N (no), which is also the
Exzeed Credit - Invaoices [r'/M]: IT default setting.

Do the following exercise:
First of all, enter a credit limit of R1000.00 on debtor ABC001.

Go to Debtors; Account Maintenance and enter the account number ABC001 and select
Accept.

You should currently be logged into Fincon as PASSME. While you are still logged in as user
PASSME, enter an Invoice on debtor ABC0O01 for Labour to the value of R1200.00 excl VAT.
The amount of credit available on this account, should be displayed in the Credit Available
field. You will note that there is not enough credit available for this invoice. Enter the invoice
anyway and select Accept to process it and to display the following message:

Fincon - Eror If you want to process the invoice anyway, you

will have to go to Debtors; Account

Q There iz nat enough credit available far this invoicel Maintenance and increase the credit limit. You
can also enter a password to override the

check.

Password on Sales Orders

You can enter a password in Fincon to allow anybody who knows the password, to override
the credit limit checking on Sales Orders.

Go to System; Company Parameters; Global Settings. Set the Exceed Credit — Sales Orders
to Y and enter the password LEARN. Also ensure at this stage that the Overdue Checking
option under Global Setting, is set to N.

Exceed Credit - Sales Orders [v'/M]: IY Pazgword - Sales Orders: I xxxxx

Select Accept to save the new parameters, and Close the screen.
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. _______________________________________________________________________________________________________________________________________________|
The user should also not have the rights to bypass the credit check on sales orders. Go to

System; Users and Passwords and type in the username MIKE. Ensure that the bypass
option is not checked:

[~ Bypass Credit Check on S ales Orders
[~ Bypass Credit Check on Invaoices

NOTE For changes to the Company Parameters to take full effect, you need to exit Fincon
and re-enter. Go File; Re-enter as New User and enter again as MIKE.

Enter a Sales Order for ABCO00L1 for labour (LAB) to the value of R500.00 excluding tax.
Because there is not enough credit available on this account and the parameters are set up
as mentioned above, Fincon will display a screen where the password can be entered to

override the check.
Information Required
Enter the password LEARN.
There iz not enough credit available - enter the paszword: Select OK to override the credit check and allow
|7 further processing of the Sales Order.

W OF X Cancel

Password on Invoices
You can enter a password in Fincon to override the credit limit checking on Invoices.

Go to System; Company Parameters; Global Settings. Set the Exceed Credit — Invoices to Y
and enter the password LEARN. For the purpose of this Tutorial, please ensure at this stage
that the Overdue Checking option under Global Setting, is set to N.

Exceed Credit - Invoices [v'/M]: IY Paszword - Invoices: IMm

Select Accept to save the new parameters, and Close the screen.

The user should not have the rights to bypass the credit check on sales orders. Go to
System; Users and Passwords and type in the username MIKE. Ensure that the bypass

option is not checked:
[~ Bypass Credit Check on S ales Orders
[~ Bypass Credit Check on Invaoices

NOTE For changes to the Company Parameters to take full effect, you need to exit Fincon
and re-enter. Go File; Re-enter as New User and enter again as MIKE.

Enter an Invoice for ABC001 for labour (LAB) to the value of R500.00 excluding tax.
Because there is not enough credit available on this account to process this invoice, Fincon
will display a screen where the password can be entered to override the check.

Revision 1.0 Draft March 2005
Page 58

© Fincon Information Technologies (Pty) Ltd.



Debtor Control and Management

Enter the password LEARN.

Select OK to override the credit check and allow
There iz not enough credit available - enter the password: further processing of the Invoice.

||
v Ik | X conce | Account Enquiry

Information Required | x| |

To display a list of all the transaction documents for
a given period.

Go to Debtors; Account Enquiry and type in the account number ABC001. Select Accept to
display all the transactions.

& Debtor Account Enguiny M= E

Year IEL"”E"‘t jv Accourt: IABCDD‘I From Period: IF'E'iD':| 15 jv To Period: IPeriod 15 jv Close |
ABC COMPUTERS Period Exchange Bate: 1.0000000

SHOF 4 Account Exchangs Flate:  1.0000000 v Include Ud Paymernts m— |
GREENSIDE SHOPPING CENTRE Exchange Prafitf+)/Loss(-): 0.00 Iv Include Ud Cheques

15T AVEMUE, GREENSIDE I™ Include Allocation Entries Fint |

MIKE | ™ Exclude Allocation Detal | = — =
Line: 0 of 23
DOCHO  [ENTRY DATE -EUSTDMEHJBANK REF ORDER |  LOCAL AMOUNT LINE BALANCE |«

H BALANCE B/F: 0.00 0.00

15 000001  Inwoice 18/06/2002 000001 000001 ZB5E.20 ZB5E.20

15 000002 Payment 17/02/2003 000001 1431|0123 -2 EBE.20 0.00

15 000001 | Cid Mote 21/02/2003 000002 18240 18240

15 000002 Inwoice 18/06/2002 | 000002 182.40 0.00

15 000002 | Papment 17/02/2003 000002 143(D123 18240 18240

15 T10001  Payment 21/02/2003 000002 CASH | T10001 182.40 0.00

15 000003 Irwoice 16/07/2002 | 000003 285.00 285.00

15 000003 Payment 14/11/2002 000003 | CASH -285.00 0.00

15 000004  UdPaymnt  14/11/2002 | 000005 -228.00 22800 =|

Current Balance: I 467400 7 period” Balance: I 4 E74.00

Reference: I Cugtom Sort |
Ud Payments/Cheques: I 456.00 | 7 otal Exel Ud Payments/Cheques: I 4 E74.00 m

The column heading being displayed on a dark background indicates the current sort order.
The default is DOCNO. Click on INVNO to sort it on invoice number. You can change the
sort order at any time by clicking on the column heading regardless of whether the table
contains data or not.

Documents, bank deposits, customer repair orders, advance swop-outs and customer support
orders can always be viewed from enquiries by pressing <ENTER> on the transaction line or
by double-clicking the transaction line. Double-click anywhere on the transaction line for
Invoice 000001. The invoice will be displayed on-screen. Note that you also have the option
to print it from here. To exit and return to the Account Enquiry screen, select Close.
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Unallocate and Move Payments

Payments that have not yet been reconciled, can be changed by simply amending the
payment. This function is available under the menu Debtors; Debtor Payments; Amend
Payments Received as was discussed in Chapter 10 : Payments.

Once a payment is reconciled, it can no longer be amended. Fincon will however still allow
you to change the allocation of the payment, or even to move it to another account.

On account ABCO0O0L1 is a payment on receipt number 007 to the amount of R228.00 that has
already been reconciled. To illustrate this function, you are going to unallocate this payment.

Do an Account Enquiry on account ABC00Oland sort it on invoice number. Move down until
you see receipt number 007. You will note that this payment is allocated to Invoice 8 and was
entered as a transfer.

S Debtor Account Enguiy ———__________________________—— mEK|
Year IEurrent j Account; I""\"BEDD-I From Period: Ipe'i':":l-|5 j' Tao Period: IF'E'i':":I 18 j' Clase |
ABC COMPUTERS Period Exchanage Fate: 1.0000000
SHOP 4 Acoount Exchange Rate: 1.0000000 ¥ Include Ud Papments Aecept |
GREENSIDE SHOPPING CEMTRE Exchange Profit{+)/Loss(-]; 0.00 W Include Ud Cheques
15T &VEMUE,. GREEMSIDE I Include Allacation Entries Pririt |

MIEE | [T Exclude Allocation Detai

_ Help |

Line: 1 of 23
|pocwo [EmTRY  [DATE [INVNE [ CUSTOMER/BANK REF ORDER |  LOCAL AMOUNT LINE BALAMCE [« |

15 000003 | Payment 14/11/2002 000003 | CASH -286.00 0.00

15 000004  UdPapmnt | 14/11/2002 | 000005 -2268.00 -228.00

15 000005 Invoice 14411/2002 | 000005 2268.00 0.00

15 000005 Payment 17/02/2003  |OOODOE | CACARD D123 -228.00 -228.00

15 000006 Invoice 04/02/2003 | 00000E 228.00 0.00

15 (000006 UdPapmnt | 04/02/2003 | 000007 -226.00 -228.00

15 000007 Invoice 04/02/2003 | 000007 2268.00 0.00

15 000007 Payment 16/02/2002 00000 | TRANSF | S17/02 -228.00 -228.00

15 000008 Invoice 04/02/2003 | 000009 228.00 0.00

15 000010 Invaice 21/05/2003 | 000010 1 36800 1368.00 =]
Reference: I Custom Sort

Current Balance: I 4674.00 | wrg Perind” Balance: I 4 E74.00
lld Paymentz/Cheques: I 456.00 7 gtal E xel Lid Papments/Cheques: I 4 E74.00

1l

Exercise to unallocate the payment:

Go to Debtors; Unallocate/Move Payments. Type in the receipt number as 7. Fincon will
enter the zero’s. The receipt detail will now be displayed. To unallocate the payment go to
Allocation Detail box and click the line with the invoice you want unallocated under the
SELECTED heading so that it is highlighted in blue. The status line at the bottom of the
screen indicates that you need to press <ENTER> now to select the amount for to be
unallocated. Please note that the moment you do that, an asterisk will appear in the
SELECTED column and the amount R228.00 will be reflected in the Unallocated box.
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i Unallocate/Move Papments

—Papment Detail

I— I— I— I_ Cloge
Receipt Humber: 000007 Drate: 04/02/2003 Document Ref: TRANSF Period: 15 —
. I.-‘-‘-.BE COMPUTERS Deposit Ref IS'I 70z

I
]
%]

J

Accept |
—Account Detal —allacation Detail
Line; 0af 99 Line: 1 af1 Help |
ACCOUNT AMOUNT [« | SELECTED ’lwmu PAID | S elect Al |
228.00 000003 228.00
oo Cancel |
0.00
0.00
0.00
0.00
0.00
0.00
0.00 =]
Pagment | 228.00 | 228.00
Balance: I 4E74.00 Unallocated: I 228.00 Blelermme I 4 E74.00
ABC COMPUTERS Move To: |ABCO0T ABC COMPUTERS
SHOF 4 SHOP 4
GREEMSIDE SHOPPING CENTRE GREEMSIDE SHOPPING CEMTRE
15T AVEMLIE, GREENSIDE 15T AVEMUE, GREENSIDE

|F'ress <EMTER:> to select/unzelect the amount for unallocation.

