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[bookmark: _Toc290296381][bookmark: _Toc290296382][bookmark: _Toc290296383][bookmark: _Toc290296384][bookmark: _Toc290296385][bookmark: _Toc290296386][bookmark: _Toc139360650][bookmark: _Toc290296387][bookmark: _Toc293582208][bookmark: _Toc294606834][bookmark: _Toc294792612]Maintenance Reports
These reports are helpful for managing your suppliers, doing inventories and general stock control.

[image: Backoffice]

[image: ]
[bookmark: _Toc290296388][bookmark: _Toc293582209][bookmark: _Toc294606835][bookmark: _Toc294792613]
Print a Report
Click the report you wish to print.
Under the master data reports you find reports concerning merchandise management and customer conditions. For supplier reports and inventory reports, a window with the relevant data is displayed and the print icon is active. For the Inventory, Current Stock, Purchases and Open purchase orders reports, a wizard enables you to print the report.

[bookmark: _Toc294792614]Direct printing
1. If needed, refresh the data with the icon. [image: ]
[image: ]
Click the Print button. [image: ]
The Reports window opens.



Now click on the Preview button.
	
	


"Order by" selection window
Article Number	The report is sorted by article number.
Name		The report is sorted by article name.
Article Colour		The report is sorted by article colour.
Article size		The report is sorted by article size.
Warehouse		The report is printed according to warehouse.
Descending		If this box is ticked, the report will be sorted in descending order according to the selected criteria. 

Select the criteria to be used in sorting the report.
Click the button OK.






[image: ]

You are now in the List&Label preview. By using the Print button on the menu bar,

[image: ]. 


You can print the displayed page or all pages. You can select the printer to be used by right-clicking on the printer icon. By rolling your cursor over the additional functions you will see popup tool tips. 

[image: ]

Here you have the windows-standard printer selection dialog along with the choice of pages to print.

In the first field you see the printer selection, in the second field the current printer selection which can be changed with the button “selection”, and in the third field the optional page settings.

Start printing the report with the button “OK”. 

[bookmark: _Toc294792615]
Printing with the Wizard
[image: ]

Input Fields
Selected Report		With the "New", "Edit" and "Remove" buttons reports can be created, changed and deleted.
Condition	With the buttons "New", "Clone", "Edit" and "Remove" you can save and edit standards (conditions).
Buttons 
New	Create a new report/condition.
Edit	Edit a report/condition.
Remove	Delete a report/condition.
Clone	Copy a condition.	
Exit	Leave the wizard without entering or transferring any data. 



1. Select the report and any corresponding conditions.

Click the button Next. 

[image: ]

Input Fields
[bookmark: _Toc290296389]Start code	Input field for the lowest article number that should appear in the  report.
End code	Input field for the highest article number that should appear in the report.
Start date	All dates after this date will be included in the report. The date can be entered manually or by using the calendar sheet.
End date	All dates before this date will be included in the report. The date can be entered manually or by using the calendar sheet.
By Interval	If the By interval field is selected, the report can be limited to a time period after the given date. 
By year	If this field is selected, the report can be limited to a specific year.
By month	If the By month field is selected, the report can be limited to a specific month. 

Enter a time period for the report. 

Select the corresponding warehouse by moving it with the arrow button  into the window on the right.  

Click the button Next.  

[image: ]

Input Fields
Stock
All Articles	If this field is selected, all articles will be considered in the report.
Only articles with stock 	If this field is selected, only 
or stock movements	articles with stock or stock movements will be considered for the report.

Select the corresponding criteria for the report and then click the Next button. [image: ]
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Select the article families to be used for the report

Click the Next button.  .
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Select the corresponding sale groups for your report by moving them with the right arrow button into the right-hand window. 

Click the Next button. 

