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Navigation Window
The second tab in De Office is Sales/Purchases. This tab displays the buttons for any

window involving purchases, maintenance and invoicing.

Sales/Purchas
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Purchase Orders
Single Record

The purpose of this window is to create new purchase orders.

Ml Purchase Orders I [ ] 3
P Sup Mo Status 1CC o Date of Origin Delivery by Date Complete =
[ = | [ [ Order Mumber -
Suppliers AEM Delivery Instruction
Attention (Supplier) I
Suppliers Postal Address Delvery sddress |
Telephone Fax Mo Email Address Authorises d by Supplier Invoice Number
Description of Goods
Drder value Excluding GST §:-
GST$:-
Total Order VWalue Inc GST §:-
M| < an M| & orderreview S| | [ Duplicate Order | | & Edit | 7B New | [ Cancel| 7 0k| B cClose

How to Use

To enter in a new purchase order click the new button, either manually type in the supplier
number of click the supplier number writing above the field. By clicking on the writing a small
window will appear with all the suppliers in a list.

Click on the appropriate supplier. The same can be done with the Cost centre number. Then
tab between the fields and the fields should automatically enter the information in. The user
will still need to complete the status as either B=Budget, F=Fixed, C=Complete or
U=Uncomplete. They will also need to enter in the date of origin, delivery by, date complete,
order number, delivery instructions and address, authorized by, supplier invoice number and
description of goods. In the description of goods for the figures to be totalled automatically
simply write the figures as “=$" and the figures will be totalled.

To edit a purchase order, find the order required, click the edit button, modify the details and
click ok.

Finds the first entry

E Steps the record back to previous entry
Allows you to search for a specific entry
@ Steps the record forward to the next entry

Finds the last entry
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This opens a window reviewing a range of selected purchase orders

Deletes a selected entry

Creates an exact replica of current order except the order

number
"B New Enter new entry
8. Edit Allows modification to existing records in the list

Records new entries and modifications

> Cancel . . e
Cancels the recording of new entries and modifications

Close [] Exit

Order Review @

III :

This opens a window reviewing a range of selected purchase orders
The order review button opens a new window as shown below.
B Ord: "

=101 x|
# Wear hionth ¢ Budget =
201z =] =1  Fixed
 Unsornplete
~ Complete
= Al

ord Mo | Stat |Sup Mo|Supplier Mame Sup Phone Mol Date Ordered| Date Deliverd| Orderwalue §|Delivery To

=]
BN |

I il

B close |

This window shows a review of orders for a selected time frame. It shows order number,
supplier, dates and the dollar value of the order and a total dollar value of every order in the
time frame. To do this simply select a year and month from the drop down menu in the top
left corner of the window. Once these have been chosen the orders will appear in the table.

Print

Purchase Orders Multiple Lines
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Purchaze Orders hultiple

The purpose of this window is to create multiple purchase orders.

M Purchase Orders Multi Line 23 MAY 2012 =|of x|
? $C.C. Mo Status; - ¥ I Orcler Mumber:- I
Sup Mo
Aftertion (Supplier] i e Delivery Instruction
Date of Qrigin-
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Date Complete: - |
I Drder Value - I— I_ I—
GET Walue -
Phone hlo Fau hlo Email Authorized B Supplier Imoice Murmber
*CC Mo
LineMol CtC | Catalogue Number Description Unit | Gy Ord| Gty Del Price $| Dis % |G5T% 3T 5 Ext Price ${ Ord T...| APNA ho
|
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(hd

Total Extende Price Ex Gstf:-
Total Recieved Price Ex Gatfi-
Order Review €
_ﬂil dlﬂﬂﬂl@j Fiice Book =5 Duplicate Grder | i Reset Connections New | Edlit él Ok & | Cancell | Close [ |

How to Use

To enter in a new purchase order click the new button, either manually type in the supplier
number of click the supplier number writing above the field. By clicking on the writing a small
window will appear with all the suppliers in a list. Click on the appropriate supplier. The same
can be done with the Cost centre number. Then tab between the fields and the fields should
automatically enter the information in.

The user will still need to complete the status as either B=Budget, F=Fixed, C=Complete or
U=Uncomplete. They will also need to enter in the date of origin, delivery by, date complete,
order number, delivery instructions and address, authorized by, supplier invoice number and
description of goods and click ok. To duplicate the order simply highlight the appropriate
order and click the duplicate button. This will create the same order excluding the order
number.