Select Accept when done.

NOTE We now unallocated the payment, but left it on the same account. If you want to move
the payment to a different account, the process is exactly the same, but you also need to
enter the new account number (the one you want to payment moved to) in the Move To field
and then select Accept.

Do an Account Enquiry again, sort it on Invoice number, and you will notice that Receipt 7 is
still there, but now it is not allocated to any invoice number.

DOCND |ENTRY  |DATE [INVNE [CUSTOMER/BANK REF _ |ORDER |  LOCALAMOUNT]  LINE BALANCE[
BALANCE B/F: 0.0 non.
16 000007  Papment  16/02/2003 TRANSF | 517402 22800 228,00

To allocate it again, you need to reconcile the account.

Account Reconciliation

This function is used to reconcile a debtor account. If a payment was posted without
allocating it to an invoice number, or the payment was unallocated or moved, you will use this
function to allocate it again.
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Exercise to reconcile a debtor.

In the previous exercise you unallocated receipt number 7. There should now be a payment
for R228.00 that is not allocated to an invoice, and there should be an invoice for R228.00
without a payment on account ABCOO1.

Now you need to reconcile the debtor account again.

Go to Debtors; Account Reconciliation. Type in the account number ABC0OO01.

‘. Debtor Account Reconciliation ]
Acoount Detall
Account Mumber; IAB Coot ABC COMPUTERS Cloze |
r—Credit ArnoLnt SHOF 4
Lime: 1 of 1 GREEMNSIDE SHORFIMG CENTRE - |
EMTRY DOCHD DATE .-’-\MDUNT' 15T AVENUE. GREENSIDE
000007 16/02/2003 22800 Totdl Crecits: | -226.00 4“8"3
Total Debits: I 4 445.00 Auto Allocate |
Balance: I 4218.00 Unallocate Al
Undeposited: I -456.00 Rebuild |
Excl Undeposited: I 4E74.00
Period 15: 4 674.00
r—Dehit Amountz/Credit Maote Allocation D etail
Limes 1 af 7 Lime: O af 0 DERIT | CREDIT
DATE | AMDUNTliI AMOUNT[ivNa | ROw|  ROw
040242003 228,00
Qo000 2140842003 1 368.00
Qo001 21/08/2003 570,00
Qooooz  21/08/2003 570,00
Qo002 21/08/2003 570,00
Qooo14 21/08/2003 570,00
Q00015 22/08/2003 570,00 ;l
|Select the credit amount to be allocated.

Click on the credit amount 228.00, then on the debit amount 228.00 and press <ENTER>.
Your selection will be displayed in the Allocation Detail table. Select Accept.

If you go back and do an Account Enquiry in ABC0O01 again, (sort on Invoice number) you will
see the Receipt 7 has now been allocated to Invoice 8 again.

15 000007 TRAMNSF 151702

15 | 000003

160242003
04,/02/2003

000002
000003

-228.00
22a.00

Faprment
Irvoice

Unallocate Entries

This function is used to unallocate payments and journals on a specific invoice. Go to
Debtors; Unallocate Entries and enter invoice number 2.

Select the payments to be unallocated. Click in the SEL box next to the payment, and press
<F3> or <ENTER> to allocate. An asterisk * will appear in the SEL column. Select Accept. If
you do an Account Enquiry on ABC001 now, you will see that the two payments that were
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selected, are no longer allocated to Invoice 2. Only the credit note is still allocated to invoice
2, and the two payments have the reference Recon next to it.

Reporting

Fincon makes provision for detailed debtor reporting under the menu Debtors; Reports

Aooount List

Debtor Statements
Debtor Age Analyzis

Lizt of Entries/Feriod
Invoice Marging/Penod
Dverdue Fayments
Zem Rate Tax Report
Bank Deposit List
Darmant Drebtor List
Irvnices and Payments/Peniod
E-td ail Address List
Overdue lrvoice List
Credit Detail/dccount
Outztanding lnvoice List

All these reports have different filter options and sort orders. Read the screens carefully and
also refer to the on-line help for more detail. The reports can be printed to various output
options, as you will see on your screen. A delimited file can be imported into a spreadsheet.
You can also e-mail the report, if your e-mail is set up correctly. Please refer to the section on
System setup for more information.

Print - Debtor Account List ’
Citpit
& Hindaws Prnter ¢ Delinited File
" Test Frinter " Screen Preview
" E-Mail

Account List

To print a list of all the debtor accounts according to the parameters entered. You can select
to include or exclude the address detail and credit limits and payment terms. The sort order
can be changed. An account list can also be printed per rep name, category or area. You will
note that it also offers 3 filter options. You can either print a list of all accounts, a list of
accounts that has a Credit Guarantee limit or a list of accounts without Credit Guarantee.

Debtor Statements
This report is used to print selected or all debtor statements.

NOTE A statement cannot be e-mailed from here. If you want to e-mail a statement, use the
function Statement Enquiry under Debtors.
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Debtor Age Analysis

Used to display the debtor age analysis. Note that you have the option to either include or
exclude undeposited payments and cheques.

W Inchide Ud Pagments If the option is checked, as displayed here, it means that all
(172 hdls U s undeposited cheques and payments will be included in the age

[ Combine Accounts analysis. Combine Accounts is not checked.

List of Entries per Period

Used to display a list of debtor transactions for a given period. You will note that you can
specify the period or periods you want to list. You can also select to list all transactions, or a
specific transaction type.

st Debtors List of Entries per Period

- DOption
ear: IEurrent J [~ Include Ud Payments . . .
o Pariod [Perod 15 =] Include Ud Cheques CI|c|_< on_the drop down Il_st box in the
_ : I Include Alocation Enties | €NEriES field to display a list of all the

Ta Periad: IPB”Dd 15 j entry typeS.

Ertiess | &) Enbiies =l

- [rweoices/Credit Motes . . .

Line: Payments Invoice Margins per Period
Journals [IMvnD  [CUSTOMER REFE _ . _ . :
Transfers To display a list of invoices and credit

notes including margins for a given
period. You can also specify a date
range within a period.

Overdue Payments

This report was mentioned before under Overdue Payment Checking. If you entered
payment term codes on your debtor accounts; this report is very effective in controlling your
debtors. All overdue amounts showing up on this report, given that your admin is up to date,
is money that should have been in the bank already. You can use this report to determine
which debtors should be contacted for payment.

Zero Rate Tax Report

To display a list of zero rate tax invoices and credit notes. This report is very useful when
completing your VAT return.

Bank Deposit List

To print a list of all your bank deposits for a given period, or a specific deposit list. You have
the option to select the detail you want included in the report.
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I —
4 Bank Deposit List

Dretal Optian

" Account Allocations
i Account and D ocument Allocations

Dormant Debtor List

To display a list of debtors that were dormant for a selected period. You can also select to
exclude inactive accounts.

NOTE Debtor accounts can be made inactive under Debtors; Account Maintenance.

You have to enter the Last Invoiced Date From and the Last Invoiced Date To. A list of
debtors that have been invoiced during the period starting with the “Last Invoiced Date From”,
but have not been invoiced since the “Last Invoiced Date To” will be displayed.

Invoices and Payments per Period

To display a list of invoices and payments for a given period. This report will point out the
invoices for a given period that have not been paid yet.

E-mail Address List
To display a list of debtor e-mail addresses, as entered under Debtors, Account Maintenance.

Overdue Invoice List

To display a list of overdue invoices according to the overdue payment-checking feature. Note
that this function is different form the Overdue Payments list in that the overdue invoice list
does not take the account balance or any undeposited payments or unallocated credits into
account. The overdue invoice list will therefore highlight allocation problems as well.

Credit Detail per Account

To display the credit settings for debtor accounts as entered under Debtors; Account
Maintenance.

