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. BEYOND IRRIGATION

POS

Point of Sale

This process Flow takes you through taking a POS order in a Retail environment where the
goods are presented and paid for at the Counter.

Under POS > Point Of Sale

Sign in Username = SALES and no password (default), refer to setup if you wish to setup
individual logins.

POS - Legin >
Login
Username: |SALES |
Password: || |
Station ID
ak

Since there is a generic login (SALES) Salesperson is a mandatory field.

COMPANY: Salesperson is a required field.

Click OK

Select Salesperson

) Point of Sale (Head Office] o
Custorer Infomaion (Shift £9) Linked Images Irvaice Iformation (SH#tF10) Invaice Tatals
ales Hode
Station ID

a 5| [Retsil ~| alt=Quote $0.00
Defauit Delivery Mode
Courter - alt=-Order $0.00

$0.00
[ alt-sion out | alt-operator  alt= F12°r

Line Enty (Shit F11)

[ (Al-U) Lists G (Alt-M) ltems ) (Alt-D) Descriptors (£ (Alt-C) Catalogue Items.
+2  Tuesday December 18 2018 09:11:40  Orders on Hold (0)

(CtH1) Inventory Avaiabilty

rice Includes Tax

(Ctl-2) Pr quiry
[oy  lum [UniFie  [Dwoe  |EwPie =

(C13) Customer Stafistis

[C17) POS History
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The ‘Billing Customer’ will default to Cash Sales this can be changed by overwriting or
clicking spyglass

When you first enter the screen the cursor is positioned in the ‘Code’ field. There are a few
styles of data entry:

Using Barcode Readers, which scan the barcodes

Click Add (F5) then ‘Spyglass’ icon in the Code field and selecting either ltem or Descriptor,
then locating the required entry

KU

Customer Information [Shift-F3)

Biling Customer Sales Mode
o |Cash Sales | |Retai

i

o ~

+| alt-Quote
Default Delivery Mode

Courter - alt- Order

Instructions

Line Entry [Shift-F11]

Batch Entn (Alt-L) Lists (Alt-M) [tems (Alt-0) Descriptors (Alt-C) Catalogue ltems
} P g

Sale No: 4 Tuesday December 18 2018 14:08:16  Orders on Hold (0)

Price Includes Tax

| Code | Oty | Unit | Urit Price | Disc 2 | Et Price | Description

Click on Button in Batch Entry Bar

Batch Entry ] (Ak-L) Lists G (AR-M) lterns () (Alt-D) Descriptors  [{J] (Alt-C) Catalogue ltems

The Qty field is prefilled with 1 and can be amended as required. Upon entry of a quantity
the cursor will go to a new line for entry of the next sale line.

You can click the Edit (F9). This will bring up a panel in which you can edit the details
against this line.

Edit Line Detail [F9)

Line No Line Type Code Uit Original Gty Invaice Gty BAD Gty Iy TaDate Oty
10 10

Unit Price [rescription Dizcount % Discount dmt Tax Code Analysis Group

Sample [tem GST (& &

Mett Amount T ax Amount Tatal Amaount Mett Amount T ax dmount Total Amount
Order Totals $0.00 $0.00 $0.00 Invoice Totals $100.00 $10.00 $110.00
Delivery Mode

-
MNaotes
6
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Click on the Edit (F9) again to return to the default POS view

7

. BEYOND IRRIGATION

You will notice that the total POS Order Sell Price appears in the top-right of the screen.

nnnnnnnnnnn

Line Enty (Shit-F11)

] (Al-L) Lists & (A-M) ltems () (Alt-D) Descriptors

{ (Alt-C) Catalogue ftems

Linked Images

— O X
Inveice Iformation (ShitF10) invoice Tolals

Dpertr $110.00

$10.00]
$100.00|

F12rm

TanValue

Vialue Excluding Tai

alt-operator | alt=ne sale

(Curk1) Inventoy Availabilty

Sale No: 4 Tuesday December 18 2018 141230  Order

Options

(C2) Pice Ingiry

(Ct3) Custorne Stafists

(Cul7)POS History

You have the option to place the current Order On Hold while you continue with another
order. To do this click on the F10 button and Ostendo will place the current order On
Hold. You can recall it by, once again, clicking on the F10 button and selecting the Order
that was placed ‘On Hold'.

You also have the option to ‘Lock’ the workstation while you are away. To do this click on
the ‘Lock’ button (or F11 key) at the bottom right of the screen. You are required to re-key
your username and password to get back into the session.

Take Payment

Click Pay (F12). You will see that the ‘Sale Total’ field is filled with the value of this sale.

Linked Images

|rvoice [nformation [Shift-F10]
Statan D

Operatar
Salez Perzon |Sales &

Sale Date

- | pod

|rvoice T otalz

$110.00

Tax Walue

Walue Excluding T ax

alt-operatar  alt-ne sale
This will default to CC payment for full amount.
You can change payment method via button on left.
()
BFapment Style -
€ cc Cazh Sale A at-F4 back | [F4 2 print
Cach Sale Total Rounding Charge Amount  Amount Due
$110.00 $0.00 $0.00 $110.00
] Cheque | Date | Fayment kethod |Value | Reference | Charge % | Charge Amovnt |
L|‘|8J1 2/2018|CC $110.00 1] $0.00
7
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You can have multiple payment methods linked to a single sale. You can click in Value field
and edit this payment method amount and Click Add (F5) to add another payment method.

If the Customer has an account, you will be able to change Payment Style to “On Account”
and enter Customer Purchase Order Number (if required).

L) POS Payment (Retail - Sales No:4) =
ayment Style .
On Account = aIt-F4 back F1 2 print
Sale Tatal Purchaze Ref Charge Amount  Amount Due |
s110.00§| | $0.00 $110.00 F
Upon completion of the payment click on the Print (F12) and a receipt will be printed.
(1) POS Payment (Retail - Sales No:d) x

Payrment Style _
€ cC Cazh Sale - aIl—F4 back F1 2 print

B3l Cash Sale Total Founding Charge &mount  Amount Due
$110.00 $0.00 $0.00 $110.00
& Eheaue Date Payment Method | Walue | Reference |Charge % | Charge Amaunt

> COMMINN.:| 3110 00 : $0.00

TAX INVOICE: 1

Cutcher & Neale Ostendo Consultant
25 Bolton Street
Mewcastle NSV 2300

Date: 18M2/2018 2:10:33 PM

Tax Mo: 40 332 645 703

Cash Sales

Sale No: 4

Operator: SALES  Station ID: 002
(*3 All Prices Include GST

Code Qty  Unit Price Ext Price

* SAMPLE ITEM 10 511.00 $110.00

Sampk [tem
GST Content: 210.00
Tofal: $110.00
Charge: g0.00
Amount Paid $110.00
Rounding: 20.00
Change: 20.00

=% Thanks for vour buginess *=*
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You will be asked ‘Did the Invoice print correctly? ‘. If you respond with ‘No’ then you can
immediately reprint it. If you respond ‘Yes’ then the current order will close and the POS will
revert to the opening screen in preparation for the next sale.

Information ot

POS End of Day

This takes you through the process required at end of the day to line up with Merchant
Settlement (CC) and Daily Banking’s (Cash and Cheques).

Under POS > POS End of Day

Upon entry into the screen Ostendo will calculate the closing balance based on the float
cash, receipts and refunds.

For each Payment Method enter the amount found in the Till. You should note that, for cash,
you can click on the icon in the ‘Closing Balance’ field and enter the number of each
denomination.

(1) POSEnd of Day — O *
EOD Ho  Site Mame Station [D End of Day Status
2 |Head Office Qoa Open
P _EJ Save
Start EOD Date & Time  |18/12/2018 Cloged EOD Date & Time ) Cancel
|F'a5lment Methcﬂ:ﬂ Opening Float | Till Balance | Office B alancel Clozing Balance & anance | Comments
1CC $110.00 $0.00 170 ] $0.00
| |Cash 30 $0.00 $0.00 $0.00
|_|Cheque $0 $0.00 $0.00 $0.00
£ >
Opening Float $0.00 Humber of Sales 1
Till Balance $110.00 Humber of Mo 5ales 0
Office Balance $0.00 Average Sale Yalue $110.00
Clozing Balance $110.00 Total ¥alue of Sales $110.00
Under/0Over/InB alance $0.00 Total ¥alue of Payments $110.00
#-Feport Z-Feport Femove End of Day 0k Cancel

rwater.

BEYOND IRRIGATION
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If you have to continue with the Till after entering these figures then you should click on the
‘Remove End Of Day’ button, carry out the transaction, and create a new End Of Day with
the revised Till values.

If you click on the X-Report Button a report will be produced showing the Opening and
Closing balances for the day. This is for information only.

If you click on the Z-Report Button then, not only will the report be produced but also all the
POS transactions will be ‘posted’ into Ostendo Journals and End of Day will be completed.

10
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JOBS

Job Quotes

Jobs allow us to sell both Products and Services on the same invoice. Jobs also allow us to
manipulate the Costs and Revenue on the invoice.

There is no difference between the Job Quote and Job Order other than the Job Status
which is locked to “Quote” until Converted to Won or Lost

Under Jobs > Job Orders or Workflow button below. Job
From the Job Order Grid Click Add (F5) which opens the Job Orders
Order Creation window p—— f
. . pen Wuotes:
Select Job Type by clicking on the Spyglass 4 F3 Open Orders- A
Overdue Orders: 1

0

Required Information Tasklnlormat\on‘ Resources

Order D ate Reguired Date Reguested Time of Day
18/12/2m38 > | 18A2/2018 -
(*) Create New Job Order (") Copy Existing Order

Job Tupe (1) Select a Job Type >
S Tick Type [ Descipion L
»

Pro_E stimated Large Project with Fee Estimate

Descriptian Pro_Fized Fee | Large Project with Fiked Fee

Repair_known Repair work known asset

. Repair_Un-Known | Repair work Asset not known
Use a Template far thiz Jo|
SEV_Known Preventative Maintenance Service known asset
SEV_Un-known | Preventative Maintenance Asset not known
Project SEV_Wananty Preventative Maintenance rework
WS _Known Warkshop known asset
WES_Un-known | Workshop - Azzet not known

WES_Waranty | Workshop rework

2]

Job Scheduling

E stimated Duration
i
|

Hotes

30| Minutes

v
Cancel [ Filtering & Sorting Search 334 ./
Cancel

Click OK
Click in Customer name and either enter the first few letters of the customer's name or select
a Customer from the list by clicking on the Spyglass ' F3

***Note: if it's a new Customer and you wish to Add the Customer to your
list of available customers then click on the Notepad =

Modify required date (if required)

Enter Job Description

Check Use Template and select Template (Optional) — this allows to quickly add lines and
Tasks from a pre-configured template.

Add Notes (Optional)

Click Create Quote

11
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(1) Job Order Creation X '

[Fomin biomaton | Taskomaion Bessnces

Order Date Required Date Requested Tirme of Day

tenzzme = [enzans v

@ Create Now Job Order () Copy Existing Order

Job Type Job iyl Dider Number Select Existing Order Nurber for Copy  Order Number
|Parts_Ony 1) [Customer 1 ] © Order O Bugte | 2

— PustascOier [ |

Purchase Order

Create Quate Create Order Cancel
| E—

The Quote creation process takes you to the Job Detail TAB. You can flick between the
Detail (Header) and Lines of the Quote by clicking on the Detail and Lines TABs

(1) Job Orders

Order No Order Date Shatusz Customer

[JOB 400034 |[mAzzme =][open I aron Mine 2]
Description | Additional Order Address Details |
|Repair Pump | Billing Customer

Job Type Job Style |Aar0n Hilne ﬂ
|Standard g |Eust0mer - | |

Additional Biling &ddress Details |

Job Sheet Current Task Tracking Code Job Scheduling
|N°t Printed E | ﬂ | P2lE] Required Date Requested Time of Day
Site Name |Compan_l,l ﬂ |23*’DB*’2D'IB :| |1 0-Zpm | | Job Tasks |
E shimated Diuration Job Booking Status
J Setings | Dins | Scheduing | Overides | Finencial | 30 Miwtes v [ofockod || dobBaoking
Credit Terms Purchase Order e
Flanned Start Date - .
20th of Month
| D o ﬂ | | Flanned End D ate - .
Job Values

Irwoice Style | From Actual Entries .
Tihie fe & Fived Pricediot, [ MettWalue $0.00)

Mability Team or Employee  Mame

| Erployes §| |

= $0.00 $0.00 $0.00

Standard Job
ancere [ $0.00 $0.00 $0.00
$0.00 $0.00 $0.00

Order Discount

$0.00/ | Batch Update Discount 2

Add Sales Person (Optional)
Update any Additional Order Address (if required)
Click Quote Opt & Quote Convert

12
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Job Quote Options Screen

Select Quote Style (Formal, Letter, User)
Enter Header Notes (Optional)

Select Line Printing Option (Detail, Single)
Enter Footer Notes (Optional)

Click Save

Click Close

7 zwater.