To edit a purchase order, find the order required, click the edit button and modify the details.
For the multiple purchase orders, once the data has been modified you then need to tab
through the remaining fields until you reach the end tab. When all the fields have been
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tabbed a new line will appear in the fields, click ok and the modification will be entered into
the system

@- Copy Lisk
“; Paste Contenks
[* sSet Ordered To Delivered

A right click on the mouse will open a new menu.
The first function in this menu is Copy List. This function allows the list to be copied and then
pasted in word or excel.

The second function is Paste Contents. This allows the content Copied to be pasted into
another program such as word or excel.

The third function is Set Ordered to Delivered. This function allows you to set an order that
has been delivered to a delivered status.

B

This opens a window reviewing a range of selected purchase orders
Finds the first entry

Steps the record back to previous entry

Allows you to search for a specific entry

Steps the record forward to the next entry

Finds the last entry

EEE!EEﬁ
é.

Print

Price Book = |

Click to view price list and items from price list to the current
order

| B3 Duplicate Order |

Creates an exact replica of current order except the order
number

E

Deletes a selected entry

Reset Connections . .
l Resets connection between child and parent records

"B New Enter new entry
g Edit Allows modification to existing records in the list
+ DK

Records new entries and modifications
X Cancel

Close []

Cancels the recording of new entries and modifications

Exit window

Atad Data-Files Module De Office-Manual 2012 Page 18 of 130



Sales/Purchas

es

Croler Rewvie . . N
This opens a window reviewing a range of selected purchase orders
The order review button opens a new window as shown below.

W Order Summary =101 x|
P Year Month € Budget i
a2 - - € Fixed
= Uncomplete
i Complete
& Al
Ord Mo | Stat |Sup Mo|Supplier Mame Sup Phone No| Date Ordered| Date Deliverd] Order Yalue $|Delivery To ISE
=
=
4 | i
% H Close I

This window shows a review of orders for a selected time frame. It shows order number,
supplier, dates and the dollar value of the order and a total dollar value of every order in the
time frame. To do this simply select a year and month from the drop down menu in the top
left corner of the window. Once these have been chosen the orders will appear in the table.

Print

Potential Orders Module
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The purpose of this window is record future orders that can be turned into purchase orders
once confirmed.

Orde ecieved =

iz x -

| @] K] <] 8] b || S| secprice ook & | Sendto Ouders b | Send o invoices S| 38 New | &, £t [ v 0b] o Cancel]

How to Use

To enter in a new potential order click the new button. Enter the data into the fields and click
the ok button. To view a list of the customer and supplier numbers right click in each of the
fields. To edit an entry select the entry and click the edit button. Modify the data and click the
ok button. Once the potential order has been confirmed it can be sent to the purchase order
list for processing. This is done by clicking the Send to Orders button.

@ Deletes a selected entry
E Finds the first entry
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E Steps the record back to previous entry
Allows you to search for a specific entry
@ Steps the record forward to the next entry

EII Finds the last entry

View a price list of regular orders

Send the current displayed records in item list to purchase
orders item list

Sends current displayed records in item list to invoice list

L Enter new entry
8. Edit Allows modification to existing records in the list
+ 0K

Records new entries and modifications

X Cancel . . e .
Cancels the recording of new entries and modifications

Exit window

Maintenance Schedule Module
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Maintenance Schedula

The purpose of this window is to create a maintenance schedule.

-101 %]
? Vear Morth -
CustMo |CustName i 2007 j |Year ;l
1 Atad Data ™ -
36 Ausgrid (Energy Australia)
1466 BJM Electrical Services Pty Ltd @ Display selected month records
148 Baulderstone " Selected Current Custormer Records
b Body Carporate Services Pty L\mm?d i Maonth Selected Custamer Records
146 Caonned (Formerly - | . Power Solution)
B c 3 Pty Ltd " Month Selected Future Recards -
o TR j Tash | Employess I Cost L&'nis-‘;:l
Cust Mo Custamer Mame Task..|Task bame Task Durati.. | Dt Complete | Date Due Status Order Mo Price §| Ernp Mo|Emp Mame Invoice Mol Cost Cen|Camment
|
4 | |
M| 4] | | M| = ) Fonward Record | &1 Send tn Invaice 7 New || & Edit| | v 0k[ % Cancel| O Close |