Outstanding Invoice List
To display the outstanding invoice entries used to calculate the debtor age analysis.
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Section 13
CREDITOR CONTROL AND MANAGEMENT

Terms Maintenance

The creditor accounts use the same term codes as was entered under Debtors; Terms
Maintenance. A term code can be entered under Creditors; Account Maintenance; Financial
Detail. Term Codes for Creditors, are merely a source of information.

Credit Limit

A credit limit for a creditor account can be entered under Creditors; Account Maintenance;
Financial Detail. Fincon will not limit you to purchase up to the credit amount. It is useful, as
it will be displayed when entering a Purchase Order or Goods Received Voucher. If no credit
limit is entered, the Credit Available amount will be displayed as “Unlimited”.

<> Enter Purchase Order - Default Location

o
H
%]

Account: ISK‘T‘DD-I Order Murnber: IDDDEID2 Cloze |

H ISKY COMPUTER HOLESALERS Order Date: I'I 0/06/2003

Addrezz: IF'EI B 4567 Delivery D ate: I-I 0/06/2003 Accept |
IJDHANNESBUHG Credit Available: IUnIimited Help |
I Cheque: I L.

Code; I Order Type: femo; I M

Line: 0 of 100 Exchange Rate: I1 -0000000 | 1.0000000 i!

Account Enquiry
To display a list of all the transaction documents for a given period.
Go to Creditors; Account Enquiry and type in the account number SKY001. Click on Accept

to display all the transactions. On the Creditor Account Enquiry window below, you will note
that it is sorted on GRVNO.

S' Creditor Account Enguiry M= E
Year: IEunent j Account: ISKYDD-| Fram Period: IF'E”':":I 15 j" To Period: IF'eriu:u:I 13 j" Close |
Sk COMPUTER WHOLESALERS Period Exchange Rate:  1.0000000
PO BOX 4567 #coount Exchange Rate: 1.0000000 ¥ Include Lid Payments Aecent |
; Aocep
JOHANMESBURG Exchange Profif+]/Loss[-; 0.00 ¥ Include Ud Cheques
[ Include Allocation Entries Print |
[T Exclude Allocation D etail —
Help |
Line: 1af8
DOCND |ENTRY  |DATE [BRVND_ [SUPPLIER/BANK REF [ORDER |  LOCAL AMOUNT LINE BALANCE |
BALAMCE B/F: 0.00 0.00
15 000001 |DebMote | 20/05/2002 000001 | 12345 £ 252,90 £ 252.90
15 (000001 | GRY 17/05/2002 | 000001 12345 000001 625290 0.00
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NOTE The current sort order will always be displayed on a dark background. The default sort
order is DOCNO (document number) and can be easily changed by simply clicking on the
heading you want as the new sort order.

Unallocate and Move Cheques

Cheques that have not been reconciled yet, can be amended under Cheque Entries as
discussed under Pay your Creditors/Suppliers in Chapter 10.

Once a cheque has been reconciled, it cannot be amended again. It can, however, be
unallocated and also moved to another account. Earlier we entered a cheque payment on
creditor account SKY001. The cheque number used was 200.

Exercise to unallocate a cheque payment:

Go to Creditors; Unallocate/Move Cheques and enter the cheque number 200. The payment
and allocation detail that was previously entered on this cheque, will be displayed. To
unallocate the payment, go to the Allocation Detail box, click in the SELECTED field next to
the GRV number you want to unallocate, and press <ENTER>. You will see an asterisk
appear in the SELECTED field and the selected amount will be reflected in the Unallocated
field. If you also want to move this payment to another account, you will type in the new
account number in the Move To field before selecting Accept. For the purpose of this
exercise, we only want to unallocate the payment, not move it to another account. Select
Accept.

If you do an Account Enquiry on SKYO001 now, you will note that cheque number 200 is still
there, but it is not allocated to a GRV anymore.

Unallocate and Move Bank Transfers

Please refer to the previous exercise, as these two functions are exactly the same, the only
difference being that the one works with cheques and the other with bank transfers, (once
reconciled). [To amend a bank transfer before reconciliation, go to Ledger; Bank Transfers;
Amend Bank Transfers].

Unallocate Entries

This function is used to unallocate creditor payments and journals on a specific Goods
Received Voucher. It works exactly the same way as unallocating entries for Debtors.

Account Reconciliation

This function is used to reconcile a creditor account. You will remember from the previous
exercise, that cheque 200 is now an unallocated payment. To allocate it again, we are going
to do an account reconciliation.
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Exercise to reconcile a creditor:

Go to Creditors; Account Reconciliation. Type in the account number SKY001. You will see
cheque number 200 is listed, as well as GRV number 2 and that the amounts match up
perfectly. Simply click on the Debit amount, click on the Credit amount and press <ENTER>
or <F3> to allocate the payment. Select Accept.

If you do an account enquiry on SKY001 now, you will note that Cheque 200 is now once
again allocated to GRV 2.

15 000002 | GRY PR (00002 12345 0aaaoo -6 25290 -6 252.90
15 /000200  Cheque 15/02/2003  0OO00Z 51702 B 25290 0.00

Reporting
The following reports can be found under Creditors; Reports.
Beports Account List

Lizt af Entries/Period
Bemittance Advices As most of these reports function
Creditor Balances Owed exactly the same way as the reports
Overdue Payments for the Debtors, it is not going to be
Zero Rate Tax Report discussed here again.

GRY'z and Payments/Period
E-Maill &ddress List

Last Purchase Cost List
Creditar Rebate R eport
Credit Detailddocount
Cutstanding GRW List
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Section 14
LEDGER MANAGEMENT AND REPORTS

For information on how to create a Ledger account and how to maintain the Ledger groups,
refer to Chapter 7 — Creating Accounts.

Account Enquiry

This function is used to display a list of transaction for a given period. For the purpose of this
tutorial, let's do an account enquiry on the Bank Ledger account.

Go to Ledger; Account Enquiry and type in the account number for Bank Account.
Remember if you do not remember the account number, press <F2> to start Fincon’s search
function. The Bank Account number you have to type is 580. (Fincon will add the additional
zero’s.) Select Accept.

The current sort order will be displayed on a dark background. To change the sort order,
simply click on any of the column headings.

If you double-click or press <ENTER> on a Deposit entry line, you will be able to view and
print it.

&5 Ledger Account Enquiry _ =] =]
‘e, IEurrent j Account; IEBDEIEIEI From Period: IF'E’iC'CI 15 j‘ To Period: IF'E’iC'CI 15 j‘ Close |
BAME ACCOUMT Period Exchange Rate:  1.0000000

Account Exchange Rate:  1.0000000 Accept |
Exch Profit[+)/Logs(-): 0.00 —
AT el A ) [ Include Ud Payments Privt
[ Include Ud Cheques 4|—
Help |
Line: 1of & LOCAL

ENTRY  [DaTE BANKREF |REFEREMCE REFDOC |usER | aMOUNT| LINE BaLAMCE|

BALANCE BJF: 0.00 0.00

15 000001  Bank xFer 15/02/2003 S17/02 | SKY COMPUTER WHOLESALER $17/02  PASSME -1938.00 -1938.00
15000200 Cheque  15/02/2003 S17/02  SKY COMPUTER WHOLESALER $17/02  PASSME £ 25230 813090

AR (M2 Flmmmmik A7 nnd [Tl ] mConcIT DACCRIC QOR1 o A4 020 20

Journals

Here you can enter debtor, creditor or ledger journals. Fincon offers you two options on the
Remark field. You can select to either use the account name here, or copy the remark from
the previous line. You can in both options type in your own remark as well.

&3 Enter Journal Hi=
Journal Mumber: IDDDDEFI Period: IF'eriod 15 j Cloze |
Dezcription: I

Remark: Aecept |

% Copy fram previous line Line Exchange Rate: |1 0000000

" Use account name Help |
Line: Oof 100 Current Exchange Rate; | 10000000
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Standard Journal

5 Enter Standard Journal CEE| NOTE Standard Journals are not
S e [ELLPHONE _==_|| processed until they are imported
Line: 0 of 100 H H
ACCOUNT [REFERENCE [REMARK | AMOUNT BALANCE [~ Accept | Into a ]Ournal. The .purpose .Of
om L0 Ho Standard Journals is to eliminate
000 0.00 . . .
00 000 Capee the entering of repetitive journals.

You have to enter a Journal Name, for example CELLPHONE for the standard journal for
monthly cellphone expenses.

To process a Standard Journal, go to the menu Ledger; Journals; Enter Journal. Click on the
Std Journal button on the right of your screen to import and process a Standard Journal.

£5 Enter Journal | _ =) x|
Journal Mumber: IEIDEIEID1 D ate: IIJE""IIJE”?DEI3 Period: IPE’i°d15 j Cloze |
D ezcription: I

Femark: Accept |

£+ Copy from prewvious line Line Exchange Flate: |1 0000000

= Use account nanme Help |
0 cf 100 Current Exchange Rate: 1.0000000

Line:

ACCOUNT REFEREMLCE |F|EMAFEK LDCALAMEILINT' FOREIGM .&MEILINT"
0.0o Q.00
0.0o Q.00

Ledger Reports

Ledger reports can be found under the heading Ledger; Reports.
e

Account List

Cazh Book

Cazh Elow

Outgtanding Cheques & Transfers

Lizt af Entries/Periad

Audit Trail

Tnal Balance

Income Statement Balance Sheet
Ledger Print

Transaction Summary

Budaet Frint
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Account List

This report will print a list of all the ledger accounts.

