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What's in This File

This file contains information which will help you decide whether to move up from Pastel SOHO
Accounting to Pastel Partner Accounting version 4.

We assume that you know Pastel SOHO Accounting, and we will explain in detail some additional
features which you have available in the Partner range.

Note We do not, in this document, show all the differences between Pastel SOHO Accounting and
Pastel Partner Accounting version 4. If you need a specific feature which is not mentioned in this
document, please consult your Pastel dealer or distributor.

Because Pastel Partner Version 4 is a "big brother" of Pastel SOHO Accounting, you have very little to
learn when you move to it. Menu items and data entry screens are the same, except for the new or
enhanced features.

Another feature of Pastel Partner version 4, is that we have designed the more sophisticated features to
be as unobtrusive as possible. This means that if you do not need a particular feature, you can ignore it
completely most of the time - you will not have to enter through extra columns or fields which you do not
need.

For example, as you will see in more detail, Pastel Partner version 4 supports multiple currencies.
However, if you do not need this feature, you can turn it off completely. Columns in the processing
screens which should display for multi-currency processing do not appear at all.

More:
Even More Functionality



Even More Functionality

Once you upgrade to Pastel Partner version 4, you have the possibility of further upgrading into three
packages:

¢ Pastel Manufacturing This lets you manufacture items by creating "recipes”. You can also link

items to one code, enter the link code when you invoice, and Pastel will display all the linked items on
the invoice.

e Pastel Point of Sale You can control cash payments which arrive at your company. Each operator
is controlled on a shift basis. You can control COD processing, and you can also control a cash
drawer if it is attached to your computer.

e Pastel Ultra This combines the manufacturing and point of sale packages into one system.

Once again, the learning curve for these packages is minimal - they only add functionality to Pastel
Partner Accounting version 4.
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Multi-Currency Processing

Pastel Partner version 4 lets you process in different currencies if you need to. You can create up to 16

currencies besides your home currency.

Setting Up Multi-Currency Processing
You can create up to 16 different currencies. Each currency has its own format:

¥ Setup Company Parameters

Company Detailz I FProcezsing I Formatz I Fulki-Currenicy

Fiewaluation Entry Type 14 - Currency “ariation j|
o Yarance | “anance| 1000 | Decimal -
Code| Descriptian Aoount | Sy | DBl Syrnbal Sample —
Found 417000 1.00 . 2 £ £1.000.00°
Dallar 417000 . 2 3 $1.000.00

L0 | 00| - | O | O e | D e | —

=
4

Exchange Rates

For each currency, you can enter exchange rates per period:



* Exchange Rates

{01 - Pound =
Fer Thiz Year Rates Last 'ear Rates @ Enter the Foreign Cumency Value

Bl 04800 1.0000 Equirvalent ta 1,00 in *our Currency.

2 04300 1.0000

3 0.4500 1.0000 Enter vour Currency Value Equivalent to

4 0.4800 1.0000 1.00 in the Foreign Currency.

5 04300 1.0000

G 04300 1.0000

i 04300 1.0000

a 04300 1.0000

9 04300 1.0000

10 04300 1.0000

11 04300 1.0000

12 04300 1.0000

13 043800 1.0000

Assigning Currencies to Accounts

You can set a currency for each of:

e Customers

e Suppliers

e Cash Books.

Using Multi-Currency

Pastel uses the exchange rate table as a default whenever you process, but you can override it. In
journal / cash book processing, Pastel opens extra columns for multi-currency processing:
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In invoice processing, you enter the currency rate for the invoice on the invoice header.

Multi-Currency Reporting

Customer, supplier, and cash book reports can print in either foreign currency or home currency.

In addition, you can produce financial reports such as income statements and balance sheets using any




currency. This lets you report to foreign owners / investors in their currency.

Foreign Currency Revaluations

At any point in time, you can perform a revaluation. Pastel calculates the profit or loss on the outstanding
foreign currency balances, and then writes it to a foreign currency variance account:

* Process Foreign Currency Revaluation [ ]

Select a Penod to Process In Reference
03 - 01409495 - 30409495 September j

Revaluation Progress Indicator
| 0=

Edit Exchange Rates Process




Improved Export Facilities

In Pastel Partner, you can export any field from any file. You select the file you wish to export from, and
you then select the individual fields in the file.