/ BEYOND IRRIGATION

() Job Quote Options

Order Ho Order Date Status Custarmer
Description [uate Style
M

Header Motes

Line Printing
Linez Tao Print Dezcription

Frint Detail Lines -

Footer Mates

— O >
Cloze
Fritit (uote
.:J Save
=y Canize
Mett W alue

Select Lines Tab

To add materials and labour to quote click on the Lines TAB

Batch Entry Options along top of screen

List | Detail | Lines

COrder Mo: JOB 400006 [Clucte] CustomerAzure Products Ltd

Batch Entr, ] Lists @ Items [of) Descriptors 4 Templates

(fl Catalogue Items Issues

13
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This allows a user to select from a list that contains predefined lines or dynamically created
lines depending on how the list has been selected to create.

ITEMS (Batch Entry)

Click Items

Use the Search Field and type in any part of Item

Highlight Item and click Add to selected Items or double click Item
Adjust Qty

Continue to add items as above

Once finished, click Create lines from Selected Contents

DESCRIPTORS (Batch Entry)

O 0 O O O O

Click “Descriptors” (Non Inventory ltems)

Use the Search Field and type in any part of Descriptor

Highlight Descriptor and click Add to selected Descriptors or double click
Descriptor

Adjust Qty

Continue to add Descriptors as above

Once finished, click Create lines from Selected Contents

LABOUR (Add F5)
Click Add (F5)

Either enter the first few letters of the Labour Code or select a Code from the list by clicking
on the Spyglass 4 F3

Job Line | Line Properties | wananty | Order Histary | Scheduls Infg () Select a Labour Code

Line Mo Line Type Code L abour Cade TDeserpion
10| | Labour Code - el

| Categor_l,.l| Department| Analysis Group

DESIGH Labour | Projects Labaour

Dezcription ncuH_
| | |LAB-ELECTRICIAN |Lahour Electrician Labour |Service  |Labour
Task Seq Task Tax Code Analysi [ LAR-FITTER Labour Fitter Labour | Service Labowr
Service s 8 1| [Lae-PLUMBING Labour Flurnbing Labour | Service Labour
Plaried Urit Cost Cast Markup % Sales Margin % | : FROJECT MGT Labour Project M anagement |Labowr | Projects Labour
$0.00 O Price changedd | | SERVICE TECH Labour Service Technician |Labowr | Service Labour

e e | | TRADE ASSISTAMT |Labour Trade Assistant Labour | Service Labour

4| | TRAVEL Labour Trawel Labour | Service Labour
Job Line |

Adjust Order Qty

Click Save (F6)

14
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Convert Job Quote to Order

Under Jobs > Job Orders
Select Quote from list
In Detail tab click Quote Opt & Quote Convert then Convert Quote

List | Detail | Lines

Order No Order Date Status Customer
1812/2018 |- Cash Sales #
Description Additional Order Addrezs Detals
Billing Cusztomer
Job Type Jab Style Cash Sales 47
Parts_Cnly s’ : Additional Billing Address Details
[uote .ShEE Current T azk _ Tracking Code _ Job Scheduling
Mot Printed = ra e E Required Date Requested Time of Day
Site: Name 18112/208 = Job Tazks
E stimated Duration Job Booking Status
Settings | Scheduling | Owerides | Financial 0 Minutes - JobBasking
Credit Terms Purchase Order Planned Start Date
Pre Paid -
Planned End Date
Tax Group Sales Perzon
= = Job Values
G5T Fe & : -
Project TeE T Inwoice Style | From Actual Entnes | =

'S|E| FelE] Quete Expirg [17/01/2019 |+ [ Quote Opt & Quate Convert

Service Job Quote Options

Mobility Team or Employes Mame Invoice Currency [ & CQuote Changes Check

Employes x Cal Ordered ¥ alues Invoicel Convert Quote I

If lost, select Quotation is Lost and select a reason from drop down
If won select Convert to Order

Status will then change from “Quote” to “Open”

Add Customer Purchase Order number (if required)

*** Note If the Order opens as On Hold then the likely cause is the order
customer has breached your credit control settings.

15
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Job Order Deposits

Under Jobs > Job Orders

Select Job and open detail TAB

Click Order Deposit TAB

Click Create Deposit
L]

= Job History Notes | 5K Job Quote Options | Job Hazards | F3# Job Tasks | [ Job Order Resources | Job Capabilities | (] Job Values | | Job Invoices | 73 Job Retentions

7 thinkwater.

BEYOND IRRIGATION

Job Calendar | .7 Call Centre | & Lo

List | Detail | Lines

Order No Order Date Status Customer
18122018 |+ [Open = Cash Sales o]
Description Additional Order Address Details
Billing Customer
Job Type Jab Style Cash Sales ['s]
Parts_Drly [#] Addiionzl Biling Address Detalk
Job Shest Cunent Task Tracking Cods T St
Mot Prirted = el BE= Required Date Requested Time of Day
Site Mame 1812/2018 (= Job Tasks
Estimated Duration Job Booking Status
Settings | Scheduling | Ovenides | Financial 30| Minutes - Job Booking
Credit Tesmns Purchase Order Planned Start Date
Pre Paid ['s]
Flanhed End Date
Tax Group Sales Person Job Val
GaT o] o] EOVE L - () Create Order Deposit X
e Job Category Inwaice Stule | From Actual Entries |+
[=[E] B Mettalus Cirder Mumber Billing Customer
m Invaice Currency [s] Invoice Rate 1
Mobily Team or Employee. Name el Dt Payer Name
18412/2018
Employee o & Ordered Values  InvoicedVaies  TaBe Inveiced =
Elapsed Days Before Reg Date| 072 | [ Urgent Order Natt FT o 3000 lEaEymanl Method = Payer Bank Name
[ Fixed Req Time Assign Style | Standard Job - i
" $10.00 $0.00 $0.00) Bt ethon Payer Branch Name
Style: Mame B .
Total 11000 $0.00 $0.00 Directly to Account =
Order Discount Account for Papment Payment ¥alues
Deposit || Edit Deposit Ty 8] Order Amaunt
Unapplied Auto Apply Deposit FEmEl REEEE: I DR $55.00 I
Instuctions Remanning Balance i
Job 5
Irnice Eancel
D
Select Payment Method from drop down
Enter Deposit Amount
Click Accept
sk . . . . .
Note if customer deposits are processed via Job Deposits screen this
will not be included in POS End of Day Balance
16
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Assignment Board

Under Requirements > Assignment Board.

Assignment

Board

Select Profile hod

Pleasze zelect a Prafile Mame

Cancel

Click OK
From Right Menu you can drag and drop Tasks to the appropriate employee

Once you do this is will clear out from “Unassigned List”

On drop it will default hours based on Labour Code Order Qty in the Job Order

() Assignment Board [All Bookings] Last Refresh: 18/12/2018 5:08:31 PM

i Days Back 7 % DaysForward 30 3 [* Refresh |[T Auto Refresh|[= Switch Profile : 2% Resources~ = View~ Display Mode Resource + i & Customers g Employees 5] Job Orders | ] New Job _/CaHCentreH

i L Publish ~ 5] Daily| ] Weekly EE Monthly  ([#1 Update Orders () Work Times 57| Work Days i ¢ Highlight By~ [ Display Actuals [ Legend § Check for Wamings Y Filter By... >
[Tuesday, 18 December 2018
5:00am 7:00am 8:00am 9:00am 10:00am 11:00am 12:00pm 1:00pm 2:00pm 3:00pm 4:00pm 5:00pm

10:30am & Job: 3-Service (Cash Seles) I

[Employee]
Sales
Dept: Retal

17
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Job Issues

Freeway Processes

4:287 wil - 4:289 wll (-

4:259 wil = (-
Registered To: Think Water Search = E

+ Job Lookup

( ) . ™) Start Date: 7 Jan 2019 (Today)

Select an Inventory Count for New Sheet Job: 465-Repair

I [Customer] Kirsty Peltz
q |nventory Count Lookup [Time] 8:00 [Req Date] 3 Jan 2019
- [Address] 447 Eltham Rd,2nd (brick) house from th

New Internal Data Sheat [Asset] Davey 095D1-2 : Davey 095D1-2

Solutions Start Date: 8 Jan 2019 (Tomorrow)
q Internal Data Sheet .
- - Job: 447-Service
[Customer] BHCF Pty Ltd Broken Head Coastal Foundat
r—— [Time] 8:00 [Req Date] 31 Dec 2018

[Address] Broken Head Road,BYRON BAY,BYRONS

[Asset] WTP STP Maintena
Start Date: 9@ Jan 2019 (Next Wednesday)
Job: 181-Job
lants

i H [Customer] Brunswic
EXIstlng “ [Time] 8:00 [Req Da
J

[Address] 35 Baysid:

e Y Start Date: 10 Jan 2019 (Next Thursday)

Joh: 181-Job

0 [Customer] Brunswick Wholesale Plants
[Time] 8:30 [Req Date] 20 Nov 2018
[Address] 35 Bayside Way, BRUNSWICK HEADS, BR

NOtify Start Date: 11 Jan 2018 (Next Friday)
\ / \ J Job: 447-Service
[Customer] BHCF Pty Ltd Broken Head Coastal Found
- ~ - [Time] 8:00 [Req Date] 31 Dec 2018

~
[Address] Broken Head Road,BYRON BAY,BYRON B.
I| [Asset] WTP STP Maintena

Inquiry Scan On

. J . s

PoweredByQstenda Ergeway ©

To start new Job Data Sheet, from the home page; select New
Select Job Lookup from the list

You will then be presented with the list of Jobs that have been assigned to you.
Scroll through the list and select the relevant job, or alternatively search by details that you

know (i.e. Job Number, Customer Name etc.). Ensure you hit the - button to activate the
search.
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4:289 all = . 4:309 all 7 .

Templates Update Job

a Job Picking Job: 465-Repair

m Kirsty Peltz >

Update Job Order Take Five
@ Take Five Safety Check >
Upload Images Completion
C] Complete Data Sheet >
Return
Return to Main screen > Information

If YES to all, Do the task safely. If the
task changes or new hazards are

introduced, complete a new Take Five

OK

Select Update Job Order

Your datasheet will now be generated. Complete the list by going into each module
chronologically. The first module is information only about the Customer & Job.

Take Five is a prestart checklist and MUST be completed before the rest of the datasheet will
appear. Once the prestart checklist has been completed you will receive a pop up message.
You will then need to hit the back button and move onto the next module.

Once the prestart checklist has been completed you can move onto to the rest of the job.
Complete each module.

Review planned lines and see what materials and charges need to be added to the job.
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4:309

Address !ap !

Images
Pre Photo x1 Post Photo x2

Photos

Sketch

Times

Employee Times

Planned Lines

Planned Lines

ol T - 8:57 7 ol =

Planned Lines

465 [Repair]

SERVICE TECH GENERAL [Hours] 1.00

> Labour Service Technician

MOBILISATION - ZONE 1 GENERAL [$] 1.00

Mobilisation - Zone 1 General

Materials & Charges

Materials

Internal Notes
Internal Notes
Customer Notes
Customer Notes
Tracking Code

@ Job Status

Completion

D Complete Data Sheet

Return

Return to Main screen

@ thinkwater.

BEYOND IRRIGATION

4:309 all = -

Materials & Charges

Search u n

Charges

*
Q *++ Please Fill in Heading Details**** [Unit] Each
001
Gum Boots [Unit] Each
004SW-EP1
Singlet Bag ( Bio De-gradable ) [Unit] Each
02565852
Gumboots Size 13 [Unit] Each

10-SBMA1BDO

Saber 105 Piece Metric Dril Set [Unit] Each

4932356504

20mm x 250mm 4 Cut SDS Plus Masonary Drill [Unit]
7007741

Adhesive Notes 76 x 76 [Unit] Each

7008212

Sidewinder Correction Tape (5mm x 8m Whiteout) [Un...
7010727

Rexel Stapler Full Strip [Unit] Each

7012464

24 X 66 Bantex Clear Sticky Tape [Unit] Each
7012598

Velcro Hook And loop Dots (22mm) [Unit] Each
7012869

32 Fold Back Clips - Box [Unit] Each
ACCOMMODATION
Accomodation and Meals [Unit] $
AM12GS

Registration Pink Slip [Unit] Each

- avaan~n

Click on Materials & Charges and you will be presented with a list of items and descriptors
from Ostendo, as per settings, these may be restricted and not all items / descriptors will

appear.

You will need to complete any modules with the red x next to them as these are marked as

mandatory ®

Once finished, select Complete Data Sheet.

A message will pop up are you sure you want to complete and then click OK

***Note based on your internet connection this will send straight in
Ostendo, if you do not have internet connection you will need to click

Update on Home Screen and Login with Standard Sync
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Ostendo Job Issue process

This is a good option for large jobs where items need to be grouped together and picked
ready to be issued to a job.