&5 Ledger Account List

P S
Select the Sort Order and the
Sort Order Cl g ’
ﬁl Print button to print the report.
Frint |

Once the Print button is selected,
you can choose to do a Screen
Preview.

" Ledger Group

& Account Mumber
= Account Mame

Cash Book
This report will display your Cash Book for a selected period.
&5 Cash Book =] |
Account; Im From Drate: IDE""IDE"'QDD2 To Date; II:IE"'IEIE"QE|E|3 From Period: IF'E”':":I 15 j Clase |
To Period: IF'E”':":I 13 j

[ Include Undeposited Cheques Print |

Line: 0of0 Help |

FﬁENTHY DOCND |REFERENCE | DEEIT| CREDIT| BALANCE |

Enter the Account number. Fincon will default to your default bank ledger account. Select
the date range and the period range.

NOTE The date range selected should be included in the period range selected. If the date
range selected does not fall within the period range selected, the report can not be generated.

"Dptiun Accept |

Fincon will by default not include any undeposited cheques. If you wish to include them in
your report, make sure that you check the box next to Include Undeposited Cheques, before
you select Accept.

Cash Flow

Revision 1.0 Draft March 2005
Page 71

© Fincon Information Technologies (Pty) Ltd.



Point of Sale

Section 15
POINT OF SALE

Overview

Fincon’s Point of Sale (POS) allows you to enter invoice and payment information as
successive transactions. Customers can pay by cheque, cash, credit card or speedpoint in
any combination.

Fincon POS can print to a slip printer instead of a normal printer. You can interface a cash
drawer and/or pole display.

Fincon’s POS can accommodate 20 different till users. Each till user will have access to only
one till and the user rights can be set up differently for each user.

The POS operator is allowed to move cash into and out of the cash drawer by means of
disbursements. Operation of the POS can be controlled by rights set up under System; Users
and Passwords, and System; Company parameters; POS users. A POS operator's user
rights can for example be set up to allow the operator to do invoices and accept payments,
but not to do disbursements. This is set up under System; Users and Passwords; Debtors;
Point of Sale.

At the end of the day the POS operator will do a Day-end Procedure and print the daily
reports. This will reset all the totals and when the POS till number is entered again, a new till
reference number will be generated.

Setting up Point of Sale

The POS is set up under the Debtors; Point of Sale menu option. You will note that when you
are not connected to a till and you enter the POS menu, only the Till Transaction Report and
Activate Tills menu options are accessible.

Select Activate Tills. For the purpose of this tutorial, you have to activate till 1 and allocate it
to the user MIKE. On the Activate Tills screen, change the ACTIVE flagon T1 from Nto Y
and enter the user MIKE in the USER column. Select Accept to update the till information. If
you want the user to be able to scan in items on invoices and to print receipts, the flags on
SCANNER and RECEIPTS must also be changed to Y. For now, make sure they are both N
(No).

Fincon can open a cash drawer at the appropriate time. A pole display can also be
connected. To do this, you have to tell Fincon how to access it. You do this under System,;
Company Parameters; POS. Enter the applicable setup strings including the necessary
control sequences. Unprintable characters must be entered as <n>. (<13> for example
represents a carriage return or CR.)
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In order to use a cash drawer and or pole display, the following line(s) must be added to

Fincon.ini:

CashDrawer=COMn: baud=XXXX parity=Z data=a stop=Db
Pole=COMn: baud=XXXX parity=Z data=a stop=Db

where:

n = Number of serial port (1-4)

XXX = Baud rate (300-9600)

Z = Parity on or off (Y or N)

a = Number of data bits (7 or 8 usually 8)

b = Number of stop bits (1 or 2 usually 1)

The Fincon POS can also be set up to make use of POS Supervisor and operator processing
options. This is done under the menu option System; Company Parameters; Pos Users.

Point of Sale (POS) Users: Enter the applicable passwords and options for each till.

Password - Day-end: When a password is entered, users will not be able to execute the point
of sale day-end procedure without entering the password first. Leave the field blank to allow
unrestricted access to day-end procedures.

Password - Supervisor: The supervisor password can be entered to override the till's change
and payment rights.

Change - Account: Enter Y to allow the till user to change the account on an invoice. If the
user cannot change the account number, the default cash sales account will always be used
except where sales orders or CRO’s are invoiced.

Change - Quantity: Enter Y to allow the till user to change the line quantity on an invoice.
Change - Price: Enter Y to allow the till user to change the line prices on an invoice.

Invoice Payment: Enter Y to allow the till user to accept a payment on an invoice of which the
value is less than that of the invoice total.

Click the Accept button when you are done to update the system files.

For the purpose of the tutorial we are not going to enter passwords and change any user
rights. You should now have T1 allocated to user PASSME with no passwords entered.

NOTE You do not have to connect a cash drawer or pole display to use the POS section in
Fincon. It works just as well without it.
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Point of Sale Processing

To connect to the till you just activated, you have to exit Fincon and go back in again. You
can do this by going to the menu option File; Re-enter as new User.

Carry on until you get to the Open Till screen.

z& Fincon Accounting

Help

Open Till
Till Murmber: | Accept
. |n.nn
Float; EEIDCE'

E | — Enter the Till Number as T1.
Help

Enter the number af the till to be opened.

Fincon will allow you to open a till with a zero float. It will however give you a warning
message. Enter a float value of R100.00. Select Accept to connect and open the till.

Open Till

Till Nurber: |17
. |1 00.oo

Float; Cancel

Reference: II:”:":I1

Help

You will note that on the Fincon main menu screen you will be able to see that you are now
connected to T1.

g Fincon Accounting - TUTORIAL [Till number T1]

File Orders Debtors  Creditors ~ Ledger  |nventony Serialﬂuml:uez;l
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POS Invoicing
Enter Invoice

Go to Debtors; Point of Sale; Enter Invoice.
If no Sales Order was prepared for a invoice, just press <ENTER> and the following message

will appear:

@ Y'ou have not entered a zales arder number - do you want to accept it?

Select Yes to accept this. The
cursor will move to the Account
field.

Enter an invoice on the Cash Sales account. You have to sell 2 keyboards to Mr JS Smith
from 304 11™ Avenue, Pretoria. You will only be able to change the debtor detail if the Global
Setting in Fincon is set to allow it. Go to System; Company Parameters; Global Settings.

4. Enter Invoice [Point of Sale] - Default Location Change Debtor Detail Change from N
I— to.
Account: 50000 Debtor Dizcount Z:IEI'E":I

Name: MRS SMITH Debtor Detail Change (/M) [
addiess: |304 TITH AVENUE

Mo |

Once you have entered the account

|PRETORIA number for the Cash Sales (CS0000)
| account (press <F2>) to search for the
number if you do not know it, replace
Code: | Mem: the name and address with that of Mr
F W Smith,

Enter Rep Code 001 and press <ENTER> key until the cursor is on the ITEM NUMBER field.

Because serial number tracking is enabled, Fincon will warn you that the items must be
scanned. Click on the Scan Item button to allocate serial numbers. Select the Allocate scan
mode. Normally you will have a scanner and you will simply scan the serial number. If you
do not have a scanner, you can manually type in the serial numbers. The serial numbers you
must use for the keyboards, are 200009 and 200010. If you find that you allocated the wrong
serial number to the invoice, click on Scan Items again and select Unallocate. Enter the serial
number you want to unallocated and Close.

Enter a price excluding VAT of R140.00 for each scanned keyboard. Your Invoice screen
should look like this:
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4. Enter Invoice [Point of Sale] - Default Location M=l E3
Account: IESDDDD Debtor Discount 3;:|D'EIEI Invoice Mumber: IDDDDDS Order Numher:l Cloze |
Name:  |MPF JS SMITH Date: [18/02/2003
Address: IBD“”HN‘IENUE Cuztomer Ref: I Accept |

[PRETORIA Rep Code: oot |MIKE Del ||: Help |
I Tems: I Dezcription |
Code: I bemo: I Credit Available; IEM'BD IS'?D M
Margin |
Line: Jof 100 Price Type: I-| Conzsignment Stock: IN Exchange Rate: |1'|:IEIDDDEIEI | 1.0000000
ITEM NUMBER | UN [GR| quanTiTv| PRICEExCL]  ToOTALExCL|TC] Tax|  ToTALINCL] % DISElﬂ Cost |
KEV101 E& | O 1.00 140.00 140,00 1 1960 15960 000 Lesf[Eee |
KE¥101 E& 0 1.00 140,00 140000 1 19.60 159,60 0.00
B 0.00 0.00 000 1 0.00 oo ooo | Sesniems |
1] Q.00 0.00 noo 1 0.00 Q.00 0.00 Stock Mate |
0 0.0 0.o0 0001 0.00 0.0 oo G b
0 0.00 0.00 0.00 1 0.00 000 000 M
0 0.0 0.o0 0001 0.00 0.0 oo Cancel |
0 o0 0.00 oo 1 0.00 000 000 | (&KFE Comment
1] Q.00 0.00 noo 1 0.00 0.o0 0.00 Fd: Buy-ot
0 0.o0 0.0o0 0001 0.00 0.o0 0.00 LI I 0.00
e | | 28000 | 3920 | maz0 [l [ ow
Bir: I Available:l 0.00 On Har'u:l:l 0.00 On Drder:l 0.00 Back Order: I 0.00
|Enter the stock item no. a bill no az <nnz . or a [G)RV /[0 )uotation(S Jales Order no a3 Ganhhnnmns.