How to use

To make a new entry in the schedule click the new button. Select a customer name. Click
the task button to view a current list of tasks recorded. Click the task appropriate. The date
completed will be left empty as the date is not yet known. Type in the date due and tab to
status. The status will be P=Past, F=Future or C=Current. Enter in order number and price.
Then click on the employees button to view a list of current employees. Select an employee
number and name. Click the cost centre button to view and select from a list of cost centres.

Enter in any additional comments such as needs replacing etc. Once the data has been
entered click the ok button. If all the criteria are met then click the send to invoice button and
it will automatically be sent to invoices for processing.

To edit an entry select the entry, click edit and modify the details. When the modifications
are finished click the ok button. The list can be viewed by order of month records, current
customer records, and selected customer records and by selected future records. To do this
simply choose one of the settings next to the customer name table.
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Finds the first entry
Steps the record back to previous entry
Allows you to search for a specific entry

Steps the record forward to the next entry

Finds the last entry

Print to excel

F EEFEBEE

Builds all records

Forward Record | Copies selected records and duplicates where applicable

o e ]

=end to Invoice |

Will automatically create an invoice if all the criteria is met

Enter new entry

[

m
=
=

Allows modification to existing records in the list

<

Records new entries and modifications

X Cance . . e
Cancels the recording of new entries and modifications

Close . .
' Exit window

Tazk
Opens list of maintenance templates to select a task

Employees .
Opens a list of employees

Cost Centers

Opens a list of cost centres
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Maintenance Templates
The purpose of this window is to create and display maintenance tasks.
=l x|
g, o
| I
Task Mo |Task Description Camment Se
100 Fire Panel Check =
]
ﬂl i‘ﬁlﬁj ﬂ %l = fniill *H New | v '}I-ZI * 1'.'<1||n..—'.|| B Clnsel

How to Use

To enter in a new task click the new button. A task number will automatically be generated.
Fill in the task description such as Fire Panel Check etc. Add any additional comments and
click the ok button. To edit an entry select the entry and click the edit button. Modify the data
and click the ok button.

]

Finds the first entry
Steps the record back to previous entry
Allows you to search for a specific entry

Steps the record forward to the next entry

Finds the last entry
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Print
g, Edit e - . .
E Allows modification to existing records in the list
CEE Enter new entry
+ 0K

Records new entries and modifications
#* Cancel

Close [

Cancels the recording of new entries and modifications

Exit window

Invoice Descriptive Module
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[mvoice Descriptive

Sales/Purchas

The purpose of this window is to allow new invoices or to modify uncompleted invoices.

W Single Field Invoice 23 MAY 2012

=lofx|

Customer Mame

2

* Customer Mo

Address

Suburb

Past.
Srane Codel

Attention ;

Invaice Humber 2

ABM or ACH Mo

Ienice Date Customers Qrder N

Diale Cirder
Recieved  Status Email

ABN oF ACH No Dpt  *C.C. ho

Fax Mo At Recieved

Diescrigtion

L

Bl

Commernt

=] Date of Next Invaice

7 [rvoice Raise

Invaice Amourt § I_
Retentions § I—

preTaxs|
Deliveryisatiionsl [

j Discourt % I—Ii
sers|

PRI

M

Amourt Payable § I

@! g = Duplicatel = E'Iill 2 New | v 'Z'rl\'l = i'.'ann.el' o iﬁlusel

List
Duplicate

How to Use

To create a new invoice click the new button, either enter in the customer number or click on
the customer number writing next to the field and a list of customers will appear. Once the
customer has been entered tab between the fields and the following fields should show the
customers details automatically.

The only fields the user will need to complete manually are Customers Order number,
Department, Cost centre number, date order received, status, amount received, description
and the invoice amounts. Although the invoice total can be auto generated by placing “=$"
then the amount in the description. This reads all until two characters past the decimal point.
GST and Discount are also automatically calculated.