[image: ]




Select the corresponding search groups for your report by moving them with the arrow button  into the right-hand window and then click on the button. 
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Select the corresponding suppliers for your report by moving them with the arrow button  into the right-hand window and then click on the Next button.  .
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Select the corresponding sort criteria for your report by moving them with the arrow button into the right-hand window. [image: ]
Click the Next button [image: ].
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All data relevant to the report will be consolidated.

Buttons
Stop	Stop the print preparation process.
Preview	With the preview button you can see the report before printing it.
Print	Print the report.
Export	Export the report.
Designer	Open the Designer.



Click the”Export” button. 

[image: ]

Here you are give the Albatros-standard option of exporting the data in another format. Select the desired format and export the report with the "Start" button.

[bookmark: _Toc293582210]
[bookmark: _Toc139360652][bookmark: _Toc290296390][bookmark: _Toc293582211][bookmark: _Toc294606836][bookmark: _Toc294792616]
Print barcode labels
1. Articles must be selected before they are visible in this window! 
Click the icon to print barcode labels. [image: ]
In the next window the articles selected for barcode printing will be displayed. The articles can be filtered with the drop-down menus "Warehouse" and "Family". 

[image: ]


Select the articles for which you wish to print barcode labels. You can select all articles by holding in the shift key and using the right mouse button or select individual articles by using <Ctrl> left-click. 
[image: ][image: ]The printer icon opens the dialog for printing barcodes based on List&Label (laser or ink-jet printers with sheet-fed labels). 
The "Barcode" icon prints the barcode labels on a simple label printer.  
With the print icon you are taken to the "Print' menu. For each article, as many labels will be printed as there is inventory in the warehouse.
You can define whether only one label will be printed (when you are not labeling all articles but rather a code sheet for the cash register) or according to quantities on hand (See comment 1).
[image: ]
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With the "New Entry" icon new articles for the barcode print can be selected. [image: ]
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The articles can be marked with multi-select.
Save the selected articles with the Save icon. Next you are returned to the main dialog. [image: ]

[bookmark: _Toc290296391][bookmark: _Toc293582212][bookmark: _Toc294606837][bookmark: _Toc294792617]Customer Conditions 
This is a report that displays all customers’ conditions and can include greenfees, rangefees, balls allowed, days of the week and month allowed to play etc.


1. When clicking on this option you will have the following filtering and sorting options:

[image: customer conditions]
Display all customers	The report displays all customers.
Use extra filter			You will be given other variables to filter by
Sort by customer		The report is sorted by customer.
Sort by condition		The report is sorted by condition.
Descending			The report is descending by condition levels.

When you click use extra filter and you click on the search button next to the option, this screen will appear, giving you numerous other fields to filter the results.

[image: extra filter for customer conditions]


When you have selected OK to get a preview of this report, this is what you will see:

[image: Customer Conditions Report]
[bookmark: _Toc290296392][bookmark: _Toc139360653][bookmark: _Toc290296393][bookmark: _Toc293582213][bookmark: _Toc294606838][bookmark: _Toc294792618]2.  POS Reports
[image: ]

Filter Options
Document Date 	If this tick box is active, the entered date range is used as a filtering criterion.
EoD Closing Date 	If this tick box is active; the entered End of Day is used as  filter criterion.
Start date 	Input field for the relevant start date for the report. 
End date	Input field for the relevant end date for the report. 
All	If this box is ticked, all sale groups, search groups and families will be evaluated. If this box is unticked, individual areas can be selected. 
Buttons
Preview	With the preview button you can see a report before it is printed.
Print 	Print the report.

Designer	With the Designer, individual format changes can be made to the report. More information about using the Designer can be found in the Designer User Manual. 
Export	With Export, you can export data in various formats.
Cancel	With the Cancel button you can cancel your selection and jump to the previous List.