Select Accept to process the invoice. The enter Payments Detail window will automatically be

displayed.

Enter Payment Details

Invoice Total:
Amount Tendered: I 200.00 I Cash ﬂ
Amount Tendered: I 11320
Amount Tendered: I 0.00 I More j
Amount Tendered: I 0.00 I Nire ﬂ
Cheque Mumber: |23 Diate: |1 8/02/2003
Credit Card Murnber: I
ID Mo |
Comment |
Dizcount &llowed: n.oo
Total Tendered: 31 920
Total Payment: 3 1 9 . 20
Change: 0 - 0 0

Help

Cancel |

|Se|ect the payment type.

Select Accept to process the payment.

Fincon POS can accommodate 4 different

319.20 _#== | payment methods, and even none at all. For
_teb |

instance if Mr Smith is not going to pay you
for this invoice, leave it as None and Accept.
For the purpose of this Tutorial, Mr Smith is
going to pay. He thought he would pay cash,
but did not bring enough cash with him. He
would like to pay R200.00 in cash and the
rest he wants to pay by cheque.

Enter R200.00 as the first amount tendered
and change the payment method to Cash.
Enter the second amount tendered as
R119.20 and change the payment method to
Cheque. If a payment by cheque is done,
you have to enter the cheque number. Mr
Smith’s cheque number is 23.
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Scan Invoice

The Scan Invoice function is used to enter an invoice for the cash sales account only, and to
receive a payment at the same time. This function is available under Debtors; Point of Sale;
Scan Invoice and can only be accessed when you are connected to a till.

The Scan Invoice (Point of Sale) window always has the cash sales account as default
account.

& Scan Invoice - Default Location _ =) x| I
ooomo Account: IESDDDEI Debtaor Dizcount J‘Z:ID'DIJ Clase |
Imvoice Murmber:
Mame  |CASH SALES ACCOLNT
. |2D.f'EI2.f'2EIEIB
Date: Aocept |
Address: I -
Rep Code: I I
I Help |
Customer Ref: I
' o |
TE I Cods: I Meme: I Cro
; Terms: I Type: |1
Line:  20f 100 Caneel |
ITEM NUMBER| UN |GR| QUANTITY| PRICEExCL]  TOTALEXCL|TC| Tax|  TOTALINCL| %DISC[a] [ Change
0 0.00 0.00 0.00) 1 0.00 oo 000 o <Al
0 0.00 o.oo | 0.00 oo oo (A
0 0.00 0.00 0.00 1 0.00 oo oo o e
0 0.00 0.00 000 1 0.00 0o 000 F8 - Ling Ircd
a 0.00 0.00 0.oa 1 0.00 0.00 0.00
a 000 0.oo noo 1 0.oo 0.o0 0.0 LI
Iberm: I Serial Nn:l [tem Disc Z:I 0.00
Birt: I .ﬁ.vailahle:l 0.00 On Hand:l 0.00 On Drder:l 0.00 Back Order: I 0.00
Total Excluding Tax: Total Tax: Total Including T ax:

This function operates in exactly the same way as Debtors; Invoices; Enter Invoice with the
exception of the following:

e The opportunity will be given to enter a payment received when the invoice is accepted.
e The invoice is restricted to the cash sales account.

e Only the detail part of a sales order can be imported - this function cannot be used to
convert sales orders to invoices.

e Stock items will always be sourced from the default location.
Fincon will only allow you to scan items if the serial number tracking option is enabled under

System; Company Parameters; Stock/Workshop Settings.

CRO Invoice
CRO'’s (Customer Repair Orders) will be explained under Workshop.
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This function allows you to generate a CRO Invoice and accept a payment at the same time.

You have to enter a CRO Number in the CRO Number field to import the CRO detalil into the
invoice. The rest is exactly the same as any other invoice.

Process Payments

This function allows you to process a payment for a single invoice. This is for invoices that
have been processed, but no payment was entered. If an invoice was entered under the
normal Debtors menu (not the POS), payment for this invoice can also be processed under
the POS, using this function. Enter the invoice number and process the payment as normal.

Payments Received

This function allow you to process multi-invoice payments. You can enter the payment and
allocate it to different invoices.

Disbursements

Disbursements from a till can only be done if you have enough money for this disbursement in
the cashdrawer or money box.

If you pay a creditor, refund a debtor or pay for any other expense out of your cashdrawer or
moneybox, you have to do a disbursement.

NOTE Disbursements will be processed immediately. The cash on hand account will be
credited with the disbursement amount. If the payments was originally entered with the
Debtors; Debtor Payments; Enter Payments function and the payment has not yet been
deposited, just delete the payment with the Debtors; Debtor Payments; Amend Payments
function and do not do the physical disbursement from the till.

We are going to do a disbursement for the debtor account ABC001. The client bought 2
keyboards on invoice 2, but is unhappy with the keyboards. He brings it back and wants a
refund.

For the purpose of the Tutorial, you first have to credit the client for these keyboards. Go to
Debtors; Credit Notes; Enter Credit Note. In the Invoice No. field, enter the invoice number
000002. All the invoice information will be displayed. You will credit both these items, so
select Accept to process the credit note.

If you make use of serial number tracking (as we do here) you need to allocate the serial
numbers for these two items to the credit note. Go to Serial Numbers; Scan Serial Numbers;
Credit Note. Enter the Document Number as 1. You can also press <F2> to start Fincon’s
search function. Select Start Scan and type in the serial numbers. The numbers you need to
use here, are 200007 and 200008.

If you do an Account Enquiry on debtor account ABC001 now, you will see that there is a
credit amount of R182.40 on this account. This is the value of the disbursement that has to
be done. Go to Debtors; Point of Sale; Disbursements. Enter the debtor account number
ABCO001, the amount to be disbursed (enter it as negative!) and allocate it to the credit
amount on the Allocation Detail side. See window below.
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. Dizsbursements M= E
i Payment Detal
LCloze |
Till Ref: IT'IEII:IEI'I Diate: |2-| /0242003 Payment Type: IEash j Cheque Murnber: I
Name:  |ABC COMPUTERS o Ne |
' - Accept |
CACard Mo I Comment: I
Help |
Account Detail Allocation Detail
Ling: 1 of 100 Line: Oof2 Auto Allncatel
ACCOUNT | AMOUNT| | mxi’ INvNO [DATE  [OUTSTANDING PaID| DISCOUNT] Fbuid
ebui |
ABCOO -gz40/0 Unallocated 0.00 0.00 =
oo o 0.00 Qoaooz | 18/08/2002 -182.40 -182.40 000 Cancel |
oo o 0.00
oo o 0.00
oo o 0.00
Qoo o 0.00
oo o 0.00 ;l
Papment: -162.40 0.00 | | -162.40 18240 0.00
SHOF 4 ABC COMPUTERS
GREEMSIDE SHOPPING CEMTRE
15T AWENLE. GREENSIDE Balance: | 27380 ke | RS S S
ESQELNND, Current; I -182.40 30 Days: I 0.00 B0 Days: I 0.0 iccent
Branch: 90 Daps: I 000 4204 Dayz I 000 | nallocated: I 0.00 I
|Enter the tax included in the amount.

Select Accept to process the disbursement. You should now have only R17.60 available in
your Cash on Hand account.

Till Transaction Report

This function will display a total list of till transactions for a given period. Go to Debtors; Point
of Sale; Till Transaction Report. You can now enter the parameters for this report. If you
want the transactions for all accounts, leave the account field blank. If you leave the From Till
Reference and To Till Reference fields blank, it will list all till transaction that fall within the
parameters as specified within the date and period fields.

On the Till Transaction Report window, you will be able to view all the till transactions you
entered.

=10 %]

j Cloge |
j Accept |

% Till Transaction Report

Year | -

Account; I From Period: IF'E”':":I 15

‘ Tao Period: IF'E”':":I 15

|1 2/09/2001 |1 2/03/2003

From D ate:

To Date: Print |
From Till Reference: I To Till Reference: I Dag-end Infa | Help |
Line: Oaf 0
| TRans AMOUNT|  LINE BALSNCE |

;ﬁTILL REF [DATE [ACCOUNT [DOCUMENT REFERENCE
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Day-end Procedure
This function is used to apply the day-end procedure to a till.