In addition, Pastel Partner ships with Btrieve® DDF (data definition files). This lets you read all of
Pastel's data directly into many third party products, such as Microsoft® Access, Microsoft® Excel, and
Crystal Report Writer, which support these files.



Controlling Access

Pastel Partner has a comprehensive password system. This system performs these functions:
¢ [t limits access to authorised persons only

e |t allows limited access to specified parts of Pastel

¢ |t allows simultaneous access by more than one person to the same company.

You can create up to ten users, each of whom has their own access profile:

¥ Setup Users / Passwords B3

Uzerb I Uzer B I Uzer 7 I Uzer 8 I IJzer 9
kike I Pete I zer 2 I zer 3 I zer 4
Users General Ledger |= .
User Name | Process Caszh Book Batch =
Procesz Bank Reconciliation =
Pasgward I | Process Journal Batch =
Type af User Supervisar = Froceszs Multi Period B
| J| "iew General Ledger =
[® Use <Enter: Between Fields Wiew Job Codes [
"iew Budgets =
[ Beep On Enar Edit General Ledger B
[ POS Supervizor Edit Budgets [
Edit Exchange Rates =
Loy e j| Customers N
Check Boxes A1 0 Al 0n Process |nvoices/Debit Maotes =
- — Procesz Credit Notes F =
’ k. x Cancel




Multi-User Capabilities

With the purchase of the optional Multi-User Pack, Pastel becomes a networkable product. Up to ten
users can work on one company at a time.

Updates across the network still keep full integrity in case of a hardware failure or a power interruption
on one or more workstations. In addition, a failure on one workstation does not stop another workstation
from continuing.



Icons

The icon bar in Pastel Partner is customisable. You can choose between text buttons and icons, and you
can choose which functions to display on the icon bar:

8 S5elect lcons M= E

" loon Options

™ |cons [ Show lcon Azsiztant | [ Teu | [ Systern Mavigator @ Click O Tauch
" Process " Reports " Edit

Journals / Cash Book Trial Balance Cuztomers

Cuztomer Documents Income Statement Suppliers

Till Journals
Suppler Documents
Inwventary Journals

Bank Feconciliation

EE EIE S

Balance Shest
Entry Tope Details
Detailed Ledger

Balance Enguiry

| rventony [kems
Job Codes
Budgets

Billz of katerial

[l E ke e e e |

Restore Company

Exit Pastel

[ et st .

Supplier Balances

Supplier Trangzactions

(12 (Y g 19 (0 1 (5

b anufacture ltems Cazh Book Detailz Linked Codes
" Files T Litilitiez
Customer B alances
Dpen Comparny Calculator
Customer Tranzsachions
Backup Company Haotepad

v

x Cancel

You select a function simply by dragging its icon onto the icon bar. In the same way, to remove an icon off

the icon bar, simply drag it onto the Select Icons window.




General Ledger

Consolidations

Budgets
General Ledger Report Writer
Financial Periods

Entry Types
Process...Journals/Cash Book



Consolidations

You can consolidate general ledgers from different companies into a new company. Pastel creates
general ledger balances in the new company, which represent the totals of all the balances in all the

companies you consolidate.



Budgets

In Pastel SOHO Accounting, you enter budgets on each general ledger account. Pastel also keeps last
year budgets for comparative purposes.

Pastel Partner Accounting version 4 has some major improvements as far as budget processing is
concerned:

¢ You can enter next year budgets. This lets you create budgets before the year end. They become the
current year budgets when you process the year end procedure.

¢ You can adjust budgets globally, by a value or a percentage, by a range of accounts and / or
categories. You can also round them at the same time. This lets you, for example, increase budgets
on all expense accounts by 5%, and round the increased value to 1.00 at the same time.

¢ You can create budgets from any other actual or budget value. For example, you can create next year
budgets from the current actuals.

¢ You can create your own budget variance reports using the general ledger report writer, which we
discuss in the next section.



General Ledger Report Writer

The general ledger report writer allows you flexible access to current and last year actuals, and current,
last year, and next year budgets. This enables you to write custom balance sheet, income statement,
and budget reports, amongst others.

You can print any of these values, as well as percentage or value variances between them.