Reports
Monthly Financial	Monthly overview of sales sorted by sales groups.
Weekly Financial	Weekly overview of sales divided into time periods and sorted by sales groups.
Monthly Payment	Monthly overview of receipts and payments to customer accounts. 
Weekly Payment	Weekly overview of receipts and payments to customer accounts. 
Green fee1	List of green fee / range fee sales sorted by club with customer data.
Green fee articles2	List of green fee / range fee sales sorted by customer.
Green fee3:	List of green fee / range fee sales sorted by club without customer data.
Ball article1	Report of ball automat bookings sorted by club. This report is only available when the PORTMAN program is being used.
Ball article2		Report of ball automat bookings sorted by Customer. This report is only available when the PORTMAN program is being used.
Ball article		Report of ball automat bookings sorted by customer 
(group by customer 	subtypes. This report is only available when the PORTMAN 
type)	program is being used

Discount reports		List of the discounts given by Articles, Customers & Users
Family	Sales report for a selected time period sorted by family.
Family details	Sales report for a selected time period sorted by families.
Sales group	Sales report for a selected time period sorted by sale groups with profit data by grouped in percentages.
Search group	Sales report for a selected time period sorted by search group.
Users Sales groups	Sales group income sorted by employees. 
Users Sales groups details	Sales groups income with articles sorted by employees. 
Sales groups with cost
price	Article sales by sale group with profit data

Daily movements	Daily bookings sorted by booking type.
Payments grouped	List of payments by payment time with total.
Daily Payments	List of daily payments with employee data, sorted by document type.
Account of Day report	Article sales sorted by sales group with purchase/sales price and profit.
VAT report	Bookings sorted by VAT rates and sales groups.
Bank report	Totals by payment type and taxable portion.
Customers account	You can print the following reports with these options: 
Account statement 	Statement of the booking records for the corresponding time period
Bookings with payments 
from 
Direct / Account	Customer list with booking record and total

Customer account 
detail report	Customer's account summary 

Balance report	List of customer account balances
Credit Limit	List of customer credit limits
Payments / Charges	Lists all payments and charges to an account
to account	sorted by day

Sold Articles	Income report by payment type per sales group.
Paytypes / Articles	Income report by payment type per payment method
Sold Articles2	Lists all article sales by customer.


Sold articles by	List of sold articles per supplier.
Suppliers

Sold articles by 	Lists all sold articles with customer
Customers	information – detailed report

Sold quantity of articles	Lists green fee and driving range
to customers:	sales to customers.

Sold articles documents	Lists all sold articles.
Daily situation 
(Sales groups)	Daily list of sold articles by sales groups

Daily situation (Families)	Daily list of sold articles by family.
Year 	Yearly evaluation sorted by sales groups.
Sales group

Year	Yearly evaluation sorted by family.
Family

1. [bookmark: _Toc293582214][bookmark: _Toc294606670][bookmark: _Toc294606839][bookmark: _Toc294607008]
[bookmark: _Toc139360654][bookmark: _Toc290296394][bookmark: _Toc293582215][bookmark: _Toc294606840][bookmark: _Toc294792619]
 2.1 Print a report
1. Click on the desired report and in the window that opens click on the button Preview.

You are now in List&Label and can view and edit pages with the option from the toolbar.

[image: ]


Start printing the report with one of the buttons  - depending on whether you want the current page or all pages. [image: ]
By right-clicking on the icon you can bring up the windows-standard printer selection dialog along with the choice of pages to print.
To start the print job, click the button OK.

NOTE: If you made an incorrect choice, click the Cancel button.



[bookmark: _Toc139360655][bookmark: _Toc290296395][bookmark: _Toc293582216][bookmark: _Toc294606841][bookmark: _Toc294792620]Booking (add-on module to Reception)
In the RESERVATIONS menu you find various tee sheets. 

[image: ]

Filter Options
By interval (“dates”)	If this button is selected, a date range can be entered in the input fields.
By year	If this button is selected, the start list is filtered for an entire year.
By month	Filtered for a month, where month and year must be entered.
By day	Filtered for a particular day, where year and month must be entered.
By calender week	Filtered for a particular calendar week, where the year must be entered.