Under Jobs > Job Orders

Select order from list

Select Lines tab

Click Issues from Batch Entry line

Issues

There are two options: enter individual items directly (Option 1) or Prefill Issues based on
Planned Lines (Option 2)

Option 1 — Manually Add

Click Add (F5)

Enter Date

Enter Line Type

Select Code

Change Unit of Measure if required

Enter Qty

Enter Supplier (Optional)

Enter Supplier Order Number (Optional)

Change Warehouse and Location (if required)

Enter Required Variants (if required) (Serial No, Expiry Date, Batch No, Rev No, Size, Colour
and Grade)

Enter Notes (if required)

Click Update Job with the Issues Above

Option 2 - Prefill

Click Prefill Issues
Select Filter for pre filling lines, filters provided below

@ Prefill Job Issues h LX)
Order Mo D ezcription
&) Prefill with planned usage for all lines Task Mame

1 Prefill with planned usage for all lines linked to a single task
iy Prefill all lines with zera

1 Prefill planned uzage for all lines including purchaszed lines

[rate to be uged for lines  |19/03/2011 -

Create ]| Cancel
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Click Create

Check to “Override Default Warehouse/Location” enter Warehouse and Location (if
required)

Modify Date (if required)

Modify Qty issued

Adjust Purchase Receipt Cost (if required)

Click Update Job with the Issues Above

Timesheets

Timesheets from Freeway will be created as pending awaiting approval and post to Jobs.
This will create records based on the “Employee Mobility Settings”.

Under Labour > Timesheets

Select Timesheet record and open to the Lines TAB

() Timesheets

ﬁ Employees | g Labour Codes | Cost Centres | 537 Rate Scales | @ Job Orders | ¢ Assembly Orders | ¥ Customise

List | Detail [ Lines

Timesheet Batch Mo 188 [InProgress]

Entries By Reference

| Tupe | Reference | Riate Scale | Start Time |End Time | Hours | Task ar Step | Labou Code | Charge Stle |

| ETPEE Y
»

200 PM

LAB-SERVICE

Review Timesheet Entries, at this stage you can adjust prior to posting to Job or even
manually Add (F5) another timesheet line.

Once Complete, select Detail TAB

Click Post all Timesheet Entries

(1) Timesheets
ﬁl Employees | @ Labour Codes | Cost Centres | 2% Rate Scales | @ lob Orders | % Assernbly Orders | [+ Customise
Ligt | Detail | Lines
Timesheet Batch Ho  Status . -
Posting Stle | All Lines are Costed -
Batch Updating
Reference )
— Batch Creation Date Taotal Hours for Batch
D aily Timesl |
Batch Settings
E ntries by Aaron Milne e
Usge Start and End Times to calculate Hours
Payroll Information
Pozting Status [Date Posted
I Paszt all Timeshest Entries I
Motes
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Job Invoices

From Actual Entries

Under Jobs > Job Orders

Select Order from list

Click Invoices

Click Create Pending Invoice

Click Display Invoice Screen to review Invoice
Click Print

***Note once you deselect Preview the Invoice cannot be deleted only
credited

Invoicing a Job containing Task Bills

Once the job has been actioned and related timesheets have been approved if the job
includes task bills then a task completion will need to be done for the task bill component to
be able to invoice.

Open the lines screen of the Job
Select the task bill line

Select Task Completions

Click Add (F5)

Update the Qty of Task bills completed, Save (F6).

Line Info
Job Line | Line Source | Line Properties | T ask Completions | otual |zsues | T azk Bill Contents
Line Mo: 10
| [ ate [ty harge Style | MHaon-Charge Code | |2zue Source | |2zLE
Ll 30142019 1 Chargeable b anual

From Schedule

Select Jobs > Job Orders
Select Order from list

Click Invoices

Click Add (F5)

Modify “Plan Date” (if required)
Modify “Plan %” (if required)
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Enter Descriptor Code
Select Invoice Cost Style
e Planned — “Plan %” of Planned Costs for job
e Actual — “Plan %” of Actual Cost issued to Job
e Fixed — Need to enter figure into “Fixed Value Cost” it will then use this value
e Fixed Plan Percent — Need to enter figure into “Fixed Value Cost” it will then use this
% of Planned cost on job
e Fixed Act Percent - Need to enter figure into “Fixed Value Cost” it will then use this %
of Actual costs on job
Select Accounting Style
e Income Recognised
e Income Deferred
Click Save (F6)
Click Display Invoice Screen to review Invoice
Click Print

*** Note once you deselect Preview the Invoice cannot be deleted, you can
only credit invoice

No Invoice — Warranty

When you select Job Order Type “WKS_Warranty” or “SEV_Warranty” it will default to
Invoice Style = No Invoice and Cost Centres set to Warranty where any cost issued to job will
be directly post to the Profit & Loss WARRANTY accounts.

(1) Job Orders

Job Hazards | FZf Job Tasks | @ Job Order Resources | Job Capabilities | @ Job Values | Job Invoices | é Job Retentions

List | Detail | Lines
Order No Order D ate Status Customer
1701249 = | Open - Cash Sales 8]
Drescription Additional Order Address Details
Billing Customer
Job Type Job Shyle Cash Sales =
WS _warranty s : Additional Billng Address Details
Job bhfaet LCurrent [ ask _ Tracking Code _ Job Scheduling
Mot Printed (= & S IE | Fequired D ate Requested Time of Diay
Cite Name 17/01/2019 |+ Job Tasks
E stimated Diwration Job Booking Status
Settings | Scheduling | Overides | Financial Job Booking
Credit Temns Purchase Order Planned Start D ate
Fre Paid 4 Planed End Dat
Tax Group Sales Person ;nnea qu e
G5T £ 4 _ .
[Emm— Uit Citzmmny Irvoice Style | Mo Invoice -
&= PelE Mett ' alue
service RN e | [ Cost Centre [WARRANTY 1| Labour C/C  [paRRANT
Mobility Team or Employee Mame Create an ltem E

If this job does require invoice you can change Invoice Style.
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Job Closing

This is an important process. The date of posting any Work In Progress remaining is
determined by the date of the last Actual Issue.

Under Jobs > Job Closing

Review Allow Close, near end of displayed fields

If ticked this means the Job Order has no outstanding charges to be invoiced AND the
‘Outstanding Purchases’ field is zero. This field must be ‘checked’ before the Order can be
closed. If you wish to override the system evaluation, then you can ‘check’ or ‘uncheck’ this
field as required

Check box for the Jobs to close in Selected from list

Click Close Selected Job Orders

Job Review

At any point during a job you can review the costs associated with a job using the Job
Costing Report. This report can be found using the Report button to the right of the job
screen.

Displayed in this report will be:

e A summary of the jobs details

e Aggregated costing comparisons between planned and actual
e Alisting of all related job invoices

e A Task and Line break down of costs

25
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Projects

7

{

This screen allows you to consolidate and review job statistics you have linked via the Job

Orders Screen.

Under Jobs > Projects

()
! Project Budgets E Praoject Properties J Project Documents | |md| Project Images | 5 Project History Notes gl Job Orders
List | Detai
Project Name Statuz Project for (+ Company (" Customer
SAMPLEPROJECT Open A =
— Cornpary &
Description
Internal Project linking Job Orders Additional Address & Contact Details
Froject Type Project Leader Budget. Planned & Invoiced
Standard 42| |Bob Drum 8 Project Budget  Order Planned  Invoiced To Date
Farent Project Income $2.000.00
3 Costs $1.400.00
Project Dates t argin %
Start Date End Date Project Values
Project Budgeted 111/2006 = | (1/05/2008 - Order Planned  Projectsd [Est]  Variance %
Dates From Jobs |hcome
WIP Value Costz
Current " aork in Progress ¥ aluation targin %
Task Information
Linked Job Orders | Linked Direct Invoices | Site Information | Project Motes | Project Progress
Order Mo Statug Description Cugtorner Job Yalue
»|JOE 400001 InProgress Repair of a PC [replace Harddizk) Cash Sale Customer $176.00
JaB40000z2 InProgress Caomputer Metwark, Setup Seven Wonders Lid $1.53277

To link Jobs to a project Under Jobs screen select from the project field shown below.

() lob Orders

[B Job Quote Options | Job Hazards | 27 Job Tasks ﬁJabOrderResaurces Job Capabilities | |l Job Values | & Job Ir

Ligt [ Detail | Lines
Order No Order Date Statuz Customer
121002017 = | | Closed - Jim Giold & Co Ltd '
Dezcription Additianal Order Address Details
AilCanService Billing Customer
Job Type Job Style Jim Gold & Co Ltd s
Recuring # : Additional Biling Address Detailz
Job Shfaet Current Tazk ~ Tracking Code ~ Job Scheduling
Mot Printed = @ EE| Required Drate Requested Time of Day
Site Mame  |Compary [ 8 01042017 I Job Tasks
E ztimated Duration Job Booking Status
Settings | Dimg | Scheduling | Overides | Financial 0} | Minutes - Job Booking
Credit Terms Purchagze Order Planned Start D ate
20tk of Month s i dErdD
Tax Group Sales Perzon J a;r:j I naLate
TAXABLE s 2 on vaues .
Project lab Category Invoice Style | From Actual Entries | =
[EAMPLEFROJECT 1 5 PRlE| Mett Value
Carvice R Irwoice Currency re Invoice R ate 1

Tracking | Readings
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SERVICE

Service Confirmations

Service Jobs can be generated automatically using the Service Orders Required Function
and will follow 1 of 2 processes depending on whether the client requires formal confirmation
of the upcoming service.

For clients not requiring a reminder, the process can begin from “No Formal Confirmation
Required”

Services

Generating Confirmation Reminders | Confirmations

o> ) . )
Under Service >Service Confirmations Overdue Confimations: 0

Identify how far forward you would like Ostendo to look using Display Confirmations due by:
Date

Clients requiring confirmations for upcoming Service events will be displayed below.
Select the reminders you wish to Generate, using the Select Checkbox

Generate, this will create reminders dependent upon Reminder Style

Confirmation Received

Under Service >Service Confirmations

Identify how far forward you would like Ostendo to look using Display Confirmations due by:
Date

Clients requiring confirmations for upcoming Service events will be displayed below.

Highlight the reminder you wish to update as client confirmed, the checkbox “reminder sent”
checkbox will be marked for any orders that reminders have been delivered for.

Select Details tab
Set Confirmation Status to Confirmed

At this point continue with the process outlined when No formal confirmation was required.

No Formal Confirmation Required

Services Orders
This process will allow you to generate jobs for upcoming services. Req Uired

Under Service > Service Orders Required Overdue Service Reauirements: 28

Filter based on the date entered at the top of the screen, extend out if expected service is not
shown.
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Filtering Options
Dizplay confirmations due by |26209/20182 -

Select the service dates to generate orders for, this can be done individually using the Select
checkbox on the leftmost column, or using the Select All button at bottom.

If an order requires confirmation and has not been confirmed it can be excluded using the
checkbox. Exclude Services “not confirmed”.

Click Generate
Select Create Single Individual Job Orders per Service Requirement
Click OK

The selected Service Orders will now have been converted into new Service Jobs and
removed from the Service orders required list.

Having generated your upcoming service jobs in previous steps these will now appear in the
Job Orders menu (Select Job Orders, Jobs Workflow) with a job type of SEV_Known. At this
point the detalils relating to the upcoming service can be added.

Updating and Assigning the Job

Under Jobs > Job Orders
Click the Service Job you wish to add details for, select the Details Tab, near top of screen

Some common lines such as Service Tech labour charge are prefilled and will need the fields
updated

Having filled out the service jobs details the job sheet can be printed or emailed using the
print button on the right hand menu

Now that the service job is fully up to date it can be assigned to the relevant personnel for
completion using the assignment board.

Under Requirements>Assignment Board

Assignment

Select profile All Bookings, click OK

Board

In the unassigned Jobs list to the right will be each of the tasks
required for completing the maintenance job. This can be
searched using the search field near the middle of the screen.

Click & Drag each task onto the corresponding time slot for the employee you wish to
complete the task
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Invoicing

Having completed the job and reviewed any timesheets, the labour consumed in completion
will be captured and the Job will be ready for invoicing.

Navigate to the Job that’s ready for invoicing

Under Jobs >Job Orders

Select the job, click the Details TAB

In the middle of the details screen ensure that From Actual Entries is the invoice style

Click Invoices, from the right hand menu

Job 5
Required Date Requested Time of Day i) Related
9/09/2018 - Job Tasks =] Reparts
Estimated Duration Job Booking Status () Job Invoices ] ®
0] Minutes - Job Booking . 5 Print
Planned Start Date: : oy Customers | % Jab Qrders | 2 Job Pending Invoices | 7 Job Retentions | = Customise
PFlanned End Date List || Retention [invaices ]
Job V: Actual Invaice History [Order Mo: REC400038) Close
Irvvaice Btyle | From Actual Entiies | TotalJobYale ToBelrvoiced  Non Charge Appraved Non Charge
Mett Value $227.27 $227.27| 0,00 $0.00)
' Gave
Invoice Cuency 4 Invoice Rate 1 S chedul
[oaie]. - @ el
pygice Creation Deletion & Crediting
Ordered Values  lrwoiced Walues  ToBe lnvoiced Create Pending |nvoice Delete the Gelected Invoice Display Inyoice Sereen

Click Create Pending Invoice. From the invoices screen the value to be invoiced will be
displayed.