You can show these values as a percentage of a specified account or category. For example, you can
analyse income and expenditure as a percentage of total sales.

Output can be sent to the printer, to the screen, or directly into spreadsheets and word processors.

Here is a screen which shows report lines being defined:

Commands T Header T Columns T Lines T Bun

Skp| Pt oC Sup Desc Formula Sub Mgt

2 |Yes Credit Ha CAPITAL EMPLOYED I

1 |[¥es Credit Ha ================ (

1 |[¥es Credit Ha MEMBERS LOAMS ACCR20000 1

1 |[¥es Credit Ha INMWVESTHENT IN COMPANY ACCR25000 1

1 |[¥es Credit Ha UMDISTRIBUTED PROFIT ACCRI0000+CT19+CT16+CTOE 1

1 |Yes Credit Mo _sC I

1 |Yes Credit Mo TOT1 I

1 |Yes Credit Mo _DbC I

2 |Yes Credit Ha EMPLOYMEMT OF CAPITAL (

1 |Yes Credit Mo N+
«_| B

Inzert Bow




Financial Periods

Instead of being fixed, you can define you own periods. You define, for each year, how many (1-13)

periods there are, and their date ranges:

¥ Setup Periods

Thiz ear Penods

Laszt v'ear Penods

" Pernod Mumber— —
_ Fer Dezcrption Start End x Cancel
Mumber of Periods o 0107495 /07495
i 02 | August 01/08/95 /08495
Current Period 03 |September 01/09/95 30/09/95
04 |October 01/10/95 3110/95
05 |Maovember 01/11/95 30/11/95
06 | December 01/12/95 312/95
[Auto Create | | 07 |January /01496 N6
08 |February 01/02/96 29/02/96
[ UseEndDate 09 |March 01/03/95 3/03/96
10 | &pril 01/04/96 30/04/96
Create

In Pastel SOHO Accounting, you can work in any period at any time. In Pastel Partner Accounting version
4, you can optionally force a user to work in one period only. This is useful where you have an operator
who is doing data entry for you. Standard data entry should only take place in one period at a time.




Entry Types

Pastel SOHO Accounting has 12 fixed entry types, and three cash books. In Pastel Partner Accounting,

you can have up to 32 entry types and 10 cash books, and each of these is user-definable:

¥ Setup Entry Types

Mo | Description ‘ Dr/Cr E%né{:illn gzit Curency E.:Eléunt Bank Account Description
1 Dr 1 0- 240000 | Current Bank. Account
2 |Bank - Depositz Cr 1 0- 3404000 | Current Bank Account
3 | Foreign Payments Dr v 2 2- 347./000 | Univerzal B ank

4 | Foreign Receipts Cr v 2 2- 347./000 | Univerzal B ank

8 |General Journal Dr 1]

E |Sales Dr 1]

¥ |Sales Credits Cr 1]

8 |Custorner Journals Dr v 1]

3 |Purchazes Cr v 1]

10 |Purchasze Aeturms Dr v 1]

11 | Supplier Journalz Cr v ]

12 | Irventory Journals Dr v ]

13 | Manufacturning Jrlz Dr ]

14 | Currency % ariation Dr ]




Process...Journals/Cash Book

The Process...Journals/Cash Book menu option is where you do a lot of processing work in Pastel. You
use it for all cash book transactions, as well as general ledger, customer, and supplier journals.

Pastel Partner version 4 has many additional facilities over and above Pastel SOHO Accounting in this
area. Some of these are:

¢ Pastel remembers the column sizes and positions that you set, per entry type and per user. This
means that you can customise your input screens.

¢ In recurring batches you can set the number of times for a transaction to recur. If you are paying a
lease for a fixed number of months, for example, Pastel deletes the recurring line once the number of
months is complete.

You can also create transactions which recur at intervals longer than one month (e.g. quarterly,
annually).

e Besides recurring batches, you can also create postdated batches. The difference between recurring
and postdated batches is firstly that with postdated batches you copy items which are in a date
range, and secondly that once a line copies from a postdated batch it deletes automatically.

For example, if someone pays you with three postdated cheques, enter each one on its own line. In
each month, as the transaction becomes due, it copies and deletes.