The corresponding tees can be selected with the appropriate tick boxes. If the "Show with free time" box is ticked, the unbooked tee times will also be displayed. The "Update table" button reloads the assigned reservations.

Automatically update	If this box is ticked, the tee sheet will be
the table	automatically updated.


[image: ]


With "Customer conditions" right at the bottom of the page the tee sheet can be filtered according to various customer types and sub-types, similar to the way as you create a selection in Members.

[image: ]


Lists
Tee sheet	Listing of all reservations by time with customer information.
Tee sheet (full)	Complete start list with customer information and free times.
Tee sheet (1 Line)	Listing of all reservations. One line per flight is created.
Tee Sheet (full, 1 Line)	List of all reservations with free times. One line per start time is created.
Tee sheet for club	Start times grouped by club. The clubs can be selected in the following window.

[image: ]


Tee sheet for player	Prints a confirmation of the reserved tee times for the selected player. The players can be selected in the following window.




[image: ]


Rental list		manage all rental items here                                             
















[image: ]

You create a new rental item by clicking on new, you will then see the following screen to be completed:
 [image: ]
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Article info
[bookmark: _Toc290296396][bookmark: _Toc290296397][bookmark: _Toc139360656][bookmark: _Toc290296398][bookmark: _Toc293582217][bookmark: _Toc294606842][bookmark: _Toc294792621]Articles
New articles are created and managed in the ARTICLES window. 

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list.
Input field	Input field for the topic used to filter the list. 
Save filter	If this box is ticked, the filter will be saved.
Show inactive	If this box is ticked, articles not currently used in Reception will also be listed. 
Warehouse	Selection list for the warehouse used to restrict the item display.
Family	Selection list for the family used to restrict the item display.
Search group	Selection list for the search group. The search group is the main topic used to find an article in Reception. 
[bookmark: _Toc139360657][bookmark: _Toc290296399]Sales group	Selection list for the sales group. The sales group is relevant to the finance office for the breakdown of articles.

2. [bookmark: _Toc293582218][bookmark: _Toc294606674][bookmark: _Toc294606843][bookmark: _Toc294607012]
[bookmark: _Toc293582219][bookmark: _Toc294606844][bookmark: _Toc294792622]Create a new article
1. Click the icon Add new record.
The Article Info window opens.

[image: ]



Input Fields
Code	Input field for the article number. The system automatically supplies the next available number.
Barcode	Input field for the 2nd barcode. It is possible to enter a freely-selected PLU number  for the article, which will be used to find the article in Reception. By default the field is empty.
Name	Input field for the article name.
Short name	Input field for the short name of the article.
Note - text used in Reception will be added!
No VAT	Net price of the item. The net price is calculated automatically from the gross price and the corresponding VAT rate, and cannot be entered manually.
With VAT	Gross price of the item.
Observation	Input field for any comments on the article.
Warehouse	Selection list for the warehouse that should be assigned to the article. All warehouses are available that were entered in the WAREHOUSES window. 
Last supplier	Selection list for the suppliers. All suppliers are available that were entered in the SUPPLIERS window.
Unit	Selection list for the article unit. All units are available that were entered in the UNITS window.
VAT Tax	Selection list for the VAT rate. All VAT rates are available that were entered in the VAT window.
Family	Selection list for the family in which the article should be categorized. All families are available that were entered in the FAMILIES window.
Sub-family	The sub-family represents a subgroup (refinement) of the main article family. For example, the term "Men's Outerwear" could be the sub-family for the "Men's Clothing" family. 
Sub-sub-family	The sub-sub-family represents a subgroup (refinement) of the sub-family. For example, the term "Polo shirts" could be the sub-sub-family for the sub-family "Men's Outerwear". 
Colour	Selection list for the article colour.
Size	Selection list for the article size. All sizes are available that were entered in the SIZES window.
Search group	Selection list for the search group. All search groups are available that were entered in the SEARCH GROUPS window. The search group is the main topic used to find an article in Reception. 
Sales group	Selection list for the sales group. All sales groups are available that were entered in the SALES GROUPS window. The sales group is relevant to the finance office for the breakdown of articles.
Art. Allow Discount	If this box is ticked, this means the article can be discounted when sold in Reception.
Art. w/ Stock Control 	If the article is to be subject to stock control,  this box must be ticked.
Art. Extra Tick 	This box must be ticked to enable green fee and range fee ticket printing. 
Is service	If this box is ticked, the article is considered as a service article. A service article does not appear in the sales volume display.
Hide in POS 	If this box is ticked, the article is not visible in the POS-location assigned sales station (Reception).
Allow to change 	If the article description should be changeable at the time of sale, this box must be checked description	
 Available	If the article is available in stock, this box must be ticked.
Competition fee	If the article falls in the competition fee category, this box must be ticked.
Event fee	If the article falls in the event fee category, this box must be ticked.
Open SAGA 	 This button opens an SAGA Round automatically
Round	