Click Print, select preview and show on screen to check the Invoice created is as intended

When reviewed and correct click Print and uncheck Preview, this posts the invoice and can
be printed or emailed to the customer

SALES

Batch Invoicing
Under Sales > Batch Invoicing

This screen is primarily for review purposes only as all invoices should be processed via Job
Invoice and POS. This will have all invoices processed and only show outstanding invoices,
by default Fully Paid Invoices are hidden.

Customer Payments

If you are using Xero or QBO it is recommended payments are processed from Bank Feeds
in the respective accounting system.

If you need to use Customer Payment see process below.

Under Sales > Customer Payments
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Click Add (F5)

Enter payment date

Enter Customer Name

Select Payment Style
Received Payment
Match Credits to Invoices
Use Customer Deposit

***Note for Received Payment the record is created and maintained here.
For Match Credit to Invoices the Credit will have already been created
using the ‘Batch Invoicing’ screen. You can select the specific Credit from
the drop-down list in the next field. For Use Customer Deposit the Deposit
will have already been created using the Customer Deposit screen. You
can select the specific Deposit from the drop-down list in the next field.

Select Banking Method

Select Payment Method

Select Account for Payment

Update Received Amount

Click Save (F6)

Click Apply to Invoices TAB

Select Invoice(s) to apply payment against
Click Update Selected Invoices

Customer Deposits
Under Sales > Customer Deposits

No transactions will need to be processed in this screen this is for review only, refer to Job
Deposits to create deposits. These will also auto apply when Job Invoices when they are
“Printed”.

CREDITS

From time to time you will be required to generate a refund or Adjustment Note for
customers. The below processes provide guidance on best practice for generating
Adjustment Notes in Ostendo. It is recommended that you have a REFUND Descriptor Code
setup in Ostendo which should be mapped to the appropriate BANK Cost Centre and GL
account for your business. If you are unsure on which Credit process to use in a particular
situation, please contact your internal Ostendo champion to confirm prior to proceeding.
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To create a Credit and refund in Point of Sale is the same process as a Sale but with a

negative item or descriptor quantity.
Open the POS screen

Enter Sales Person and select Billing Customer

Select the Item/ Descriptor for which the Credit and Refund is required

***Note If you are processing a Customer Refund with no Item return
create a POS Sale using the REFUND Descriptor Code. The Quantity
should be positive and the Unit Price should be negative

Edit Line (F9)

Update the Invoice Qty to the number of items being returned — for a stock return this will be
negative quantity and for a financial REFUND the quantity will be positive

Add any Notes required and Save (F6)

Click Edit Line (F9) to return to the main screen and repeat for any additional Items

() Paint of Sale (Head Office) - [o 5]
i Linked Images Irvoice Informabon (S hEtF10) Invoice Total:
Eiling Customer Sales Mode Station |D
Cash Sale Bl retai - alt-Quote | $0. 00
Berah Delwery Mode [alt.Ore fesay
Sale Date ahue Exchuding Tax $0.00
Inshuctiang alt-sign o | @lt=operator | |alt-no sale |F1 2w
Edit Line Detad [F3)
Line No - Line Type Code Unit Oinginal Oty Irveoice Dby . BAD Oty Irvw ToDate Gty | (cu] 1 TR |
Unit Price Dezcription Discount % Discount Amt s Anglysis Group | [Cirk2) Frice Inquiny |
$46.20 19mm 374" Nut and Tail 1] $0.0000 GST [ # 4
Mett Amount  TaxAmount Total Amount Medt dmount T Amount Total Amiount | [Carl-3] Customer Statstics |
Order Totals $0.00 $0.00 $000/  Invoice Totals 442000 44200 445200
Delvery Mods Owearide Waiehouse Code | [Cirk-7) POS Hiskony |
- el
Unit Cost Maikup % Matgin % Urat Prrofit Estended Cost [Estended Profit
Mobes I
(15/001/2019 $:55:42 PM - SALES] Stock retuned - incomect ibem| [ElE
F 3 lookup | Fqeustomer || EgGadd | 7 cancel | F g detete | FQednine || EqQhotd || F1qlock

Once all Items being returned and refunded have been entered process the payment as per

a normal POS Sale (F12) Pay.

The POS Sale and Payment will generate the necessary Stock and Financial transactions.
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Job Order “From Actual Entries” Invoice Credits

This method is used for creating credits on Job Orders where the Invoice Style is ‘From
Actual Entries’ for example Parts Sales. There are two types of Credits which can be created

Full Financial Credit - no Stock return
Stock Return Credit

Ligt [ Detail | Lines

Order Ho Order Date Status Cuztomer
021122018 * | InProgresz =
D e=cription | Additional Order Address Details |
|| | Billing Customer
_ | Additional Billng Address Details |
Julj'u Sheet Current Task . Tracking Code . Job Scheduling
Printed - & relE Required D ate Requested Time af Day
Site Name 02A1/2018 - Job Tazks
Eztimated Curation Job Booking Status
Settingz | Scheduling | Owernides | Financial 20! | Minutes = Job Booking
Credit Terms Purchaze Order Planmed Start Date
Mett 7 Days s a Bl
T ax Group Sales Persan Annee NS LS
01 0 £
GST 4 |Eddie Bradfield e !
Project Job Category
A A Mett Value

- — .
Cervice [mvoice Currency . Invoice Rate 1

Select the Job Order required from the Job Order List screen. Go to the Detail Tab

***Note if Job Order does not appear in list it may already be Closed. To
process a credit on a Job where the Status is ‘Closed’ you will need to
reset the Status to In Progress. Once Credit has been processed update
the Status to Closed

Full Financial Credit

, _ _ —
On the right hand menu click on the Invoices button

screen

to open the Job Invoices

From the list displayed select the Invoice you wish to credit
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0 Job Invoices [T
i g Customers | %] Job Orders | %] Job Pending Invoices | 73 Job Retentions | [7 Customise
Achual Invoice History [Order No: 411] Cloze
TotalJobVaee ToBelnvoiced  Mon Charge Approved Mon Charge
$1.023.05 $0.00 $0.00 $0.00
s
Schedule @ Cocel
Invoice Crestion. Delstion & Crediin £
Create Pending Invaice I General a Credi for the Selected Invaice ' Display Irwveice Soreen
Tieoice No_|Pint Status Actudl Date | Fined Cost v Actual Nell Value | Retention! % | Retention] Dale | Retertion2 % | Relention2 Dale_| Reteriion Value, ) Retsed
$1,023.05 ] | Reports
5} Fint

Click on the button Generate a Credit for the Selected Invoice — this will create an
Adjustment Note for the entire Invoice amount with a Print Status of Not Printed i.e. it is still
at Planned status.

Print the Adjustment Note created

The Credit generated will then need to be applied to the appropriate Invoice
Under Sale > Customer Payments

Click Add (F5)

Select the Customer for whom the Adjustment Note was generated

Select the Payment Style = Match Credits to Invoices

From the Credit No field select the appropriate credit

***Note: If no Credits are displayed check the Batch Invoicing screen to
ensure that the Status is ‘Printed’ as a ‘Planned’ credit will not appear in
the Customer Payments screen.

The applicable journals will then go to your accounting software in the next batch
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Stock Return Credit
To return Items to Inventory and generate an Adjustment Note for the Customer Open the

Job Lines screen

List | Dsti Lines I

Order No: 5] Customer: [

EBatch Entry Lists 5 ltems (o) Descriptors [ Kitsets I:IS Templates ([l Catalogue ltems Issues

|Seq |Task ‘LII’]E NDlLIﬂE Type |Cude |Urderly |Aclua|Dly |Un|l Cost |Aclua| Cost |Uml |Un|l Price |Uml|ncl Price |Descnpt\un |D|sc°/=
e o = 7 ch Dust Cap Type DC

Jtem Code AL

m [
Markup % N %] Alter Markups

<l
Order Values = Nett NN Cost Margin % I
Line Info ¢ Stock (2 / Avail 2/ Free 2 Each )

‘Actual |ssues | arranty ‘ Order History

Job Line ‘ Line Source | Line Propertie
Line No: 10

_! [Drate |Uty \ Charge Style \ Mon-Charge Code |Warshuuse \ Location |Issue Source \ lssue Mo \ |ssue Description | Recorded Motes |
b 23102018 | 3 Chargeable | |Main Primary |PO Receipt 274 180 tilloy Camlock Dust Cap Type OC |

In the Job Line Actual Issues tab enter the Item being returned as a negative quantity —
repeat for all Job Line Items being returned to Stock

Job Line | Line Source | Line Properties | Actual lssues | Warranty ‘ Order Histary

Line Ho: 10
| Date | oty | Charge Styl= | Mon-Charge Code
3| Chargeable

|Issue Mo |Issue Description |Hecorded Mates

|W’arehouse | Location | |s3ue Source
80 Alloy Camlock Dust Cap Type DC

PO Receipt

[LET Primary Manual

1 15/01/2019 -1|Chargeatble

You will note on the Detail tab that this has created a negative amount in To Be Invoiced

Ordered %aluez  Invoiced Walues  ToBe Invoiced

Mett | $180.36) | $180.36 $60.12]
Tar $18.04] | $18.04 $6.01)
Total $196.40/ | $156.40/ $66.13]

.
g to open the Job Invoices

Select the Create Pending Invoice button to generate the Adjustment Note

TRTRTTTRTRTRT AN

Job Invoices

On the right hand menu click on the Invoices button

1)
d Customers | [% Job Orders | 24 Job Pending Invoices | % Job Retentions | [ Customise

List | Retention | Inwvaices

Actual lrvoice History (Order Mo; 246)

Total JobValue  To Belnvoiced Mon Charge ALpproved Mon Charge

| $180.35 | 46012 | $0.00]
Schedule

|nvoice Creation, Deletion & Crediting
Create Pending Invoice | Generate a Credit for the Selected nvoice | | Digplay Invoice Screen |
|Fletenti0n1 [ ate |F|etenti0n2 4 |Fletenti0n2 Date |F|etent

| Invoice No | Print Statuz |.t'3.ctua| Date | Fixed Cost \z'| Aictual Mett Value | Retention] %
Printed 29/11/218 $180.36
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Print the Adjustment Note created

@ thinkwater.

BEYOND IRRIGATION

The Credit generated will then need to be applied to the appropriate Invoice

Under Sales > Customer Payments

Click Add (F5)

Select the Customer for whom the Adjustment Note was generated

Select the Payment Style Match Credits to Invoices

From the Credit No field select the appropriate credit

&' Customer Payments

= | iy Customers

| List| Detail |.-i'-.|:||:||_l,l ko |n'-.ﬂ:uiu:es|

Payment No Payment [ ate

16/05/2014

Customer

Best Prices Trading Ihc

Status
[ |Feceived

Payment Style Credit Mo

Match Credits to Irvvai+| 500050

b3

&

***Note: If no Credits are displayed check the Batch Invoicing screen to
ensure that the Status is ‘Printed’ as a ‘Planned’ credit will not appear in
the Customer Payments screen.