¢ You have more settings per entry type, which lets you better automate data entry. Per entry type per
user, you can choose whether to repeat descriptions, automatically invoke the open item screen or
not, use multi-currency, use inclusive or exclusive entries, what the default tax type is, and whether to
increment references once at the start of the batch.

¢ You can use the notepad to create abbreviations for often-used descriptions.
¢ You can sort a batch by account number, reference, or period, in ascending or descending sequence.

¢ You can update all outstanding batches, not just one batch at a time.



Job Costing

Job codes let you analyse across general ledger accounts. First, you create job codes, which consist of
a unique code and a description. Whenever you process transactions such as journals, cash book
entries, invoices, and inventory journals, you can assign a job code. Pastel can then produce a report for
each job code, showing you the income and expenditure against each job.
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Inventory Items

Inventory items are more sophisticated in Pastel Partner version 4. For example:

¢ You can decide if the description and unit can be changed while invoicing. In Pastel SOHO
Accounting, you can always change the item. If you fix the description and unit, you ensure that an
inventory code is always used to sell the same item, which gives you far more control.

¢ Instead of just being discountable or not, as in SOHO Accounting, you can choose whether to apply
invoice discount, settlement discount, only one, or both discounts, per item.

¢ You can enter and use a bar code.
¢ You can have a bin number.

¢ You have far more flexibility with selling prices. We discuss this in detail in the next section.



Inventory Selling Prices

Pastel SOHO Accounting has a selling price per inventory item. Pastel Partner version 4 gives you
incredibly powerful flexibility when it comes to selling prices. If you don't need these prices, then they
don't get in your way or complicate your life. But if you do need them, they are an indispensable aid:

¢ You can create up to three separate selling price lists. You can name each list (for example, Retail,
Wholesale, Special). You can enter exclusive or inclusive prices for each price list on every inventory

item:

Selling Prices

Exclusive Incluzive| G.P. % G.P. Amount
Retail 240000 92 4000 50.00 42 0000
Dealer F0.0000 7.0000 40.00 28.0000
Distributor £3.0000 £3.3000 2333 21.0000
o You can globally calculate a price list as a percentage mark-up on either the cost price (e.g.
Retail=Cost+60%) or on another price list (e.g. Special=Retail-20%).
o You can create a special price for each inventory item. The special price has a date range, and

will override the normal price list price. This facility lets you, for example, put items on special for one

week.

¢ One irritating aspect of running a business is implementing new selling prices. You have to calculate

and prepare new price lists in advance, have new labels with the new prices, and enter the new
prices on the computer. Most of the time, you have to do all this outside of your accounting system,
and then enter and check the prices the evening before you implement them. Not so with Pastel. You
can create and manipulate your future selling prices in Pastel itself, without affecting your current
prices! Also, you can print new price lists and price labels. And you can do this way before you
actually have to change the prices. When you are ready to start using the new prices, you run a
simple price changeover routine which automatically swaps the old and new prices around - and in a
few minutes you're ready to run!

¢ At the most detailed level, you can create a custom price list per customer! In other words, you can

negotiate prices with a customer, for some or all inventory items, which are totally different from any
of the standard price lists. These customer prices can be quantity based - for example, this is the
price for 1-5 items, this is the price for 6-10 items, and so on per inventory item:



-~ Edit Customer Prices

" Dizcount Details
Customer Code
{ 440003 | | sckeman, Mr R || Home Currency

[Fventomn Code Exp Date From Gty 1 Price 1 Fram Gty 2 Price 2 From Gty 3
05/03/97 1.00 1800.00

Cost Price Drigtributar
| 1,300.00 2,500.00 2.300.00 2,200.00 Delete Line Cloze

The advantage of all these facilities is that Pastel automatically and intelligently senses which price to
apply when you invoice. When you create a customer, you tell Pastel which price list the customer
normally uses. Pastel checks for customer prices, special prices, and which price list to use, and it puts
in the appropriate price automatically.

Think of the advantages of this. For example, you can negotiate special deals with many customers, and
your operator does not have to remember which price to charge which customer - Pastel does it for you!



Inventory Counting

You can perform an inventory count ("stock take") at any time. To do this, you take a "snapshot" of your
inventory quantities at a certain point in time. You can choose which items to snapshot by ranging on
inventory codes, inventory groups, or bin numbers.