Selection Fields
GF or RF Article 	This selection means that the article belongs to the Green Fee / Range Fee article group. This is relevant for the reports.
Ball article 	This selection means that the article is a ball article. A ball article means the range balls dispensed from the automat.
Active	You can completely deactivate an article with this tick box. Caution: If you remove the check mark from this box, the article will no longer be visible, even in Backoffice.

Define the article with the necessary data.

Note 1: Article groups, search groups and sales groups must ALWAYS be entered; otherwise the article will not appear in Reception (search group) and cannot be evaluated in reports.

Note 2: You now have the option to enter the number through the input field or make the selection with the magnifying glass.

Note 3: When creating an article it is also important how a starting purchase and an initial inventory is entered. (Either creation of all articles and initial inventory or supplier quick entry)

[image: ]


Save the entries with the icon Save Entry. 

NOTE! To facilitate article creation, the information for an existing article can be transferred to a new article with the Copy new info to new article button. Only individual changes such as price need to be made. [image: ]

3. [bookmark: _Toc293582220][bookmark: _Toc294606676][bookmark: _Toc294606845][bookmark: _Toc294607014][bookmark: _Toc139360658][bookmark: _Toc290296400]
3.1. [bookmark: _Toc293582221][bookmark: _Toc294606677][bookmark: _Toc294606846][bookmark: _Toc294607015]
[bookmark: _Toc293582222][bookmark: _Toc294606847][bookmark: _Toc294792623]Change an item
1. In the table, select the article to change.
Click the icon Edit current record and make the changes, save the changes with Save Entries after your changes. 

[bookmark: _Toc139360659][bookmark: _Toc290296401][bookmark: _Toc293582223]

[bookmark: _Toc294606848][bookmark: _Toc294792624]Delete an item
1. In the table, select the article to delete.
Click on the icon Delete current record.

The CONFIRM window opens.

[image: ]


Verify that this is the article you wish to delete and confirm the deletion with the Yes button, or if you do not wish to delete, click the No button. If you are not sure, abort the procedure with the Cancel button.

NOTE! Only articles without inward or outward movement assigned can be deleted. 

[bookmark: _Toc139360660][bookmark: _Toc290296402][bookmark: _Toc293582224][bookmark: _Toc294606849][bookmark: _Toc294792625]
Print barcode labels
1. Select the article in the list for which the labels should be printed.
Click the icon Print on label printer.

[image: ]


Enter the number of labels desired. Here you have the windows-standard printer selection dialog along with the choice of pages to print and click the Print button.

[bookmark: _Toc139360661]
[bookmark: _Toc290296403][bookmark: _Toc293582225][bookmark: _Toc294606850][bookmark: _Toc294792626]Warehouse
In some cases it is necessary to enter different warehouses so that separate merchandise management for the corresponding areas can be effected. 