Go to Debtors; Point of Sale; Day-end Procedure. The window will look like this:

i, Day-end Procedure

K
Till Murnber: |T1 Close |

Till Reference: |EIDEI1 s procedure cannct be reversed?

Enter "'l am SLIRE": I Szl
TRAMSACTION COUNT AMOUMT IM ADJUSTMENT TOTAL | COUNT AMOUNT OUT
Float: 100.00
Cazh: 1 200,00 0.00 200.00 1 18240
Cheques: 1 119.20 0.00 119.20 1] 0.00
Credit Cards: 1] .00 .00 .00 1] .00
Spesd Point: 1] .00 0.00 0.00 1] 0.00
Totals: a19.20 0.00 136.80 18240
Digoount Allowed: 1] 0.00 1] Q.00
Total in Till [Excluding Adjustments]: 236.80
Total in Till (Including Adjuztments): 236.80

I~ PFiintTill Transactions

RECEIPT |DATE ITFh’-‘-.NS |HEFEHENEE TILL AMOUNT AMOUNT | ADJUSTMEMNT

The Total in Till amount is the amount including the Float amount that should be in your till.
You need to count the money to make sure that it balances. Only then do you type in | am
SURE, and select Accept to process and print the day-end report. The following message will
be displayed.

NOTE You have to print this document, for the Day-end Procedure to be successful.

Fincon - Information |
Select OK and Close the screen. You need to exit

@ The day-end procedure was successill | 5 re-enter Fincon to connect to the till again. You
need to enter a Float amount again. Note that your till
reference will now be T10002.
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Section 16
STOCK STRUCTURE, SWOPOUTS AND FAULTY STOCK
MANAGEMENT
STOCK STRUCTURE
TYPE
| Mor ml Swopout Faulty Supplier %ﬂb E;;;inin- ;J:r;;;;
Default | Lecoo Loc. 00 Loc.00 Lo, 00 Loc. 00 Loc. 00 Loc. 00

r | Lae. 1

| | | |
| Loc. 2 | | Loz 2 | | Loc 2 | | Loc 2 |
0 | Loc. 3 | | Loe 3 | | Lac. 3 | | Loc. 3 |
O | Loc. 4 | | Loc g | | Lac. 4 | | Loc. 4 |
> | Loc. 5 | | Loc & | | Lac. 5 | | Lo 5 |
|
z | Loc.20 | | Lo, 20 | | Loc. 20 | | Loc. 20

Above is a diagram representing the stock structure in Fincon. Each box represents a
different store. Going right we have different stock types, ie. normal, swopout, faulty etc.
Going down we have locations from one to twenty. A location can be thought of as a
warehouse. The reason it is called a location instead of a warehouse is because all locations
have a common cost, item number, description etc. Only the quantities are stored in the
different locations.

Notice that only the normal, faulty, swopout and supplier types have locations. This is to
accommodate different stock types at different locations, as would be the case if one had
online branches etc. Technician, consignment, and work in progress stock are stock types
that do not have locations assigned to them. These types are only available in the default
location. In most cases, one can implement Fincon to only use the default location (00) for
stock types. Only this scenario will be discussed here.

In most accounting systems that also manage stock the following transactions are available:
For sales: invoicing and credit notes.

For purchases: goods received vouchers and debit notes (return to supplier).
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Using these transactions, one must manage the stock movement in your company. In the

electronic commodity and related industries, this presents a number of problems:

If an item is returned under warranty, a credit note for the old item, and a new invoice for the
new item must be generated. This presents two problems. You are cluttering your account
reconciliation with unnecessary transactions. You are also extending the warranty as you
now issued a new invoice for an item that is being replaced under warranty.

If you now do a debit note to return the item to your supplier, the same holds true on the
purchases side.

Faulty items are mixed up with your normal trading stock, and determining valid stock holding
becomes a big problem.

Fincon adds three more transactions to the above four to help you manage returns and faulty
stock. These are stock transactions, and almost never have a financial leg. This helps to not
clutter your accounts with warranty transactions. These transactions are kept where they
belong, under warranties. The three transactions are:

Swopout
Send to Supplier
Receive from supplier

The different stock types are used to facilitate these transactions and help you manage and
distinguish your stock holding. They are used as follows:

Sales (invoicing and credit notes) and Purchases (GRVs and debit notes)

NORMAL stock

Swopouts
Source type (where the warranty comes from) - NORMAL / SWOPOUT
Destination (where the new one goes to) — FAULTY

Send to Supplier
Source type — FAULTY
Destination — SUPPLIER

Receive from supplier
Source type — SUPPLIER
Destination — NORMAL / SWOPOUT
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Notice that normal and swopout types are used during swopouts and receiving from supplier.
There is an option under company parameters that sets whether you want to use swopout
stock or not. If you are an importer and you keep stock specifically for swop out purposes,
and your sales people should not be able to “see” this stock, you would probably use the
swopout stock feature. If not, normal stock is used.

When serial number tracking is active, these types are implemented automatically. If serial
number tracking is not used then the swopout has to be simulated by doing a transfer from
normal to faulty stock. The send to and receive from supplier still operates normally.

Let’s try this method of stock management on our tutorial system

IMPORTANT NOTE Before you continue, you have to ensure that your Company

Parameters are set up correctly for this function. Go to System; Company Parameters;
Stock/Workshop Settings. Set the parameters to the following and select Accept to save it.

}:' Company Parameters

Qetailsl Global Settings  StockAworkshop S ettings IErice Structurel Securitgl Stock I__Dcatiansl Fos I Foz Qsersl

Serial Mumbers [BA/MN]:
Scan Stock Transfers [v/N):

171

Allow Megative Stock - Momal [v/M]; IN_
Allows Megative Stock - Faulby [ /M]; IN_
Allows Megative Stock - Technician [Y/M]: IN_
Allows Megative Stock - Conzsignment [/ ]: N

Scan Faulty Stock Send [v/H]: IY_
CRO Item Mumber Required ['/M]: IN_
Import CRO [tem Detail [v/M]; IY_
Stock Search Selling Price [0/1-6]: |1_
Integrate Orders - Sales [v'/M]; IY_

Integrate Orders - Purchaze/Prod [v/M]: IY
Update Stock Item Lead Times: [v/M]: I"HI
Create Groupz on CRO Inwoices [vAM]: IY

Serial Number Take Onin Progress [/ IN_
|Jse Swop-out Stock [T/M];
Allow Megative Stock - Supplier /M I_
Allows Megative Stock - Swop-out [Y2M]:

e g

=

?l

Allows Megative Stock - WP [VAM]:
Stock Type Checking [vAsf M)
Check ‘Waranty on Swop-outs [/
Approve CRO': before Inveaice [vAMN]:
Branch Serial Humber Tracking [v'/M):
|ntegrate Orders - Branch [7/M];
Integrate Orders - HADffice [7/H];
Truncate Senal Mumbers [L/R]:

ENAEAERNE

Required Stock Levels [b.0:
Import Stock Motes as Comments [v/M]: IN

Close

Accept
Help

Cancel

|Enter Y to update the lead time for stock items automatically.

You previously bought two 14” Monitors from Sky Computers. The serial numbers are
300001 and 300002. One monitor, serial number 300001 was sold to ABC Computers on
Invoice 1. The other monitor, serial number 300002, is still in normal stock. To check this, do
a stock enquiry. Go to Inventory; Stock Enquiry and enter the item number MON14. Under
Normal Stock you will note that the quantity is 1.
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4 Stock Enquiry

Item Mumber. |MONT4 Ative (74N |Y Fero Cost [74N] |N il Mo | Close |

Dezcription: I-I 4" MONITOR Mim Margir 3z ID.DEI

Motes: I Help |

I I_.u:u:atiu:unsl ﬂistnryl Eupplierl Production

[tem Type: IE| Categony: HON Unit; IE'&‘

Price Structure: ID_ Sales Account: |1 10000 Cost Account: |1 50000

Unit Cost: I-| 200.0000 Tax Code: |1_ Bin Location: I

Supplher Stock: ID'EID Technician Stock; ID'DD Swop-out Stock: ID'EIEI

Mormal Stock: I1 00 Faulty Stock: ID'EIIJ WP Stock: ID'EIEI

Conzignment Stock: ID'DD On Order: ID'Dlj On Back Order: ID'EID

Price Lizt [v/M]: IY_ Senal Mumbers [v/M]: IY_ Sub Murnbers [v/M): IN_

Batch Mo's [v/M]: IN_ Commiszion; ID'DD Comms Tepe [1/2); |1_

Wheight per Lnit: ID'DDDEI Y arranty - konthe: I24 D ays: ID
Retal/Profit1: |1 2000000 000 Retal/Profit 2.1 2000000 J0.00 Retail/Profit3 |1 2000000 J0.00
Retal/Profit4; |1 2000000 [0.00 Retail/Profit 5 |1 2000000 [0.00 Retail/Profit & |1 2000000 Jo.00
Digcount %: ID'E":I Frorm D ate: I To Date: I

IMPORTANT NOTE Before you continue, please enter a warranty period on stock item
MON14. Go to Inventory; Stock Maintenance. Enter the Item Number MON14 and enter the
warranty period as 24 months.