You then perform the physical counting of the inventory. Once the physical count is complete, you can
continue processing in the normal manner.

When you are ready, you enter your physical quantities into Pastel and then produce a variance report.
Once you resolve the discrepancies, you can update and Pastel adjusts items as required.



Inventory Journals

Inventory journal processing is more flexible. For example:

¢ Pastel remembers the column sizes and positions that you set, per user. This means that you can
customise your input screens.

¢ You have more settings, which lets you better automate data entry. Per user, you can choose whether
to repeat descriptions, repeat job codes, and increment references.

¢ You can sort a batch into inventory code sequence.



Negative Quantities

Pastel SOHO Accounting allows inventory items to go into negative quantities. In Pastel Partner version
4, you can prevent negative inventory. This lets you keep a tighter control of your inventory.



Inventory Reporting
Some additional inventory reports in Pastel Partner version 4 are:

¢ Slow moving reports by date or quantity

Price lists

Inventory history in sequence of entry

Count sheets and count variance reports.

Inventory labels can print bar codes in various bar code formats.



Customers

We have already seen the tremendous flexibility which Pastel Partner Accounting version 4 gives you in
terms of selling prices. In this section, we look at other enhancements in the way Pastel Partner version
4 handles customers.

More:

Selling to Customers
Interest on Overdue Accounts

Customer Account Fields
Other Customer Processing Features / Enhancements



Selling to Customers

New Documents

In Pastel SOHO Accounting, you can process invoices and credit notes as customer documents. In
Pastel Partner version 4, you can process additional documents. These are:

¢ Quotations
e Sales Orders

e Debit Notes.

Pastel Partner also allows you to print a supporting document with each document. For example,
invoices can have delivery notes, which show quantities and no values.

We will concentrate on quotations and sales orders. These documents are almost identical to invoices
and credit notes. Quotations have an expiry date, and sales orders have an expected delivery date.

The processing of quotes and sales orders is done in the same way as the processing of invoices and
credit notes. Therefore, you only learn how to process one document, and you know how to process the
rest.

Pastel Partner version 4 allows you to link quotes, sales orders, and invoices. You can create sales
orders from quotes, and you can create invoices from quotes or from sales orders. Therefore, you could
give your customer a quotation, automatically create a sales order from the quotation, and then
automatically create the invoice from the sales order.

When you link documents, you do not have to use all of the original document:

Create [moice From Quotation /
Code Dezcription IInit Price| Gty on Hand Line Gty Gwto Use| Selected | #
POLE Butterfly Pole 2100 4337 .00 234.00| 23000 W
STICEK. Stick for Butterfly Met 0.570 4332.00 234.00 23000
*
Create x Cancel

You can select all lines, some lines, or partial quantities on lines.
In addition, once you link, you have some choices:

¢ You can delete the quote or sales order, irrespective of whether you used all the items.

¢ You can leave the unused items in place in the original document. For sales orders, this would then
represent back orders.

¢ You can leave the full original document in place. You could use this in a tele-sales situation, where
you get regular orders from customers.



On the reporting side, you can produce reports of outstanding quotations and back orders. You can do
these in item sequence, customer sequence, or document number sequence.

Recurring Invoices

You can enter recurring invoices in much the same way as you enter recurring journals. If you invoice
maintenance, subscription fees, or any other regular amount, this can save you a lot of time.

The recurring invoices can be set up to recur at intervals other than one month - for example, annually,
quarterly, and so on.

Make One for All

This is a variation of recurring invoices, which is much less work if you send the same, or similar,
invoices to a large number of customers.

Here, you create one invoice. You then tell Pastel to create the invoice for a range of customers. This
range is based on the customer category.

So, for example, if you charge some customers annually for maintenance, others quarterly, and yet
others monthly, assign a separate customer category to each of these three types of customers. Then,
create an annual invoice, and apply it one operation for all annual customers. Do the same for your
quarterly and monthly customers. You only create three invoices, and Pastel can invoice thousands of
customers without you doing anything else!

Invoice Lines on Statements

In Pastel Partner version 4 you can tell Pastel to move each invoice line onto a customer's statement,
instead of just one line per invoice. This lets you produce a combined invoice and statement.