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

4. [bookmark: _Toc293582226][bookmark: _Toc294606682][bookmark: _Toc294606851][bookmark: _Toc294607020][bookmark: _Toc139360662][bookmark: _Toc290296404]
[bookmark: _Toc293582227][bookmark: _Toc294606852][bookmark: _Toc294792627]Create a new warehouse
1. Click the icon Add new record.
The ADD NEW WAREHOUSE RECORD wizard opens.








[image: ]

Input Fields
Code: 	Input field for the number
Short Name:	Input field for the short name
Name:	Input field for the name
Can use bonus:	If this box is ticked, …

Define the warehouse with the necessary data.
Save the data by clicking the Add button. 

[bookmark: _Toc290296405][bookmark: _Toc290296406][bookmark: _Toc290296407][bookmark: _Toc139360663][bookmark: _Toc290296408][bookmark: _Toc293582228][bookmark: _Toc294606853][bookmark: _Toc294792628]Edit a warehouse
1. From the list, select the warehouse to be edited.
Click the icon Edit current record. 
Make the changes.
Save the changes with the OK button.


[bookmark: _Toc139360664][bookmark: _Toc290296409][bookmark: _Toc293582229][bookmark: _Toc294606854][bookmark: _Toc294792629]
Delete a warehouse
1. From the list, select the warehouse to be deleted.
Click on the icon Delete current record.

The DELETE CURRENT RECORD window opens.

[image: ]


Be sure that this is the warehouse that you wish to delete and click the button Delete.
[bookmark: _Toc290296410][bookmark: _Toc293582230][bookmark: _Toc139360665][bookmark: _Toc290296411][bookmark: _Toc294606855][bookmark: _Toc294792630]Colours
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field		Input field for the topic used to filter the list

5. [bookmark: _Toc293582231][bookmark: _Toc294606687][bookmark: _Toc294606856][bookmark: _Toc294607025][bookmark: _Toc139360666][bookmark: _Toc290296412]
[bookmark: _Toc293582232][bookmark: _Toc294606857][bookmark: _Toc294792631]Add a new colour
1. Click the icon Add new record.
The ADD NEW COLOUR RECORD wizard opens.












[image: ]

Input Fields
Internal Key: 	Input field for the colour code, the system automatically supplies the next available number.
Short name: 	Input field for the short name of the colour
Name: 	Input field for the full name of the colour
Colour: 	Selection of the colour

Define the colour with the necessary data.
Save the data by clicking the OK button. 

[bookmark: _Toc139360667][bookmark: _Toc290296413][bookmark: _Toc293582233][bookmark: _Toc294606858][bookmark: _Toc294792632]Edit colours
1. In the table, select the colour to be edited.
Click the icon Edit current record. 
Save the changes with the OK button. 

[bookmark: _Toc139360668][bookmark: _Toc290296414][bookmark: _Toc293582234][bookmark: _Toc294606859][bookmark: _Toc294792633]
Delete a colour
1. In the table, select the colour to be deleted.
Click the icon Delete current record, and the DELETE COLOUR RECORD? window opens. [image: ]

[image: ]


Be sure that this is the colour that you wish to delete and click the Delete button. If you do not wish to delete the colour, close the window with the Cancel button.

[bookmark: _Toc290296415][bookmark: _Toc290296416][bookmark: _Toc139360669][bookmark: _Toc290296417][bookmark: _Toc293582235][bookmark: _Toc294606860][bookmark: _Toc294792634]. Sizes
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

[bookmark: _Toc139360670][bookmark: _Toc290296418][bookmark: _Toc293582236][bookmark: _Toc294606861][bookmark: _Toc294792635]Add a new size
1. Click the icon Add new record.
The ADD NEW SIZE RECORD wizard opens.

[image: ]



Input Fields
Internal Key: 	Input field for the number. The system automatically supplies the next available number.
Short name: 	Input field for the short name of the search group
Name: 		Input field for the name of the search group

Define the size with the necessary data.
Save the data by clicking the OK button. 