The applicable journals will then go to your accounting software in the next batch

Job Order Progress Invoice Return & Credit of Actual Parts

Under Jobs > Job Order

Go to the Lines TAB

Select the Job Line for which credit is required

List | Detail [Lines

Order Moz 402 [InProgress] Custarner.Plateau Plumbing Py Ltd Close
Batch Entry Lists & ltems [ Descriptors [ Kitsets |3 Templates  ({J Catalogue ltems ] Issues e
Seq | Task Line No| Line Type Code Oider Gty |Actual Oty | UnitCost | ActuslCost | Unit | Unit Frice: Unit Indl Frige: | Description Disc % | Cost Matkup %| Sales Margin %| Line Nett | Line Tax
10/Job 10Item Code 435 1 1 $57.00 $57.00 Each $35.00 $104.50 Relay Pump Start Weather Proof 2 2083 B6.67 40 $85.00 $8.50 el 5w
10/Job 30 Item Code HYFOZ0L 1 1 43591 $35.77 | Bottle $59.85 $65.83 Sodium Hypochlorte 201 036 E6.67 40 45385 593 | [ 9 Cancel |
M i0ldes 40ltem Code 102.2685 1 1 $41.95 $37.76 Each $69.92 $76.91  Toro Transformer (2400 - 24V]) 1668 EE.E7. 40 ¢6882 65| 9 honre
10Jeb 50/ ltem Code 45MHPZ 1 1| 5T $544.77 Each $307.95 $398.75 Sterner 45MHP2 Adiustable Perista. 302 BE.E7 40 $307.95  $30.80
101den 60/ Item Code F25C 1 1| 16430 $164.80 Each $27467 $302.13|Keleo F25-C Flow Switch SPOT 20.. 039 6E.67 20| szraer $27.47)| [ G Related |
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BEYOND IRRIGATION
At the bottom of the Line screen go to the Actual Issues TAB

Manually Add (F5) negative issues for components being returned in Actual Issues TAB for
that Line

Line Info g Stock (5 / Awvail 6 / Free 5 Each

i i i ies | Actual lssues i

Line Mo: 40

| Non-Charge Code | tWarehause | Lacation |1ssue Source | Issue Na | Issue Description Fecorded Motes
— = el L ==

Tora Transformer (2400 - 24Y)

Date | Oty | Charge Styls
1| Chargeable

-1 Chargeable Main PFrimary Manual Stock Return

Open Job Invoices
Click Add (F5)

Use Progress Claim in Code field (do not enter amount yet)

Customers | [5]| Job Orders | 2 Job Pending Invoices | 53 Job Retentions | [ Customise

i i Invaices

Percentage Invoice Schedule [Order Mo: 44]

Total JobWalue  Un-Scheduled Job % alue
| 3499004 | $0.00)

Scheduls i i i iriti i
@

. - - — Cancel
Invaoice Creation, Deletion & Crediting

- - ; : . Delet
| Create Pending Invoice | | Delete the Selected |nvoice | | Dizplay Invoice Screen | st

Felated
Plan Date Flan Yalue | Code [ Ireaice Mo | Print Status E e
110401 /2019 R | PROGRESS Fleparts

Eﬁ] Frirt

Click Save (F6)

Go to Invoice Line TAB
Select Enter Multiple Descriptive Lines on the Invoice

Click Prefill Descriptive Lines from Job Lines
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Select Lines for Printing Only TAB

Edit Line to match actual parts returned — quantity should be negative for item return

Go Back to Schedule TAB and update Planned Value to match Line Total

Click Create Pending Invoice to generate the Adjustment Note
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BEYOND IRRIGATION
Click Print
The Credit generated will then need to be applied to the appropriate Invoice
Under Sales > Customer Payments
Click Add (F5)
Select the Customer for whom the Adjustment Note was generated
Select the Payment Style Match Credits to Invoices

From the Credit No field select the appropriate credit

&' Customer Payments

= | iy Customers
1 1

|E| Detail |.-i'-.|:||:||_l,l ko |n'-.ﬂ:uiu:es|

Payment No Payment [ ate Statusz
16/05/2014  |» | Feceived

Cusgtomer

Best Prices Trading Inc re]
Payrment 5tyle Credit Mo

tatch Credits to lnvoi| s |5|:":":|5|:| -4

***Note: If no Credits are displayed check the Batch Invoicing screen to
ensure that the Status is ‘Printed’ as a ‘Planned’ credit will not appear in
the Customer Payments screen.

The applicable journals will then go to your accounting software in the next batch
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PURCHASING

Inventory Replenishment

The Inventory Replenishment routine looks at an Items current stock level and assesses the
calculated Supply and Demand against the configured horizon. From this it makes a
recommendation of suggested orders required to maintain minimum stock levels at the end
of the horizon.

Replenishment will only address those items whose Default Supply Method is “Supply from

Stock”. “Source on Demand” items are ignored by the Replenishment routine and by default
are automatically added to the Create Required Orders screen.

This procedure addresses Single Level MRP only.

Step 1 - Preparation

In order to run Inventory Replenishment, you must configure the following:
Under Inventory > Items:

Default Supply Method — Item must be set to Supply from Stock

ReOrder Basis — Recommend Fixed Qty

Level — If the projected stock falls below this level then a Suggested Order is
triggered using the Re-Order Quantity or the actual demand quantity (whichever is
the greater) to bring the stock up to the Re-Order level

ReOrder (Qty) - The minimum guantity that will be generated by a Suggested Order
Qty Multiple - The Suggested Order quantity is rounded up to the nearest multiple of
this entry

Lead Time - The number of days between when the Item should be ordered and
when it is required

Primary Supplier — If not set, this will need to be manually entered into the
Requirements Screen before the Purchase Order can be created.

Item Code [t Inventory Information
Onhand Gty Supply Bty Demand Gty

Description 3523 G002 £934 Avvailability

' asher-tild Steel-Bmm FeOrder Basis Leswel [Clty] Relrder (Qty] Oty Multiple
Barcode Ctatus Fined Gty - 2000 100 a0
1331006500123 Active x Primary Supplier Lead Time
Settingz [ Manuf Info | Order Dimz | Budoget | Timesz Bruce Wilson e 3
Categony Sub Category Sourced .Ey

Fasteners H | washers & = Purchasing [

Fricing Group Tax Group Additiohal [nventary S ettings

ma 2_5 gl |21 | JFRE gl |=] Item Pricing & Costing
Analpsis Group Diefault Supply Method Sell Price  SP(inc Tax] Buy Price

b aterialz 4 3B 5upply from Stock - $0.08 $0.08 $0.04) | Pricing Costing
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To assist you in understanding the settings you need to apply, we recommend two reports:

Inventory>Inquiries — Days of Inventory
Under File>Customisation Configuration>User Defined Constants
Inventory>Inquiries — Item Lead Times

Both of these reports provide insight into daily usage of an item and the average daily usage
of an item.

Step 2 Replenishment Process
Under Requirements>Inventory Replenishment

The default settings are configured under Requirements>Settings> Requirements Rules.
(ADMIN users only access)

On opening the Inventory replenishment, you can either continue to review and accept the
results from a previous Replenishment or Create a New Inventory Replenishment as per
below.

(') Inventory Replenishment b4

Previous Replenishment Fun
Replenishment Last Run Date Status

Mew Replenishment Bun

et e (" Fined Period in Weeks

25

Weakly i (* Leadtime Days + Additional Weeks
Multi-Level Explosion [ Specific Site [ &
Canvert Transfers to Purchazes [
Exclusions
Exclude Sales Demand Exclude Purchase Supply O
Enclude Job Demand O Exclude Azzembly Supply
Enclude Azzembly Demand Exclude Planned” Order Statuz

Exclude ‘OnHald” Order Status

Forecasting

Exclude any Forecasts for ltems [

Forecast Stple | Sales - Histom Daps 02
Forecast From | History Generated |+ Hiztary Factar % 0
History Source  |Average Daps - Include Pricing Forecasts [
Expedite
Empedite Purchasze Orders O Expedite Azsembly Orders O
Item Selection Options

Fram Ta
Itern Code [ Vel Vel
Category e D
ABC Clazsification - -
Specific Supplier [ e

Cancel
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Review settings and click OK

***Note if you import items from overseas it would be normal to increase
the Horizon significantly and isolate the results to a specific Supplier.

Determine Nett Demand

The Replenishment Routine extracts all ‘Actual Demands’ from the following sources

e Sales Orders
e Assembly Orders
e Job Orders (This is the primary Demand source for Think Water members as POS

Sales take the stock immediately)

The Forecast Demands and the Actual Demands are then compared and a calculated
ongoing demand is generated from the greater of the Cumulative Forecast and the
Cumulative Actual Demand.

For Example:

Horizon Week1 Week2 Week3 Weekd4d Week5 Week6

Forecast Demand 10 10 10 10 10 10
Cumulative Forecast Demand 10 . 20 30 . 40 * 50 > 60

Actual Demand 15 3 14 2 - -
Cumulative Actual Demand 15 18 {32 34 34 34
Cumulative Demand 15 ] 12 8 10 10

***Note initially new sites will not have any history to generate a sales
forecast demand. In time this information will improve and after 12 months
you will be able to select “Same period LY” and add a history factor.

Determine Supply
The Replenishment Routine extracts all ‘Actual’ Supply quantities from the following sources

e Purchase Orders (This is the primary Supply Source for Think Water Member
businesses)
e Assembly Orders
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Creating Suggested Orders

The replenishment routine will now take the current stock level, Nett Demands and
Outstanding Supply orders and, starting the system date, go through the following process:

1. Add any overdue Supply Orders to the Current Stock Level and deduct any Nett
Demands equal or prior to the system day
2. Is the ‘expected’ Stock Level below the Item’s Re-Order Level?
a. No - Go to question 4
b. Yes - Determine the greater of (a) the quantity required to bring it up to the
Re-Order Level and (b) the Re-Order Quantity. Round this up in accordance
with the Item’s Order Multiple and create a Suggested Order

3. Add the Suggested Order Quantity to the Current Stock Level
4. Go to the next day / week
5. Has the Replenishment Horizon been reached for this Item?

a. No - Go to question 6

b. Yes - End the Replenishment calculation for this Item
6. Add any Supply Orders (Assembly Orders or Purchase orders) scheduled for this day
7. Deduct any ‘Nett Demands’ scheduled for this day.
8. Go back to the question 2

Step 3 Replenishment Results
I's now time to analyse the results and make any “gut feel / human decisions”.

The results of the Replenishment run are displayed showing all Items that have had
Suggested Orders created.

Fieplenishment Info

Replerishment Fiun Dals  Replsnishment Horizon
@ [ Include Zero Qs

List | Detail
| Select| Item Code | Description | OnHand /| Sowced By| Total Suggested Oty Total BupWalue | Total Supply Oty| Total Demand Oty Catagory | Sub Catagary | Supplier
S 50002010 | Cal 6 Network Cable - 1.2 Metres -4| Purchasing 2 0 g 7| Computer Dafodi| Computer Supplies Ltd
| O |50001mM0 | Standard 101 Keyboard 0| Purchasing 1 $25.00 0 1| Camputer Keyboards Hardware Campany

O |50001201 | PC Motherboard with 3.2 Ghz Processar 0/ Purchasing 15 $3.180.00 0 1| Computer Base Box Hardware Campany
| O (50009215 |CO-AW Read Wiite Diive 0/ Purchasing 15 $645.00 0 1| Computer Base Box Hardwars Campany
| O [50002011 |Cat6 Network Cable - 5 Metres 0/ Purchasing 1 $12.75 0 1| Computer Network Daffodil Computer Supplies Ltd
o O |5000-30m RaM 512 Mb 0|Purchasing 1 $70.00 0 1| Computer RaM Datfodil Computer Supplies Ltd
| O |5000-3004  |RaM 4096 Mo 0/ Purchasing 1 $152.00 0 1| Computer RAM Dafodi| Computer Supplies Ltd
| O |50004002  |Hard Disk 120 Gb 0/ Purchasing 3 $552.00 0 1| Computer Hard Disk. Hardware Campany

[ |5000-4003 | Hard Disk 250 Gb 0/ Purchasing [ $810.00 0 1| Computer Hard Disk Hardwars Campany
| O [71KGBAG | 70-1kgBag 0/ Purchasing 1 $1.20 0 1 B Jackson
| O [70-2506 BaG | 702505 Bag 0/ Purchasing 1 $0.80 0 1 B Jackson
| O |705006 BAG | 70500g Bag 0/ Purchasing 1 $1.00 0 1 B Jackson
| O |ssg10m Fabric 0/ Purchasing 1 $20.00 0 1 Bruce Wilsan

[ |AC8026_Al.. |Ai Conditioring Unit - Model 26 source: 0/ Purchasing 3 $3.765.00 0 1|Electrical Equipment Electrical Suppliss Inc
| O 50009251 [PC Motherboard with 3 6 Gha Procsssor 1|Purchasing 10 $3,540.00 0 1| Computer Base Box Hardwars Campany
| O [50004001 Herd Disk 80 Gb 1|Purchasing 15 $375.00 0 1| Computer Hard Disk Hardwars Campany
| O |50006003  |LCD 21 inch Monitar 2|Purchasing 2 $1.744.00 0 1| Camputer Maritors Dafodil Computer Supplies Ltd
| O |50006002 | LCD 19 inch Monitar 5| Purchasing 1 $423.00 0 1| Computer Maritors Dafodi| Computer Supplies Ltd

O |50005001  |LCD 17 inch Monitor 10|Purchasing 5 $1.120.00 0 1| Computer Maritors Dafodi| Computer Supplies Ltd
O [mm Paint 11| Purchasing 50 $1,250.00 0 0[Mise B Jackson

| #18,300.45000

As with all grids in Ostendo, you can sort, filter, sum, count, group etc.

You can drill-down on each Item in the Detail TAB (see below) to see the detailed results of
the run. This shows (by Day / week) all Demands, Supply Orders, and Suggested Orders
with a resulting stock balance at the end of the day / week. On this Detail view the quantity
displayed against the Suggested Order can be amended. The results of the change are
immediately reflected on all subsequent daily / weekly balances.
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List | Dvetail
Item Code [t Inventory Information
Onhand Oty Sourced By
Diszcrption
| Relrder Basic Level(Qty]  ReOrder (Oty) Order Mubtiple
Defaukt Supply Method Shatus :
Default Suppler Lead Time
Iberm Sourced for this Bun

Sourced By | Purchasing = Suppler B Jackson

& B0venide Suggested Oty [

J Progected Requirements |I Diders | Expedite

| Supphy | Demand
Date | Dpening | Purchase Assembly Sales  Job | Assembly Transfers  Forecast
JM/2013 | 1588 5185 0 0 97 0 0 104
7/M/2018 | 10036 0 0 0 0 0 0 0 0 1003 0 10038
14/01/2019 10036 0 0 0 0 0 0 0 0 1003 0 10038

Apply Results

Once you have made all the required changes then go back to the List TAB, ‘check’ the lines
that are to be actioned and click the Accept Replenishment results for Selected Items
button. The accepted ‘Suggested’ Order quantity(s) are now transferred to physical
requirements into Requirements>Create Required Orders screen.