One type of user who can use this feature is a medical practitioner, who can then track each line of an
invoice for medical insurance payment purposes.

Other Invoicing Features

In this section we look at the actual invoice processing itself. Naturally, the same features apply to
quotations and sales orders as well.

Overdue Checking When Invoicing

As you invoice, Pastel checks whether the customer is over their credit limit. This happens in both Pastel
SOHO Accounting and in Pastel Partner version 4. Pastel Partner is more sophisticated in that it will tell
you, as you enter the invoice, if this will put the customer over the credit limit.

In addition, in Pastel Partner version 4, you can also tell Pastel to calculate the ageing at invoicing and
determine whether the customer is currently overdue on a payment. This gives you automatic, on-line,
credit control.

Column Positions and Sizes are Remembered

As with the other processing screens, you can customise the input columns. Pastel remembers, for each
user and each document, how you size and position the columns.

Insert Lines Function

In Pastel SOHO Accounting you insert new invoice lines at the end. In Partner version 4, you can insert
lines anywhere in the invoice lines.

Finding an Inventory Item Quickly

Pastel Partner version 4 gives you alternative methods of accessing inventory items, other than entering
their codes. These are:



e Bar Code You can use the bar code instead of the inventory code. If you have a bar code scanner
connected to your computer, you can scan the code in.

¢ Inventory Abbreviations You can create abbreviations for common items. Operators can use
shortened versions of the inventory code, which they can learn much easier. You can bring up a list of
the abbreviations, and the operator can pick one:

Abbreviations Zoom [ <]

I"."'."."."'."I."ID E:.":".E .z '.'I 7
ACC WAWACET A2
55 W SSHEET A3
WP W AWORDPAYS
4| | >
v ak. x Cancel

You can even tell Pastel to search the abbreviations list first, and then, if the code is not found, to
look for the code in the inventory file.
Speeding up Invoicing

In Pastel Partner version 4, you can process invoices in Quick mode. In this mode, you enter only the
item code (using any of the means described above). Pastel then invoices a quantity of one at the
correct selling price for the customer, and moves immediately to the next line. You can switch between
Quick mode and Normal Mode in one keystroke or mouse click.

Multiple Remarks Lines

In Pastel SOHO Accounting you can enter remarks lines on invoices. Although you can enter as many
lines as you require, you enter one line at a time.

Pastel Partner version 4 extends remark line processing in two ways:
¢ You can open a window and enter as many as ten lines of remarks at once.

¢ You can create a library of standard remarks. Each library item can contain as many lines as you
require. You simply select the library item, and Pastel pastes all the lines into the invoice. This feature
is very useful if you have lengthy standard descriptions.

Inclusive / Exclusive Processing per Invoice

In Pastel Partner version 4, you can set up a default tax processing method (exclusive or inclusive) for
each customer. When you produce an invoice for a customer, Pastel uses that default. Even then, you
can change the default for each particular invoice.



Interest on Overdue Accounts

You can optionally calculate interest on overdue amounts for customers. For each customer, you can set
whether interest should be calculated, and if so, at what ageing period:

<MOME=>
Orne Period After Terms

30 Daus
B0 Days
90 Days
120 Days
You instruct Pastel to run through all the customers and calculate interest at a period. Pastel then creates
interest transactions for all relevant customers.




Customer Account Fields

In this section we list new fields which are on the customer account. This list is not complete, as other
new fields are discussed in sections on their own.

e Multiple delivery addresses Instead of one delivery address, as in Pastel SOHO, you can have

multiple delivery addresses in version 4. Each delivery address has its own sales code, contact
information, etc.

e Suppress statement You can, for each customer, suppress the aged messages from printing. Only
the current message prints for those customers. You can also suppress the printing of the statement
completely for a customer.

e User defined fields You can have up to five user defined fields on each customer record. You can
name the fields, and use them for anything you like. You can access and print the user defined fields
on invoices. One good use of this feature, for example, is for medical practitioners who can print
dependant's names on the invoice.