W arranty - Months: I24 Draps: ID

Select Accept to save this information.

ABC Computers is returning the monitor they bought, because it is faulty. The monitor is still
under warranty and must be returned to Sky Computers. ABC Computers wants a
replacement monitor. As explained above, a credit note will clutter your debtor account as
you will also need to re-invoice the replacement monitor. You need to do a Swopout.

Go to Serial Numbers; Scan Serial Numbers; Swopout. Select Start Scan, scan or enter the
serial number of the faulty (returned) monitor. For the purpose of this tutorial, type in 300001
in the OId Serial Number field and 300002 (the replacement monitor) in the New Serial
Number field.
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'-.,T"-Sn::an Sernial Humbers - Swop-out

—Document Detail

[Elmge
Diocument Number: IEIEIEIEID1 Source Location: II:":I
Document Date: IEE'”]?“JEE":I3 Destination Location: II:":I

il

ek Sear
Account Mumber: I
el
M arne: I
Stozk Bowaht Back: [T Fof lbiple tarkatation Sean:. 5

—Senal Murmber Scan

Mew Serial Mumber:

Current [tem; MOMT4 - 14" MOMITOR End Scan |
GRY: 00000z - 20/05/2002 Hexttem |
Supplier: Skx001 - 5ky COMPUTER wWHOLESALERS :
Document Out; 000007 - 1840642002 - [nvoice Ereviaus e |
StE Seat
0ld Serial Murmber: IEDDDEI1 ';l
IEEIDEIEIE HEmEe SEat |

|Enter the applicable seral number.

A window will pop up for you to enter a fault. Enter the Fault as OUT OF FOCUS for this
exercise and select Accept. Close the window.

Enter Fault Description |

Fault |IIILIT OF FOCUS py—

I Cancel

|Enter the fault description.

What you have done now, is simply replaced the one 14” monitor on Invoice 1 with another
14” monitor from your normal stock. To check on what happened in Fincon with the stock, do
a Serial Number Query. Go to Serial Numbers; Serial Number Query and type in serial
number 300002. Note that the Out Document (Invoice) is number 1.
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Senal Humber Query

Sernial Humber: 300002 Cloze

| Histu:uryl Sub-bszembly .-’-‘xsseml:ul_l,ll Sub-SeriaINumbersI

—Serial Mumber Detail

LI5S}

Item Mumber: IMDN14 Cateqory: IMDN Bir: I Mormal: 0.00

Dezcrption: IMH MONITOR Fauilty: 1.00

Order Humber: IEIDEIEIEI'I - SALES Azzembled: I I Supplier: 0.00

Stock Type: IS':'I':I Stock Locatian: IDefault Contract Info | Swop-out: I 0.00
In Document

umiler IDDDDD2 Date: IEDIDEQDDE Type: IGH‘J Digplay
—Out Document
M IEIDEIEIEI'I D ate: I'I 8/06/2002 Tupe: IIrwuic:e Diizplay

Goods Recevied Youcher

Number |unnunz T Account ISKYDD1 Diate: |20/05/2002 Dizplay

ISKY COMPUTER “HOLESALERS Batch Mumnber:

.

Supplier:

Click on History and you will see that the transaction was done with a Swopout.

i~ S erial Number Query

Serial Mumber: I300002 Cloze

Serial Murmber

Sub-tgzembly .-'l'-.ssembl_l,ll Sub-Serial Numbersl

CRO': and Swop-outs:
23/07/2003 Swop-out 000001 REPLACEMEMT FOR 300001,

If you do a Stock Enquiry now, you will note that the stock count in normal stock is now zero,
but you have one 14” monitor (the one you received back from ABC Computers) in faulty
stock. It is still your stock, but you are unable to sell it at the moment.
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&4 Stock Enquiry

ltem Number:  |MONT4 dctive [N [v Zero Cost [¥/N] [ Bil No: | Close |
Dezchption; I1 4" MONITOR bir Margin % ID'DD
M ates: I Help |
I:ocationsl Histnr_l,ll ﬁupplierl Production
Item Type: IE| Category: MON Urit; IE'&‘
Frice Structure: IEI Sales Account: I-I 10000 Cozt Account: I-I s0ooa
Unit Cost: I-| 200.0000 T ax Code: I-I Bin Location; I

IEI.EID
Maormal Stock: ID'EIEI
Conzsignment Stock: ID'EIEI

Supplier Stock:

On Order:

Price List [#N]: |Y Serial Mumbers [¥/N): |"’ Sub Numbers [7/N]: |“
Batch Mo's [7/M]: IN Commizsion; ID'DD Comms Type [1/2]: I1
Weight per Unit: ID'DDDD Warranty - Months: |2"'1 Days: ID
RetailProfit1: |1 2000000 {0.00 RetailProfit 2|1 200.0000 {0.00 RetailProfit 3 |1 2000000 {0.00
Retail/Profit 4: |1 2000000 [0.00 Retail/Profit 5 |1 200.0000  [0.00 Retail/Profit & |1 200.0000 0.0

Dizcount % ID'E":I

From D ate:

Technician Stock:

Faulty Stock:

ID.DD
I'I.DEI
ID.DEI

ID.DD
ID.EIEI
ID.EIEI

Swop-out Stock:
WP Stock:
On Back Order:

[ [

To Date:

Your Stock Count List will also show you what your stock situation is. Go to Inventory;
Reports; Stock Count List and select Accept.
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Stock Structure, Swopouts and Faulty Stock Management

B
e I':“"E”t j Iémlinlumn Selection 1 Normak =1633.33 Cloze |
Bt IPeriod 15 j ¥ Colurn Selection 2 Faulty: 1 200,00
v Calumn Selection 3 Supplier: 0.00
Locatian; I"""LL LOCATIONS j ¥ Column Selection 4 S oot 000 ﬂl
[ ate: I— s p' - l Erint |
| | ; ™ Cost andYalue Techniciar: 0.00 £
—Inelude Wi o.on
[ Stock with Zera Quantities : Help |
¥ Inactive Stack lterms Locatiohs | Consignment: 0.00
Line: 3af5 Mormnal leauIt}l leuppIier lewnp-uut j Total I 228333
ITEM NUMBER MORMaL|  FauLTY| supPUER| swop-DuT[  OTHER| TOTAL| yaLLE |
CASE CAS 10.00 0.0o0 0.0o0 0.0o0 0.00 10.00 123333
KEY101 KEY 1200 0.0o0 0.0o0 0.0o0 0.00 1200 906.00
rOMT4 FOM 0.0o0 1.00 0.0o0 0.0o0 0.00 1.00 120000
MOM17 kOM 11.00 0.00 0.00 0.00 0.0o 11.00 18 700,00
PsU PsU 10.00 0.00 0.00 0.00 0.00 10.00 200.00
[ escriphion: Bir: L pik: Cosh:
14" MOWITOR I IEA I 1 200.0000 Cuztomn Sort |

If you look at the Item Number MON14 (see description at the bottom of the window) you will
note that the quantity in normal stock is zero and in faulty stock 1. This list will also provide
you with the total value of you Faulty Stock.

How to handle faulty stock

Faulty stock that is still under warranty, has to be returned to the supplier for a replacement
item or credit as soon as possible. We now have one faulty 14” Monitor in our faulty stock.
The serial number of this faulty monitor is 300001. To check the supplier of this item, go to
Serial Numbers; Serial Number Query and type in the serial number 300001. As you can see
the supplier was Sky Computer Wholesalers.

Revision 1.0 Draft March 2005

© Fincon Information Technologies (Pty) Ltd.

Page 88



Stock Structure, Swopouts and Faulty Stock Management

Serial Humber: 300001 Cloze

|HiSh:|r_l,l| Subdizzembly .-’-‘-.ssembl_l,ll Sub-SeriaINumbersI

—Serial Mumber Detail

[tem Mumber: IMDN-I*1 Categorny: IMDN Bir: I Mormal: 0.00

Descrption: IMH MONITUR Faulty: 1.00

ElrderNumI:uer:I Azzembled: I I Supplier: 0.00

Stock Type: IFE'UIt-"' Stock Locatian: IDE[E'L‘It Contract Infa | Swop-aut: 0.00
~In Document

Mumber: IEIEIEIEID‘I Date: |23"J':'?"J2'3':I3 Type: ISwup-nut Display
—Out Document
Mumber: I Date; I Tvpe: I Diizplay

—Goods Recevied Youcher

Mumbar- |nnnnnz T Accourt |SKYIZIEI1 Date: |20/05/2002 Diizplay

|SKY COMPUTER “WHOLESALERS

L e

Supplier: B atch Murmber:

The menu for faulty stock management can be found under the Creditors menu. To send an
item back to a supplier. Go to Creditors; Faulty Stock; Send Stock to Supplier. Enter the
supplier account number (if you can’t remember the account number, press <F2> to start
Fincon’s search function) SKY001. Select Scan and enter the faulty item’s serial number, in
this case 300001 and press <Enter>.
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Account: ISKW]D-I Close

Wame: ISKY COMPUTER WHOLESALERS Document Mo: IEIEIEIDEI'I
P — IF'EI BOr 4567 Diate: I23#DT#2DDB Accept
IJDH.-‘-‘«NNESBUFIG Supplier Ref Nao: I Help

—

Send Stock Senal Number Scanning

Lo Cloze |

Line | Curent lter: MOMT4

E Scanned: 1

Frevious Serial Mumber:

d

T J I

|annuu1

Current Serial Mumber: I

|Enter the applicable zerial number.