6. [bookmark: _Toc293582237][bookmark: _Toc294606693][bookmark: _Toc294606862][bookmark: _Toc294607031][bookmark: _Toc139360671][bookmark: _Toc290296419]
[bookmark: _Toc293582238][bookmark: _Toc294606863][bookmark: _Toc294792636]Edit size
1. In the table, select the size to be edited
Click the icons Edit current record.
Make the changes
Save the changes with the OK button.

[bookmark: _Toc139360672][bookmark: _Toc290296420][bookmark: _Toc293582239][bookmark: _Toc294606864][bookmark: _Toc294792637]Delete a size
1. In the table, select the size to be deleted.
Click on the icon Delete current record.
The DELETE SIZE RECORD window opens.

[image: ]

Be sure that this is the size that you wish to delete and click the button Delete. If you do not wish to delete the size, close the window with the Cancel button.


[bookmark: _Toc139360673][bookmark: _Toc290296421][bookmark: _Toc293582240][bookmark: _Toc294606865][bookmark: _Toc294792638]Units
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

7. [bookmark: _Toc293582241][bookmark: _Toc294606697][bookmark: _Toc294606866][bookmark: _Toc294607035][bookmark: _Toc139360674][bookmark: _Toc290296422]
[bookmark: _Toc293582242][bookmark: _Toc294606867][bookmark: _Toc294792639]Add a new unit
1. Click the icon Add new record. 
The ADD NEW UNIT RECORD wizard opens.

[image: ]
Input Fields
Code: 	Input field for the number. The system automatically supplies the next available number.
Unit Name: 	Input field for the name of the unit
Purchase unit:	Input field for the purchase unit
Sale unit:	Input field for the sales unit
Relation P/S:	Input field for the Purchase/Sale relationship

Define the unit with the necessary data.
Save the data by clicking the OK button. 

[bookmark: _Toc139360675][bookmark: _Toc290296423][bookmark: _Toc293582243][bookmark: _Toc294606868][bookmark: _Toc294792640]Edit unit
1. In the table, select the unit to be edited.
Click the icon Edit current record. 
Make the changes.
Save the changes with the OK button. 

[bookmark: _Toc139360676][bookmark: _Toc290296424][bookmark: _Toc293582244][bookmark: _Toc294606869][bookmark: _Toc294792641]
Delete a unit
1. In the table, select the unit to be deleted.
Click on the icon Delete current record. 

	

	




The DELETE window opens (to the side).
Be sure that this is the unit that you wish to delete and click the button Delete. If you do not wish to delete the unit, close the window with the Cancel button.
 
[bookmark: _Toc290296425][bookmark: _Toc139360677][bookmark: _Toc293582245][bookmark: _Toc294606870][bookmark: _Toc294792642]Families
The family is a logical sub-categorization which is specially utilized in the Pro Shop in order to provide a multi-level sub categorization. 

[image: ]

Input Fields
Selection field			Selection field for the category used to filter the list
Input field			Input field for the topic used to filter the list

8. [bookmark: _Toc293582246][bookmark: _Toc294606702][bookmark: _Toc294606871][bookmark: _Toc294607040][bookmark: _Toc139360678][bookmark: _Toc290296426]
[bookmark: _Toc293582247][bookmark: _Toc294606872][bookmark: _Toc294792643]Add a new family
1. Click the icon Add new record. [image: ]
The ADD NEW FAMILY RECORD wizard opens.








[image: ]

Input Fields
Internal Key: 	Input field for the number. The system automatically supplies the next available number.
Short name: 	Input field for the short name of the family
Name: 	Input field for the name of the family

Define the family with the necessary data and save your entries by clicking the button OK. 

[bookmark: _Toc139360679][bookmark: _Toc290296427][bookmark: _Toc293582248][bookmark: _Toc294606873][bookmark: _Toc294792644]Edit family
1. In the list, select the family to edit and click on the Edit current record icon.
Make the changes and save them with the OK button.