Information Panel

Display Frequirsments up to Date Display Frequirsments for

Purchase Settings

le order by Supplien () Create separate arders for each demand source

List | Detail
Select © | Required Date | Req Bty | Puichase Date | Purchase Oty Code Type | Code |Unit | Fixed Price | Fized Buy Price | Description | Supplier | Requirement From| Order Type | Order No |
O stAne0? 1 3110/2017 1 Desciiptor Code | PROGRESS CLAM  |Each $0.00] Pragress Claim for Invoice Sc|B Jackson Order Job JOE400054
¥ o O (3007 131102017 1 Descriptor Code | SALAD_1 Caron $0.00] Salad_1 Green Waste Manag Order Job JOE400064
O e 11741/207 1 Desciiptor Code | CUT MAKE &TRIM  |Each [m] $0.00/ CUT MAKE & TRIM Carmel Devices Ltd | Order Assembly  |W0200092
O e 517/11/2017 5 Desciiptor Code | CUT MAKE &TRIM  |Each m] $0.00/ CUT MAKE & TRIM Carmel Devices Ltd | Order Assembly  |W0200081
| O |20/77018 50 19/07/2018 50 ltem Code 1102041 Each $0.12 WasherStainless Steel-16mn| B Jackson Order Job JOE400077
0O |22/7/2018 100/19/07/2018 100 ltem Cade 100-2000 Each $0.04 WasherMild SteelBmm | B Jackson Order Job SER400076
O wosms 1 4/01/2019 1 ltem Code FOIKG BAG Each m] $0.00/70-1kg Bag B Jackson [Feriereh Tventay | Warous
O |31 1 4/01/2019 1 ltem Code 702506 BAG Each m] $0.00 70-250g Bag B Jackson Fieplenish Inventory Various
O |31 1 4/01/2019 1 ltem Code 705006 BAG Each m] $0.00 70-500g Bag B Jackson Fieplenish Inventory Various
O[3m0 1/4/01/2019 1 ltem Code 3331001 1 m] $0.00] Fatric Bruce Wikan Fieplenish Inventory Various

From the Create Required Orders screen you can now combine or separate order
requirements based on supplier or demand source and Generate Orders for Selected
Requirements

WOz

2206708 Toas Each 9000 Tub Staries= Slok 25 200mm | Engrosiig Suppives Py Lid [Assembly
s

a]
(5] EA7/20E le |CR BATEAL BAY MEAL Each
B oroe o MSCCHARGE s }

L] AL ks
O |aioans 2610209 O ek obaoeE s (A
O [aams 2[snzvams O Sae soxma7 [pare |

>
Generabo Ordess fo Sokociod Requremens:

[ Solost Al Roquiod | | [ DaSeloct Al Flequred
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Inventory Replenishment FAQ

1. | can’t see anitem | expected to see in the replenishment results list

{

7

water

BEYOND IRRIGATION

Ensure there is no filter applied

Is the item source method — Supply from Stock?

Review the items Inventory Availability information to manually determine if it
will fall below its ‘Level’ in the set Horizon. I.e. the Job Header Required Date
might fall outside the Replenishment Horizon. Either change the horizon for
that specific item or change the Line Source Supply Method for that Job Line
to ‘Source on Demand’ (this will force it straight into “Create Required Orders”)

2. The supply Qty expects them today; but they are not due for another week.

Inventory replenishment is a very complex algorithm and like any calculation
its result depends entirely on the quality of the data within Ostendo. Most
importantly is the Required Date field within Orders. For Jobs this is the
required date in the Job Header and for Purchase Orders it's the Required
Date at the Purchase Line level otherwise it takes the Purchase Header

Required Date. If a Purchase Order is overdue and the required date is not
updated to reflect the expected arrival date, then it will assume it will arrive

today.

Alternatively, you may have selected ‘Expedite Purchase Orders’. If this
checkbox is ‘checked’ then all Purchase Orders will be used to expedite

demand where required. A report can be produced showing where this has
occurred. Note: - When this is 'checked' you have the additional option to NOT
expedite specific Purchase Orders by going to the Purchase Order Header

screen and 'checking' the 'No Expediting of this Order' checkbox. This is

particularly useful for overseas Purchase Orders which typically cannot be

hurried up.
3. The closing balance is not my Min stock level (reorder Level)

The system will always apply the item order multiple last when determining the

suggested order quantity.
4. I'dlike to see what my forward forecast demand looks like

Extend the Horizon to a fixed number of weeks, for example 26 weeks and the

forecast demand will drop in each month or part thereof.

Create Required Orders

This functionality allows users to create required purchasing orders from the job orders or

Inventory Replacement results

Under Requirements>Create Required Orders

Ensure Supplier field is populated

Select All or alternatively ‘check’ those lines whose requirements are required
Click Generate Orders for Selected Requirements

You will then have option to view recently generated Purchase Order Click Yes

Review Orders and then Print to print or e-mail to supplier
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Purchase Orders — Manual

Under Purchasing > Purchase Orders
Click Add (F5)
a ]

Purchase Order Creation

Supplier

Drart Instruments Py Lid
Order Date Required D ate
25/06/2015 [ (=07 2015

i@ Create Mew Purchasze Order

Purchaze Type Order Murnber
Standard (=

i1 Copy Purchaze Order from another Order

Select Exizgting Order Mumber for Copy

Pricing bethad

FeCalculate Prices (s Reverze Qty'z

@ thinkwater.

BEYOND IRRIGATION

[

| Create

| | Cancel

Enter Supplier's name
Adjust Required Date
Click Create

Enter Buyer Name
Click Lines TAB
There are multiple ways to add lines to a Purchase Order

Batch Entry

Batch Entry Lists 5 ltems [f) Descriptors  [{J] Catalogue ltems g Matrices

Click on Items from the batch entry menu
In the active grid, start typing the item code
If you do not know the code, then enter part of the code or description into the Search

Field Search |33 | ../

Double Click on your item or click Add to Selected Items
l:ul Add to selected ltems

Continue to select items and add
Modify quantities
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@' Eatch Entry - [ems

Al lkems
Item Code Dezcription |Unit |Eategur_l,l Sub Categorny |Dt_l,l anH
| TH-5H-AL-5M-1°22 Surface Contact Head HEAD ALUM+G352:G... Each SURFACE HEAD HEAD SURFACE
TH-SH-DILDO-24IN Dildo 24" Protection Sheath Each THERM SHEA... DILDO
2y TH-SH-METALCER-24IM |Metal Ceramic : Each|THERM SHEA... [METALCERAMIC | |

3

IEI [»| [Primary Suppler = Deange [ndustny Co Lid) Custormize...
|| i | [

[+ Filkering & Sorting Search |38 .2 |

Selected ltems Only

l lﬂ} Add to selected ltems ] l Remove from selected ltems ]

[ty |Item Code |Unit |Description
|| 10 TH-5H-AL-5M-1722 Each Surface Contact Head HEAD ALUM+G352:G 370
28 TH-SH-DILDO-241M Each Dildo 24" Pratection Sheath
1 TH-SH-METALCER-241M Each tetal Ceramic 24" Sheath

Create Lines from Selected Contents ] l LCancel

Click Create Lines from Selected Contents
Review Orders and then click Print to print or e-mail to supplier

Purchase Receipts

Under Purchasing > Purchase Receipts

Click Add (F5)

Enter Purchase Order Number either manually or select by clicking into the field and
selecting the spyglass icon

Enter Supplier's Delivery Docket number into the Packing Slip No field

Update Goods Received Date

Click Save

Select Lines TAB

Click Prefill Receipt Quantities

From the Receipts TAB Modify Receipt Qty for any line where full quantity was not received
From the Receipts TAB review all lines for Receipt Unit Price
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***Note the Receipt Unit Price is what will be posted into stock as the
inventory value

Select the Allocations TAB

Receipts | Allocations |

Line Mao: 10
Allocation Type  |Allocation Reference Allocation Gty |Receipt Oty | YWarehouse Lacation
1 | Frenkary DM Main

***Note if the item you are receiving is serial controlled then enter the
Serial number for each line

i Allocations

Lire Ma: 10

| Edit &llocation Quantities |

Allocation Type | Allocation Reference Allocation Gty | Receipt Gy | Warehouze | Location | Ewpirg Date | Batch Mo
Irvventary ] 0| kain Frirnary
* | [rvventary 0 SET] Prirmary

Click Edit Allocations Quantities

Modify the Qty allocations, batch and expiry
Click OK

Click Save (F6)

Select Detail TAB

Click on Post All Purchase Receipt Entries

| Post All Purchaze Feceipt Entries

Click Yes
Click OK

***Note if an error is made on posting, you can Un-Post the Purchase
Receipt by selecting the above icon. If the goods have already been picked
and invoiced then you run the risk of negative inventory. The system will
not Un-Post. If the Purchase Invoice has been created then this will need to
also be deleted before Un-Posting.
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Purchase Invoices

This step allows you to match the purchase receipt against the Supplier Bill. The Purchase
System Rule has been set to automatically create the Purchase Invoice when the receipt is
posted; hence for the most part you will not need to create the invoice.

Under Purchasing > Purchase Invoices
From the Purchase Invoice Grid, select the Invoice created by the purchase receipt batch
Click on Detail TAB
Adjust Invoice Date
Invoice Style will not need to be changed unless you are creating a Supplier Invoice with no
order or receipt.
Update supplier invoice number from supplier's bill document number
Adjust supplier invoice date if necessary - this is used to record the suppliers invoice date if
you have already closed off your month for reporting and the supplier's bill is late. It's a
display only field. The INVOICEDATE field is what passes to accounting system not the
supplier invoice date
Review Nett Amount and Tax Amount
If different then likely cause is receipted unit price for one or more items is different to the
supplier's bill unit price. If this is the case, you will either need to:
1. If stock has not already been used, delete the purchase invoice, go back to the
purchase receipt and un-post. Update unit price and Post again
2. |If variance is small then click on Lines TAB, adjust the Invoice Unit Price field. Also go
back to the Items list and update the new buy price so future PO's are priced correctly
for this supplier.
Click on Post Purchase Invoice

Batch Updating

Post Purchasze Invoice

Click Yes
Click OK

Stock Returns

To process a Stock Return to a Supplier, process a Purchase Receipt with No Order. A
custom Stock Return report has been created which can be emailed to Suppliers and or
printed to be forwarded to Suppliers with goods returned.

***Note items being returned via this process must currently exist in
Inventory. Ostendo will not allow the stock level to go into negative
guantities. If your current Stock Level is 0 you cannot process a negative
return. Serial tracked Stock must also have a serial number entered which
exists in Inventory.
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Under Purchasing > Purchase Receipts

Click Add (F5)

Enter the Reference details — this will be displayed on the report as a Supplier Reference
Select the Receipt Style Receipts No Order

Select the Supplier to whom Items are being returned

Enter Return Delivery Docket number into the Packing Slip No field (if required)

Update Goods Received Date — in this case it will be displayed as a Return Date on the
printed report

Add any Notes — Notes entered will be displayed on the report and visible to the Supplier

List [ Detai i Lines

Receipt Batch No Statuz Packing Slip Mo Receipt Date Receipt Total
THT 22165478| |7A01/2019 -

Reference
Supplier me#123 Tw' PORSETE

Receipt Style
Receiptz Mo Order | =

Batch Updating

Supplier
Grundfos Pumps pe Prst &l Purchzse Beceipt Entrics
Create Purchaze Invoice for thiz Beceipt on Posting Automatically Post the Purchase Invoice [

Supplier Invoice Ho

Motes | Overides | Financial

Matez to Supplier here
Itern Faulty - replace under YW arranty

Click Save (F6)

Select Lines TAB

Click Add (F5)

Select Item Code for Item being returned

Enter Receipted Quantity as a NEGATIVE value — this will remove the Items from stock on
Click Post of Purchase Receipt Entries

From the Receipts TAB review all lines for Receipt Unit Price

Receiptz | Allocations

Line Mo Line Type Code Uit Receipted Oty Receipt Unit Price

100 | ltem Code - | 420039 43]| [Each e B p12.00 &
[ ezcription Tax Code
Flange Gaskets CREME GST pe

***Note Receipt Unit Price is what will be posted into stock as the negative
inventory value

Select the Allocations TAB
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| Receipts | Allocations

Ling Mo: 10

Allocation Type | Allocation Reference Allocation Gty |Receipt Oty | Warehouze Location

¥ lrvwentory

***Note if the item you are returning is serial controlled then enter the
Serial number for each line item being returned

Click Save (F6)
Select Detail TAB
Click on Post All Purchase Receipt Entries

Fozt All Purchase Receipt Entries
Click Yes
Click OK

This will remove the items being returned to the Supplier from Ostendo Stock and create a
Pending Supplier Invoice. Do not post the Purchase Invoice until you have a resolution from
your Supplier. There are 3 outcomes from the Item return to the Supplier

1. Supplierissues replacement Items — To return the Item to Stock create another
Purchase Receipt with the positive Receipted quantity for the Items replaced. The
Purchase Invoice created will balance the Supplier Credit and the net effect on Stock
Value is zero as the Item should be receipted at the same cost on both the outgoing and
incoming Purchase Receipt.