0.00
0.00 =]
B I LIrit: I Description; I
Normal:l 0.00 Faulty: I 0.oo Supplier: I 0.ao Swop-nut:l 0.oo
Close the scanning screen to display the item, its serial number and fault description
previously entered.
' Send Stock to Supplier !E
Account: ISK\'}DD-I Cloze

Name:  |3KY COMPUTER wWHOLESALERS Documentho.  J00000T

Address: IPD B0 4567 Date: IW focent
I‘JDI—"‘L\'J\”\JESE”'IHE Supplier Ref Mo: I Help
I Source Location: IT BEEm

Code: I Destination Location: IF ~

B I

Cancel
Line: 1 of 50
ITEMNO| QUANTITY|SERIAL NUMBER |FeuLT DESCRIPTION |REFERENCE liI
1.00 300001 OuT OF FOCUS
0.00

The REFERENCE field is for any applicable reference from the supplier, for example a job
number, and can also be added at a later stage. Select Accept to save and print the
document which is called a Supplier Delivery Note.

To enter a reference after the document has been processed, go to Creditors; Faulty Stock;
Edit Supplier Reference. Enter the document number, in this case 1. You can also search for
the number by pressing <F2> in the document number field. Enter the applicable reference
number, in this case 12345 and select Accept to save the information.

Revision 1.0 Draft March 2005
Page 90
© Fincon Information Technologies (Pty) Ltd.



Stock Structure, Swopouts and Faulty Stock Management

Do a serial number query on serial number 300001. (Go to Serial Numbers; Serial Number
Query) Note that the Out Document is now marked as Faulty Stock Send (Supplier Delivery

Note).

Senal Humber Query

Senial Murmber: I3E|DDD1

| Histu:uryl Sub-bzzembly .&s&emhl_l,ll Sub-SeriaINumbersI

—Serial Mumber Detail

|Supplier Stock,

Location: W

Item Mumber: IMDN14 Cateqory: IMDN Bir: I Mormal:
Description: IMHMDNITDH Faulty: 0.00
Order Numl:uer:l Azzembled: I I Supplier: 1.00

Contract Info |

P ] 3

Cloze |

Help |
[ omw
I—
I—

Swop-out: I 0.00

Stock Type:
—In Diocument
uniler IEIDEIEIEI'I D ate: IESJD?KEDEIE Tupe: ISwup-nut Drigplay

—Out Docurnent

IEIDEIEIEH

MHurnber:

Dater |23/07/2003

Type:

|Ff5tk Snd

Dizplay

—Goods Recevied Youcher

IEIDEIEIEI2

Murnber:

Account: ISKYEIEH

Supplier:

|SKY COMPUTER “HOLESALERS

Diate: |20/05/2002

Batch Mumber:

Ik

Dizplay

54 Stock Count List

P
Year ICurrent 'l ﬁ”‘tolumn Selection 1 Moimal: 2163933 LCloze
Period: IF'eriDd 15 j v Calumn Selection 2 Faulty: 0.00
: v Column Selection 3 Suppler 1.200.00
Location: IALL LOCATIONS j ¥ Colurn Selection 4 Sk 000 Accept
Date I ¥ Other iciah: 0.0 Frint
e [~ Cost andValue Technician: X £
[ Include wiF: 0.00
I~ Stock with Zero Quantities . Help
¥ Inactive Stock ltems Locations | Consignment: 0.00
Line: 3of5 Mormal = ||Faulty T || Supplier ™| Swop-out j Total: I 2283333
ITER HUMBER NORMAL FAULTY|  SUPFLIER SW’DF’-DUTI DTHEHl TDTALI VALUEl
CASE CAS 10.00 0.o0 0.00 noo 0.o0 10.00 123333
KEY1 KEY 1200 0.o0 0.00 noo 0.o0 12.00 50600
MON14 MOM 0.0 0.00 1.00 000 0.00 1.00 1200.00
MONT7 MOM 11.00 0.00 0.00 noo 0.00 11.00 18 700.00
FsU PsU 10.00 0.o0 0.00 noo 0.o0 10.00 a00.00
D esoription: Bin: Unit: Cost:
14" MONITOR EA 1 200.0000 Custom Sort |

If you check your Stock
Count List now
(Inventory; Reports;
Stock Count List) and
look at item MON14, you
will note that your stock
count under Normal
Stock is still zero, under
Faulty Stock it is also
zero, but you have 1
under Supplier Stock.

This list only tells you
that you have 1 item at a
supplier. To see a
breakdown of stock at
supplier, you need to
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look at your list of stock at suppliers. Go to Creditors; Faulty Stock; List Stock at Suppliers.

You can list one specific supplier by entering the applicable account number, or leave this
field blank to list all the suppliers. Click Accept.

&' List Stock at Suppliers

=1l
= Option
ear: ([RETCR— | Close |
Account: & Detai
= Surmmany

Accept |

Frint |
Line:  Oof0 Help |
ACCOUNT DESCRIPTION | quanTITY| CosT| wALLE |

How to handle stock returned from you supplier

Your supplier can send you a replacement item or credit for the faulty item. For the purpose
of this tutorial we will receive a replacement item and not credit. In a case where you receive
credit from your supplier, you will go to Creditors; Faulty Stock; Receive Credit from Supplier.
You will enter the supplier account number, double-click on the Stock at Supplier item and
select Accept. Fincon will automatically do a stock transfer to Normal Stock and then a Debit
Note for the item on the original Goods Received Voucher.

You receive a replacement 14” monitor from your supplier SKY Computers. The serial
number of this new monitor is 300010. Go to Creditors; Faulty Stock; Receive Stock from
Supplier. Enter the supplier account number,
in this case SKY001. The item at supplier will

Receive Stock from Supplier

Dacument th; 000001 Date: |23/07/2003 Close

B el | bedisplayed in the Stock at Supplier field.
|JOHANNESBURG Stack at Suppler: Helo . . . .
| = Double-click on this item, to move it into your
|Ende\.TEMNUMBEF(| 55M|ur::i uDu:'r::\DTﬂ UNIT PRICE] _ TOTAL EXCL] CODE| T ToTALiNCL] 4] ITEM NUMBER fleld
Receive Stect et RNLH =y |f the replacement item is the same,
ot T pite 7 o Pmm g || you leave the SWOP ITEM field
o S et open. If it is replaced by a different
Address: |FU B 4567 Euchange Rats: |!-0000000 | 10000000 pen. p Yy

Accept |

e | item, for example a 17" monitor, you
eea || Will type the item number of the new

JPOHANNESEURG

|
Code; Line: 1of100

Stack at Supplier:

TTEMNUMBER| ___ 5wOP [TEM] UNIT | GUANTITY] UNIT PRICE]  TOTAL EXCL| CODE] Tax]_ TOTALINGL[= item in the SWOP ITEM field. In this
E& 1.00 0.00 0oop 1 0.00 ooo . .
o0 0 oo 000 000 case the item is the same, so leave
T T il ot i the field blank. Select Accept to
- - e - = process and print. The new monitor
T . oo g will now be in stock. If you do a
| o °-°°I ox | °°°| L | Stock Enquiry you will see that you
et ke |14 MOMITOR 0.00 0.00 0.00 . .
:inDLD‘oca‘ltion:I Normal:l 0.00 Faully:l n.ao Suppher:l 1.00 SWDD:I 0.00 have 1 Item In normal S'tOCk' .
Supliy: | CRRTAT |00 [Cetrp 00 | (Inventory; Stock Enquiry and type in
Bin Lacation: I Normal:l 0.00 Faulty: I n.ao Suppher:l 0.00 Swop: I 0.00

|Enler the: stock item number.
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________________________________________________________________________________________________________________________|
the item number MON14.) However, you must still scan in the item’s serial number. Go to

Serial Numbers; Scan Serial Numbers; Receive Stock from Supplier. Enter the document
number or search for it. In this case you must enter a 1. Select Start Scan and you will note
that there is one 14” monitor on this document that must be scanned. You can either scan or
type in the number. For the purpose of this tutorial, type in 300010. and press <Enter>.
Fincon will prompt you that it is an invalid serial number and give you the option to either re-
enter or swop. Select Swop. The following screen will appear:

Swop Serial Humber Options |

lhelets Sisiial [ Lzt Select Current Supplier and click OK. A list will appear
& Current Supplier listing the stock at suppliers. Select the appropriate
Al Suppliers one. Fincon will inform you that the scanning is

complete. Close.

o OK X Cancel |

If you do a Serial Number Query on serial number 300010 Fincon will display a message that
this is a replacement for serial number 300001.

Serial Number Query

Senal Mumber: IBDDD-I a Cloze

Help

e I

Your swopped 14” monitor in normal stock can now be sold again.
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