Other Customer Processing Features / Enhancements

Sales Analysis Codes

You can now define commission values, based on either gross profit or sales. You can define up to five
breaks:

I Thiz ear Balances I Laszt Year Balances
" Pay Commizzion On
o |
C) Gross Prafit @ Sale:

| Paste |

Range T arget Aot Commigzion &

From 5,000.00 ko 3.953.00 A000.00 10.00

Frarm 10,000.00 omvward 1000000 15.00

0.00 0.00

0.00 0.00

0.00 0.00

You can print out a commission statement which uses the values you enter and calculates the
commission due.

Customer Categories

You can create a customer category in much the same way as you have inventory groups. Customer
categories let you group and analyse customers. You can produce various reports in customer category
sequence.

Delete Inactive Accounts

You can define a period of inactivity, and Pastel will delete all zero balance customers who have been
inactive for the specified period.



Suppliers

Most of the customer enhancements are mirrored in supplier processing, and we will not repeat them
here.

More:
Purchase Orders

Additional Cost Invoices



Purchase Orders

You can create purchase orders and link them in the same manner as with customer sales orders and
quotations.



Additional Cost Invoices

One important feature which is specific to suppliers only is the ability to handle additional costs for
inventory items.

This feature is commonly used where you purchase an item from an overseas supplier. Once you
capture the supplier's invoice, you invariably receive other invoices for the item, which affect the item's
cost. Examples of these items are shipping charges, clearing charges, and so on.

The additional cost option on the supplier invoice lets you add to the cost of an inventory item, without
adding to its quantity, and without having to do a manual inventory journal.



Control Centre

Pastel's Control Centre is a versatile enquiry and management tool. The Control Centre lets you:
¢ View balances or daily movements for financial categories and general ledger accounts
¢ View quantities on hand or daily quantity movement for inventory items

¢ Check which users are active on a network.

Here is a typical Control Centre screen:

[~] Pastel Control Centre [_demo - Mon.._ [I[=]
File Taoolz Help
S =& e -wwacctavz [
Sales Accounting Software Wer 2
| -1z336.18| I | 75.00

You configure what you want the Control Centre to monitor. You save the configuration information in a
format file, which you can retrieve at any time. You can save multiple configurations, and you can copy
these from one company to another if you need to.
You can tell the Control Centre how often to refresh the values. If you set this to, say, ten minutes, then
the Control Centre "wakes up" every ten minutes and refreshes the values.
You can also force the Control Centre to remain on top of all other windows on your screen. This gives
you immediate access to critical values whatever else you are doing.

The Control Centre is separate from the processing program. Managers can safely use it without
affecting processing in any way, since Control Centre never writes to Pastel's accounting files.



Manufacturing
Pastel's manufacturing capabilities have two aspects:

¢ Manufacturing This lets you create products as items in your item file, using other existing products
as raw materials.

¢ Linked Codes This lets you enter one code when you invoice, and Pastel brings up many inventory
items.

More:
Linked Codes

Manufacturing



Linked Codes

A linked code has two elements:

¢ A unique link code with its description

¢ Alist of the inventory items which belong to this code, along with the quantity of each item.

Here is an example:

Linked Code Linked Code Description

I Hwi /PALC | 486 Camputerddccounting Py Pape
|nventory Code [ILiattity IInitz | Descriptian Retail
/001 4 00(EACH | Conzulting - On Site 200.00
GD/486/50 1.00(EACH | Computer & Colaur 2500.00
|1 00584 1.00|EACH | lnwvoice Paper 2 part 101.00
S/005 1.00|EACH | Statement Paper - 1part +0.00
WA MACCT A2 1.00|EACH | Accounting Software YWer 935,00
Wl A ORDPAS 1.00|EACH |"Wordprocessor Software 293.00
4| | b

Delete
" Totals
Cost Price Dhigtribwkar
215417 4265.00 A679.00 3208.00

You use linked codes when you process customer documents. You can access linked codes in various

ways:

¢ You can tell Pastel you are using linked codes and then enter the code

¢ You can tell Pastel to search the linked codes if the code you enter is not an inventory code or an

abbreviation.

Once you enter the linked code, Pastel brings up each item you linked to the code. Each line becomes a
standard invoice line.

You can therefore use linked codes as abbreviations for many inventory items. Some other uses of

linked codes are:

e Container items

¢ Replacement of one item by another, without your operators having to remember the new code.



Manufacturing

You can create manufactured inventory items from other inventory items. Items which you manufacture
we call manufactured items. ltems which you use to manufacture we call component items or raw
material items.