To edit an invoice, select the invoice and click the edit button. Modify the data and click the
ok button. An invoice can also be duplicated by using the duplicate button. This duplicates

Atad Data-Files Module

De Office-Manual 2012

Page 18 of 130




Sales/Purchas

1"

S

the current invoice and creates a new number then the description can simply be modified to
save time.

Finds the first entry

Steps the record back to previous entry
Allows you to search for a specific entry
Steps the record forward to the next entry

Finds the last entry

Print

C EEFEEE

Displays all invoices that need duplicating when period is up

=l Duplicate .
| T P l Duplicates current record and creates new number
"B New Enter new entry
8. Edit Allows modification to existing records in the list
& DK

Records new entries and modifications

> Cancel . . L
Cancels the recording of new entries and modifications

Close [] Exit window

Starts procedure to match monies received to invoices

@

Displays all invoices that need duplicating when period is up
The invoice list button opens a new window displaying all the invoices that will need
duplicating when time period ends. It will appear as shown below.
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Title
Iy .| Acc...| Cust .. Custmer Warne| Invoice Amt$|  Invoice Date Paid$|
=
[~
& 8 |

Calculates selected lines
Print

Invoice Multiple Lines Module

Imioice Multilple Line

The purpose of this window is to create or modify multiple line invoices.
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9 Custamer Name Irecice Mumber 4
* Customer o |
[-Postal Address - Delivery Instructions Customer ABN
address - [
X Past 2 Post
Subrt | i ol [ me[ o Dete of Mext Invoice
Attention :—I Hate:-[ %I
Customers Order N° ABN Mo Dyt Coded  ZCE.MO  mcchn Order Date Rec  Status E-Mail Fax humber Invoice Date Amt Recieved §
Item No| Catalogue Mumber Description Unit Ord Gty] Dl Gty Price §|Dis%. Extend Price${G8
4 | |
Qreler Value Exc GST §
GET§
Irvoice Amourt §
K| 4| e b|H =] i 3 Duplicate I &, Edit | 28 New I  OK | 5 Cancel | [ Close |

How to Use
To create a new invoice click the new button, either enter in the customer number or click on
the customer number writing next to the field and a list of customers will appear. Once the
customer has been entered tab between the fields and the following fields should show the
customers details automatically. The only fields the user will need to complete manually are
Customers Order number, Department, Cost centre number, date order received, status,

amount received, description and the invoice amounts.

To edit an invoice, select the invoice and click the edit button. Modify the data and click the
ok button. An invoice can also be duplicated by using the duplicate button. This duplicates
the current invoice and creates a new number then the description can simply be modified to
save time.

@] [= =] 3 [2][=

Atad Data-Files Module

Finds the first entry

Steps the record back to previous entry
Allows you to search for a specific entry
Steps the record forward to the next entry

Finds the last entry

Print

De Office-Manual 2012
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Deletes a selected entry

Ll Duplicate .
| o l Duplicates current record and creates new number

8. Edit Allows modification to existing records in the list
"B NeW| cniernew entry
v 0K

Records new entries and modifications
X Cancel

Close [

Cancels the recording of new entries and modifications

Exit window

Duplicates invoice if in the same month

Recurring Invoices Module

EE

Recurring [nvoices

The purpose of this window is to display the recurring invoices in a period of time.
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[2012 =][may i

Custio |Prelnv Mo | Custamer Name Attention Previous Inv Date| Type | Previous Amt §|invyes  |Se

4| | i

8l

How to Use

Using the drop down fields at the top left of the window select a year and month. In the
space below the recurring invoices for that period of time will be displayed. To print the
invoice simply select and hit print.

Print
Exit window

Summary of Invoices Module

Summary of Invoices

The purpose of this window is to display a summary of invoices for periods of a selected
time.
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Iy Mo Cust Mol Customer MName Attention Inw Date] Type| Ordar Mo Invoice Amt §| Inv Paid Amt §|Clear] Dascription
=
=
4] | i
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How to Use

To view an invoice for a selected time period simply select a year and month from the drop
down menus in the top left corner of the window. Once selected all invoices from that time
period will appear in the screen. It will also show a total for the invoice amount column and
the invoice paid amount column. To print an invoice select and click the print button.

[ Paste to dipboard_| This function appears after right clicking on the mouse. It allows the

information in the window to be pasted into programs such as word and excel

.. Print current invoice on screen

Closes the window
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