2. Supplier issues financial credit for Items — The negative Purchase Receipt has
already generated the Supplier Credit. Post the Purchase Invoice from Ostendo and
apply the Credit to the relevant Supplier Invoice in your accounting system.

3. Stock is neither replaced nor credited — The Purchase Receipt and Purchase Invoice
created for the Stock Return will generate the financial transactions required. Update the
Purchase Invoice to be zero this will create an entry to the Purchase Price Variance
Cost Centre which can then be journaled to the appropriate account in your accounting
system.
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INVENTORY

Inventory Adjustments

This screen allows you to make miscellaneous Inventory Adjustments. These adjustments
can be either positive (Receipts) or negative (Issues) quantities.

The process for Inventory Adjustments comprises the following Steps

Under Inventory > Inventory Adjustment

Click Add (F5)

Click Save (F6) to create Batch Number

Select the Lines TAB

Add Lines to the Batch - separate line to cover each stock adjustment
Go back to the Detail TAB

Click Post the Batch

***Note until a batch is Posted the stock movement will not be recorded
against the included Item(s)

E Inventory Adjustments

i [ Items |+ Drag & Drop Items | =] Warehouses | = Locations | 227 Adjustment Types | [7 Custamise
L\stl Detail | Lines

Adjustment Mo: 1005 [Updated]

Warehause \ Lacation | Item Code | Description | Unit |Adiustment Type \Adiuslmemt Oty [+4-] |Adiustmenl Caost \ Expiry Date | Batch No | Mates
| BEMain 502 Sambal Delek Tkg x 12 ISSUE -4 $20.45 10/05/2016 10/05/2016
| [Main Primary 1502 Sambal Delek Tkg 212 CTN I55UE 4 $20.45/12/04/2016 120418

Inventory Change

This screen is intended for use when a posted Inventory receipt (Supply or Assembly)
contained errors. It allows amendments to be made to the Item’s variables in the current
Warehouse, Location without creating a Stock Movement Transaction. You should note that
this feature does not allow changes to the stock Quantity or the Unit of Measure.

Under Inventory > Inventory Change

Enter Item Code into Inventory Change Grid or search from the search field
Select Detail TAB

Click into field to be modified against the line Qty variant

Enter new value

Click Save (F6)
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[ eneory Chonge =
Ligt | Detail
Item Code Urit Inventory Information | Closs |
Onhand Qty _:J Ea—
Dezcription Inwventan Details Trguirg ] i
) Cancel
Bar Code Status
|Warehou$e | Location | Onhand Qt_l,J| Ll kit | Expiry D ate | Batch Mo
b ain Frimary 159|CTH 10/05/2016 | 10/05/2016
b Ci 2000

Inventory Transfer

This screen allows you to move inventory to different locations whether it be a different

location in store, moving stock to service vehicle (Van Stock) or other store.

Under Inventory > Inventory Transfers

Local Stock Transfer/Van Stock Process

Click Add (F5)

Transfer Style = Location Transfer

('} Inventory Transfer
ltems | &F Inventory Availability | T] Warehouses | ] Locations | [+ Customise

Ligt | Detail | Lines

Transfer Ho  Statuz Created From Transfer Updating
Transfer D ate 211242118 -
Reference
Past &l Transters
Tranzfer Style From Site To Site
[ Transfer Charge &pplies
Goto Lines TAB
Click Yes
Information ey

Are you ready to save this batch and continue with adding lines?
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Click Add (F5)

Select Item Code

From Warehouse and From Location will default (change if required)
Enter Transfer Qty

Enter To Warehouse and To Location

() Inventory Transfer
[tems | £ Inventony Availability | 7] Warehouses | ] Locations | [+ Customise

List | Detail | Lines

Trangfer Mo; 2 [InProgress]

|Franarehou&e |From loz:ation Transfer Gty |T Warehouze |To Location

Main  |Pimary

Update Serial Number (if required)
Go back to Detail TAB

Click Post All Transfers to record movement of the stock

() Inventory Transfer
g lterns | £ Inventory Availability | =] Warehouses | =] Locations | [ Customise

Ligt | Detail | Lines

Tranzfer Ho  Statuz Created Fram Transfer Updating
Transfer Date 2112/28 -
Reference
|| | Pozt Al Transfers
£ Tranzfer Style From Site ToSite
Location Transfer -

Multi-Site Transfer

Click Add (F5)
Transfer Style = Site Transfer

Update From Site and To Site
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@ ltems |9 Inventory Availability | 7] Warehouses | ] Locations | [+ Customise

List | Detail | Lines

Transfer Ho  Status Created From Transfer Updating
Tranzfer Date 211252m8 -
Reference
Tranzfemed ta InT ranzit Receipted from InT ranzit
Transfer Style From Site ToSite
Site Transfer | |Company 4| |2nd Site e

[ Transfer Charge Applies

Goto Lines TAB

Click Yes

Information =

Are you ready to save this batch and continue with adding lines?

Click Add (F5)

Select ltem Code

From Warehouse and From Location will default, change if required
Enter To Warehouse and To Location

Enter InTransit Qty

() Inventory Transfer

i ( ttems | £F Inventory Availability | =] Warehouses | =] Locations | [ Customise

List | Dietail [ Lines

psfer Mo

[
0 1002002 Zach

Serial No |Batch No | RevisionNo | Colour | InTransit Oty

Update Serial Number if required for that item

Go back to Detail TAB
Click Transferred to InTransit to remove stock from current location to InTransit
Once Stock is received at the new site

Click Receipted from InTransit
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Inventory Count

This screen enables you to carry out stock counts on all, or selective areas, of your
Inventory. The Inventory Count process comprises the following Steps

Under Inventory > Inventory Count
Click Add (F5) an Inventory Count Batch and identify the selection criteria

e Warehouse: From the drop-down list select the ‘From’ and ‘To’ Warehouse Range.
If nothing is selected then all warehouses are assumed.

e Location: From the drop-down list select the ‘From’ and ‘To’ Location Range. If
nothing is selected then all Locations within the Warehouse Range is assumed.

e Category: From the drop-down list select the ‘From’ and ‘To’ Iltem Category Range.
If nothing is selected then all Categories will be assumed.

e |tem: From the drop-down list select the ‘From’ and ‘“To’ Iltem Range. If nothing is
selected then all Items will be assumed.

e Cycle Count Code: Enter the Cycle Count Code to restrict the batch to those Items
that are linked to this Code. If nothing is selected then all Codes will be assumed.

e ABC Classification: From the drop-down list select the ABC Code to restrict this
batch to those Items that are linked to this Classification. If nothing is selected then
all Classifications will be assumed.

e Count Style: From the drop-down list select the Items to be included in the list. The

Options are:
o Current Inventory Only — Ostendo will only list those items that have + or —
Qty

o Current Inventory Plus Items with Past History - Ostendo will only list those
items that have + or — Qty plus any zero quantity Items that have previously
had transactions

o Current Inventory Plus Iltems with Zero Stock — Output all items

Click Generate Inventory Count Lines

Generate Inventary Count Lines

Ostendo Stock Count Process

Print the Inventory Count Sheet — (Reports Side menu)

Update the Batch Lines with the counted stock - Note there will be an entry for each variant
Add lines where Item found was not as expected

Return to the Batch Header

To update the quantities against lines that have been flagged as ‘Counted’, click Update
Counted Inventory Lines

Count Update

|Ipdate Counted lnventary Lines
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Freeway Process

Select New from Freeway Main Menu

4:259

Registered To: Think Water

4:259

Select a Job for New Sheet

Q Job Lookup

Select an Inventory Count for New Sheet

*+ Inventory Count Lookup

4:259

Search

@ thinkwater.

BEYOND IRRIGATION

il F .

' )
Solutions
—
r )
Existing
. J
s R
To Do Notify
\ J \ J
r ‘ r II I| |
Inquiry Scan On
- 7 . 7
PoweredByQsiendo Lceway ®

Q Internal Data Sheet

Select Inventory Count Lookup

Inventory Counts

2

Inventory Count: 2

[Count Created Date] 7 Jan 2019
[Count Status] Counting Not Started

The next screen will display all Inventory Counts which have been assigned to you. Select a
relevant stock count from the list.

The Inventory Counts could be broken up by item, location or category etc.

The datasheet will then be generated
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4:269 wll = -
Stocktake
2
m Inventory Count: 2 >
Inventary Count Lines >
Internal Notes >

Completion

D Complete Data Sheet >
Return
@ Return to Main screen >

4:26 9 all .

Count Lines - Remaining

Count No: 2

00005-001100 [Unit] Each

19mm 3/4" Nut and Tail
[Count Qty] --- [Loc] Main | Primary

00005-009500 [Unit] Each

q 18mm Grommet - Use 22mm drill
[Count Qty] --- [Loc] Main | Primary

00005-010450 [Unit] Each
20 x 19 Barbed Joiner
[Count Qty] --- [Loc] Main | Primary

00035-003250 [Unit] Each

q Earth Clamp for 5/8" Earth Stake
[Count Qty] --- [Loc] Main | Primary

00060-006020 [Unit] Each

€15 Cobra Clip (15.5 - 17.0mm) Suits 16mm Dripnet
[Count Qty] --- [Loc] Main | Primary

00060-006100 [Unit] Each
€19 Cobra Clip (19.5 - 21.0mm) Suits 20012 UniRam
[Count Qty] --- [Loc] Main | Primary

00060-006120 [Unit] Each

C20 Mikalor Clip (20.5 - 22.0mm) Suits 19mm LDPE
[Count Qty] --- [Loc] Main | Primary

00060-006140 [Unit] Each
C21 Cobra Clip (21.5 - 23.0mm) Suits 19mm LDPE
[Count Qty] --- [Loc] Main | Primary

002221223 [Unit] Each

Counted ‘ [

@ thinkwater.

BEYOND IRRIGATION

4:269 wll T -

Itemcode |!42)

Count No: 2

00005-001100 [Unit] Each

19mm 3/4" Nut and Tail
[Count Qty] --- [Loc] Main | Primary

00005-009500 [Unit] Each
19mm Grommet - Use 22mm drill Count
[Cou -~ [Loc] Main | Primary

00005-010450 [Unit] Each

20 x 19 Barbed Joiner Count

Count Qty] --- [Loc] Main | Primary

00035-003250 [Unit] Each
Earth Clamp for 5/8" Earth Stake Count
[Count Qty] --- [Loc] Main | Primary

® Passwords

QIWIE|R|TiYJUjI jO}P

The blue cloud icon on Inventory Count Lines means that this is Live and linked directly to

Ostendo.

Select Inventory Count Lines

This will then display a list of items that require counting.

Select Scan

If you are using a barcode scanner select the barcode next to Item Code and scan your first
item. Otherwise, look through your list and select your item by using the Count Button, or

manually type in the item code.

***Note typing in the item code will require the code to be EXACTLY as it

appears
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4:26 9

Cancel

Qty 1|

Item 00005-001100 Unit Each
19mm 3/4" Nut and Tail
‘WH Main Loc Primary

9 Passwords

ull 7 -

L )

4:26 7

1 2 3
- 2 e
s o e

0 &

[ Counted ‘ ‘

00005-001100 [Unit] Each

19mm 3/4" Nut and Tail
[Count Qty] --- [Loc] Main | Primary

00005-009500 [Unit] Each

19mm Grommet - Use 22mm drill
[Count Qty] --- [Loc] Main | Primary

00005-010450 [Unit] Each
20 x 19 Barbed Joiner
[Count Qty] -—- [Loc] Main | Primary

00035-003250 [Unit] Each

q Earth Clamp for 5/8" Earth Stake

[Count Qty] --- [Loc] Main | Primary

00060-006020 [Unit] Each
€15 Cobra Clip (15.5 - 17.0mm) Suits 16mm Dripnet
[Count Qty] --- [Loc] Main | Primary

00060-006100 [Unit] Each

C19 Cobra Clip (19.5 - 21.0mm) Suits 20012 UniRam

[Count Qty] --- [Loc] Main | Primary

00060-006120 [Unit] Each
€20 Mikalor Clip (20.5 - 22.0mm) Suits 19mm LDPE
[Count Qty] --- [Loc] Main | Primary

00060-006140 [Unit] Each

q C21 Cobra Clip (21.5 - 23.0mm) Suits 19mm LDPE

[Count Qty] - [Loc] Main | Primary

002221223 [Unit] Each

il F .

@ thinkwater.

BEYOND IRRIGATION

4:269 wil = -

Count Lines - Remaining Count Lines - Counted

Count No: 2

00005-001100 [Unit] Each

19mm 3/4" Nut and Tail >
[Count Qty] 1 [Loc] Main | Primary
[Counted by] Daniel Sawyer

Once you have selected the item, you must enter how many of that item and accept

You will then be returned to the Remaining Lines Screen. If you select Counted you can then
review the list of already counted items.