The Manufacturing Process
The manufacturing process is as follows:
¢ You specify the components you require to manufacture the item. You do this in a bill of material. In

the bill of material, you specify the component items, additional cost prices, and optionally, selling
prices or cost markups.

¢ You perform the manufacturing process, which takes raw materials out of the component items and
places the cost into the cost of the manufactured item.

¢ You may need to reverse manufacture (or unmanufacture) some or all of the manufactured items. You
do this if you manufacture with incorrect prices, or if you need some of the raw materials for other
uses.

When you invoice a manufactured item, you treat it like any other inventory item. Your customer does
not see the component items.

Here is a typical screen showing the components of a bill of materials:

Billz OF b4 aterial ] Componentz/Cogts I Selling Prices
[rventomn Code [Iuiattity IInits | Dezcription Cost Price a
3. 200/ EACH | 3.5" dizks pack of 20 2000
[ 100624, 1.00(EACH |lrvoice Paper 2 part G0.00
S/005 1.00(EACH | Statement Paper - 1part 40.00
Delste Compaorients 120,00
Labour R.00
Direct Coztz 1.00
Other Costs
Tatal 126.00

At the same time, you can determine the selling price of your manufactured item, and instruct Pastel
whether or not to update the selling prices when it manufactures the items:



Pastel shows you how many of your component items are available and required. When you
manufacture, Pastel moves the items out of the component items, and increases the quantity on the
manufactured items.



Point of Sale
Pastel's point of sale system enhances your invoicing capabilities:

¢ When you complete a point of sale invoice, Pastel brings up a screen in which you can process the
customer's payment:

& Cash 5ale Payments =]

_ Custorner Details

Irvoice | | Due | | | | Mame I |
(& Cazh Salz Address

) cap

(") Charge to Account

Fayments Telephone | |
Cazh 100.00 Message | |
Cheque

Crecit Card

Voucher

Paid so Far [ oo

5til to Pay [ o000
Change 21 90 Return to Lines Cloze

o You can have a customer display window which shows values you are entering in large
characters. You can size the window to suit your requirements:

- P =T

QTY/PRICE 1.00 * 71.00

TOTAL 78.1

o Once the shift or day completes, you can get reports on all payments received:




. Point of Sale Reports M=l E3

" Reports Yiew Beparts

Cuztanding COD=
x Cancel

Paid-Outs Journal

Cheques Received
Credit Cards
Wouchers

-
-
-
-
-
-

Crrawer Open Audit Trai

Here is a typical point of sale cycle:

1.

Supervisor enters float for operator The supervisor enters the value of the float in the operator's
till.

. Supervisor opens the shift for the operator The supervisor must first open a shift for an operator

before they can process point of sale documents.

. Operator processes sales for a shift or a day This includes invoices, credit notes, paid-outs

(where amounts can be taken out or put into the till), and COD sales and receipts.

. Operator does a cash up The operator cashes up and enters total values into Pastel.

. Supervisor closes the shift The supervisor reconciles the operator's balance with the balance in

Pastel, and then closes the shift.

. Supervisor does a day end Once all operators cash up, and the supervisor cashes up for each

operator, the supervisor can end the day. At this point Pastel clears various files and produces
various reports.

The supervisor can see at a glance what the status of each shift is:

8 Supervisor Processing M= E3
zer 5 I |Jzer B I Uszer 7 I zer 8 I Idzer 9
* Mike I Pete I Idger 2 I IJzer 3 I Lzerd
Operator Operator| | Computer|  Computer| | WYariance ]

Oty alue Oty Vialus Oty Wariance Walue
Cazh 1] 0.00 7810 -F8.10
Paid-Outz 1] 0.00 0 0.00 ] 0.00
Cazh + Paid-Outs 1] 0.00 0 7810 ] -F8.10
Cheques 1] 0.00 0 0.00 ] 0.00
Credit Cards 1] 0.00 0 0.00 ] 0.00
Youchers 1] .00 ] 0.00 ] 0.00
TOTAL 1] 0.00 0 7810 ] -F8.10

Float Wiew Paid-Outs Open Shift Close Shift n

Print Wariance Froceszs Day End... Cloze