Select one of the items you have already counted. You will then be able to delete this if
necessary to re-count or just review variants such as serial numbers and expiry dates.

When the count is complete select Complete Data Sheet
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Shelf Labels

There are two options in the database for printing Shelf Labels. Both options will print the
same label format but have different criteria for selecting the Labels to be printed.

Shelf Labels filtered by Price Update Date Range

When Item Pricing has been updated, it will be necessary to reprint Shelf Labels for Items
where the Sell Price has been updated. A custom Shelf Label report has been created to
allow for reprinting of these Labels based on the date that Item Price was updated.

To print Shelf Labels under Inventory > Reports > Shelf Label or from within the Iltem Screen
select Reports > Shelf Label

In the Selection Criteria displayed select the date range where Item Pricing has been
updated.

(') Selection Criteria — e

rMM| -
Date Tao:

For example, if Iltem Pricing has been updated on 7/01/2019 then select date range for the
single day. This will display and allow you to print the Shelf Labels for all Items where the
Price has been updated on 7/01/2019. If no Shelf Labels are displayed or the Shelf Labels
displayed are blank, then there have been no Item Prices modified in the Date Range
selected.

This will then display the Preview screen and allow you to print the Shelf Labels for all Items
where the Price has been updated within the date range selected.

() Preview

PAEEHL A AR - LD (D E A1 a1 Y Cose |

AABAG
ABSETOS BAG

Select the Print icon to display the Print screen
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Print ot
Printer
MName: E Microsoft Print to POF Properties... |
Where: [~ Print to file
—Fages —Copies
) =1
i All Mumber of copies 1 =
" Current page
{~ Pages: I v Colate
Enter page numbers and/or page ranges,
separated by commas. For example, 1,3,5-12
—Other —Print mode
Print All es -
I pag —I |:| ¥ |:| Default j
Order IDirect (1-9) ;I
Duplex IDefauIt ;I Print on sheet IDEfauIt LI
Pages [~ Swap paper size
oK I Cancel |

Select the Label Printer from the drop down list if not already selected and edit Properties as
required.

Shelf Labels filtered by Item Criteria

When an Item has been updated or moved, it will may necessary to reprint Shelf Labels for
Iltems where the Item details have been updated. A custom Shelf Label report has been
created to allow for reprinting of these Labels based on various Item criteria.

To print Item Shelf Labels, go to Inventory > Reports > Item Shelf Label or from within the
Item Screen select Reports > Item Shelf Label

In the Selection Criteria displayed select the criteria required for the Shelf Labels.

(I} Selection Criteria — >

[tem Code Fromm: 41
[term Code To:
|zzue W arehouze From:

|2zue Warehouze To:
|zzue Location From:

|zzue Locahion Ta:

[tem Categony: Mone zelected
[tem Sub Categony: MHone zelected
Cancel
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For example, if you notice a Shelf Label has been damaged for a specific Item, select the
Item Code in the Item Code From & Item Code To in the Selection Criteria to display and

Print the Label for the individual Item Code.

***Note leaving the Selection Criteria blank will display Shelf Labels for all
Items and may take some time to load depending on the number of Items
in your database.

This will then display the Preview screen and allow you to print the Shelf Labels for all Items
which meet the Selection Criteria entered.

() Preview

PAEHL LA AR - QLEI|DEAN |14 41 P oM

Close |

AABAG
ABSETOS BAG

Select the Print icon to display the Print screen.

Print

*

Printer

MName:

Where:

Properties... |

[~ Print to file

Pages
Al
{~ Current page

i~ Pages: I

Enter page numbers and/or page ranges,
separated by commas, For example, 1,3,5-12

Copies

Mumber of copies Il j

7

[ Collate

Other

—Print mode

Print IAII pages

Order |Direct (1-9)

IDefauIt
[~ Swap paper size

Duplex

Pages

Led Led Lo

|:| ¥ Default

Print on sheet

IDEfauIt

Select the Label Printer from the drop down list if not already selected and edit Properties as

required.
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CRM

Call Centre

Client will call or e-mail and enquire about new equipment. This is to be captured within
Ostendo Call Centre. The call centre icon can be found on the centre left of the sale workflow

Call
Centre
Open Calls: 0
Action Req: 2
Overdue Calls: 2

Click Add (F5)
Select Call Style

If Inquiry is a new Prospect, Change Type to Prospect and enter Contact and Company

Who | Address
Type Cortact Compay
Prozpect »  |JoeBloggs |E=I|:|ggs Pty Ltd

Continue to enter contact information

Change to Address TAB and complete prospect information

Who | Address

Address 1 || City State
Addresz 2 Code Country
Addresz 3

If Inquiry is from an existing Customer then type or lookup their name

Who | Address
Type Contact Compary
Custoner - PSIE (WIEE! Pennant Hillz Sports Club

Press tab and modify the contact name if an alternative contact

If contact does not exist

Contact

Click on the notepad icon
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Click Add (F5)

Complete contact details

Click Save (F6) Then Close

Click on Spyglass and select new contact
Enter Lead Source

Enter Classification — Sales Inquiry

Enter brief description

Identify if it's Urgent or not

Click Save (F6)

Call Notes

This section enables you to capture TEXT, write notes, paste e-mail contents etc. All
information entered into this area is strictly TEXT only. No images or formatting.

Action Information

Each action line is designed to lead you down a pipeline that relates to the Tickets original
Call Style. As each Stage is completed you will click on the checkbox within the “Complete”
column

Call Relates To

This section allows the user to initiate a quote at any time, independent of the pipeline stage.
The initial setting is “Call Only”. To create a Quote;

Update Relates To to Job Order
Click on Create Order

***Note if Prospect, the Prospect must be converted to a Customer
Prospect in order to create the Quotation

On Job quote creation the Linked To field will populate within the Call Ticket

Call Relates to

Relates Ta | Job Order *+ | CreateOrder § Linked To [JOBS0000S e

This does not close the Ticket. The Tick remains set to Action Required until all pipeline
stages are completed. Once complete click on the Close Call icon

Cloze Off Call

Claze Call Date - Time
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FUNCTION KEYS

F1 - Help

F2 - Where a ' Notes' field has limited visible space for data entry, clicking on this button will
open a separate screen for entry of the extended notes.

F3 - This functions as a 'Look Up' shortcut in the following instances

®=  For fields with a Look Up (spyglass) icon this will display the table.
= For 'Notes' fields the 'Frequently Used Text' screen will be presented for selection of
the Text/Phase.

F4 - When cursor is positioned within a field that has a dropdown then this enables the
dropdown list to be displayed. Also if the cursor is in a 'Notes' field then this will immediately
add a data string showing the current date and time plus the current user. For example:
[01/02/2012 11:01:39a.m - ADMIN]

F5 - 'Add' a new record. On multi-line entry screens this button will save the current line and
automatically move the cursor to a new line (i.e. - a combined F6 & F5 function)

F6 - 'Save' the current record
F7 - 'Cancel' information keyed in since accessing the record or 'Save' was selected
F8 - 'Delete’ the current record

Shift/F5 - When in Job Orders, sales Orders, Assembly Orders, Purchase Orders and Direct
Invoicing screens this will automatically save the current Order details and bring up a panel
for creation of a new order.

Ctrl/Tab - Allows you to move from left to right across a suite of screens (For Example: if the
current view contains List, Details, Lines and Variants tabs then Ctrl Tab takes you forward
through these tabs.

Ctrl/W - If you have multiple screens open at any one time (Example: Sales Orders,
Customers, Inventory) then this will toggle between the current screen and the previous
screen. If you click Ctrl Wand keep the Ctrl key pressed a panel will appear showing all
current opened screens. You can now use 'W' key to select one of the current open screens.

Shift/Ctrl/Tab - Allows you to move from right to left across a suite of screens (For example:
if the current view contains List, Detail, Lines & Variants tabs the Ctrl Tab takes you back
through these tabs.

Alt/F4 - This will close the current Ostendo screen.
Tab - Move from field to field.

Shift/Tab - Move backwards from field to the previous field.
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Space Bar - 'Check’ or 'Uncheck' a checkbox.

Home - Go to the first record in 'List' view.

End - Go to the last record in 'List' view.

Page Up - Display previous 'Page' of data in 'List' view.

Page Down - Display next 'Page' of data in 'List' view.

For Ostendo screens that have a Print Button in them (For example: Order
Acknowledgement in the Sales Order screen) you can print the document by using the
following keys rather than clicking on the button and selecting the Output Option:

= Ctrl-P Output to Printer
= Ctrl-E Output to Email
= Ctrl-S Output to Screen

Specifically when using One-Step Sales Orders or Invoicing the use of

= Ctrl-1 will immediately send the Invoice to your printer
= Ctrl-S willimmediately send the Sales Order to your printer

Date Specific Shortcut Keys

tod - ‘today’ 18/01/2019

18/1 - 18/01/2019

bom - beginning of month’ 1/01/2019
eom - ‘end of month’ 31/01/2019
y - yesterday 17/01/2019

m - next Monday from today

tu - next Tuesday from today

w - next Wednesday from today
thu - next Thursday from today
fr - next Friday from today

sa - next Saturday from today

Su - next Sunday from today
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FREQUENTLY ASKED QUESTIONS

1. How can | reissue a Job Invoice to a new bhilling customer?

a. In circumstances were a client has deferred payment to a third party after an
invoice has been generated you can print a new invoice by following the
process listed for creating a full financial credit and matching it. Having
completed this, you can change the billing customer and then create the new
invoice.

***Note any assets created automatically by this job will have been created
during the initial invoice, if these assets need to be updated to reflect the
new paying customer then do so under Service>Customer Assets.

2. Why do | get Access Violation Error Messages in Ostendo?

a. These error messages are nothing to do with Ostendo itself but with the
network environment. They are usually either issues with permissions or a
conflict within Windows.

Common causes include;
Full control permissions required to specific folders
DLL or EXE files not installed in the expected folder
Antivirus quarantining required files

3. Why are dates showing in US format MM/DD/YYYY in Ostendo?
a. Ostendo has no date settings of its own it uses the Windows Region setting.
Check the Region setting, if this says Australia, change to another country,
then save/apply, and then reset to Australia. Also check the date format this
should be dd/mm/yyyy NOT d/mm/yyyy

4. How do | tell what Update of Ostendo | am using?

a. Under Help>About. The Database Update No and Executable Update No are
the update of Ostendo you are currently on. ***Note, these should be the
same.

5. I cannot Email from Ostendo using Outlook
a. Common issues include:

Different elevation levels -- i.e. Ostendo running as Administrator but Outlook
running at user level.

Secman DLL missing -- Issue with 64 bit Office is that SECMANG64.dIl has to
reside in the Ostendo application path which allows Ostendo to call the
outlook application. If you are running the 32 bit application then SECMAN.dII
must exists in the same path.

66

cutcher.com.au Innovative thinking. Traditional values.



7

{

6. What are Desktop Views?

a.

Desktop Views are user-defined presentations of information taken from
Ostendo. They can be Analysis Views, Charts, Pivot Views or KPI’s.
Additionally the displayed information can be refreshed at a user-defined
frequency to provide up-to-the-minute information.

The option to use and display Desktop Views is defined against the User’'s
Security and Options record (under File>System Configuration>User Security
and Options). Up to 4 Views can appear on a user’s Desktop. These would
normally be Analysis Views, Graphs, Charts, or KPI's. These Views are
display only and provides no interaction with the User. However drill--down
facility is available if the View has been specified to provide this.

7. When a Job Order is created Ostendo automatically gives the Order a Status of On Hold.

a.

The customer’s outstanding balance contains invoices with a due date older
than the System Settings 'Max Debtor Days aging' threshold. This threshold is
the maximum number of days that are allowed against Debtors. This can be
changed at a Customer level and made specific to the Customer if required by
going to the Customer Detail screen and clicking on the Pricing & Invoicing
Tab then pressing the Credit Control Setting button. From the Customers
Credit Settings screen you can amend the threshold specific to this customer.

***Note changing the Aging Days will not automatically change the status
of existing orders. You must manually change the status of those orders

after you have changed the Aging Days

8. Where can | see who is logged into Ostendo?

a.

Admin users will be able to access this under File > Active Connections

9. When printing a quote my detail lines do not appear.

a.

If you want to show detail lines on the quote you will need to change Invoice
Style to From Actual Entries from From Schedule, depending on your
invoice process you may change back to From Schedule once quote has
been won

10. Why Ostendo may be running slow.

a.

Te@ "0 20T

The database, application and Firebird are not excluded from anti-virus
There is not enough RAM or CPU on the server

Server is not optimised as a database server

A There is not enough disk space for the Ostendo database to run properly.
Network is not 1GB compliant throughout

The client PC is being run on a wireless network.

Server is running other processes which require a high level of disk access
The Ostendo database may need maintenance refer to the Ostendo
Maintenance & Backup Manual
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