[bookmark: _Toc139360680][bookmark: _Toc290296428][bookmark: _Toc293582249][bookmark: _Toc294606874][bookmark: _Toc294792645]Delete a family
1. In the table, select the family to be deleted.
Click on the icon Delete current record.

The DELETE window opens.





[image: ]


Be sure that this is the family that you wish to delete. Then click on the Delete button. If you do not wish to delete the family, close the window with the Cancel button.

NOTE! A family can only be deleted if it is not used in the article database and does not have a sub-family.



[bookmark: _Toc139360681][bookmark: _Toc290296429][bookmark: _Toc293582250][bookmark: _Toc294606875][bookmark: _Toc294792646]Sales groups
The sales group  is an income-oriented subdivision of the article. This should be arranged with your tax advisor.

[image: ]

Input Fields
Selection Field			Selection field for the category used to filter the list
Input field			Input field for the topic used to filter the list

9. [bookmark: _Toc293582251][bookmark: _Toc294606707][bookmark: _Toc294606876][bookmark: _Toc294607045][bookmark: _Toc139360682][bookmark: _Toc290296430]
[bookmark: _Toc293582252][bookmark: _Toc294606877][bookmark: _Toc294792647]Add a new sales group
1. Click the icon Add new record.
The ADD NEW SALES GROUP wizard opens.


[image: ]

Input Fields
Number: 	Input field for the number. The system automatically supplies the next available number.
Short name: 	Input field for the short name of the sales group
Name: 	Input field for the name of the sales group

Define the sales group with the necessary data and save your entries by clicking the button OK. 

[bookmark: _Toc139360683][bookmark: _Toc290296431][bookmark: _Toc293582253][bookmark: _Toc294606878][bookmark: _Toc294792648]Edit a sales group
1. In the table, select the sales group to be edited
Click the icon Edit current record
[bookmark: _Toc139360684]Make the changes and save them with the OK button.

[bookmark: _Toc290296432][bookmark: _Toc293582254][bookmark: _Toc294606879][bookmark: _Toc294792649]
Delete a sales group
1. In the list, select the sales group to edit and click on the Delete current record  icon. [image: ]
The DELETE SALES GROUP window opens.
	






Be sure that this is the sales group that you wish to delete.
Close the window and delete the sales group by clicking the Delete button. If you do not wish to delete the sales group, close the window with the button Cancel.

NOTE! A sales group may only be deleted if it is not used in the article database.


[bookmark: _Toc139360685][bookmark: _Toc290296433][bookmark: _Toc293582255][bookmark: _Toc294606880][bookmark: _Toc294792650]Search groups
The search group  is a sales-oriented sub categorization of articles. This is used for sub categorization on the basis of factors pertinent to sales, and is needed particularly for articles which are sold without cash purchase. 

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

10. [bookmark: _Toc293582256][bookmark: _Toc294606712][bookmark: _Toc294606881][bookmark: _Toc294607050][bookmark: _Toc139360686][bookmark: _Toc290296434]
[bookmark: _Toc293582257][bookmark: _Toc294606882][bookmark: _Toc294792651]Add a new search group
1. Click the icon Add new record. [image: ]
The NEW SEARCH GROUP Wizard opens.







[image: ]

Input Fields
Internal Key: 	Input field for the number. The system automatically supplies the next available number.
Short name: 	Input field for the short name of the search group
Name: 	Input field for the name of the search group
Gr. Printer:	Selection list for gastronomy printer. This setting is used only for sales slips in Gastro.
Printer name:	Selection list for the printer name

Define the search group with the necessary data and save your entries by clicking the button OK. 
[bookmark: _Toc139360687][bookmark: _Toc290296435]
[bookmark: _Toc293582258][bookmark: _Toc294606883][bookmark: _Toc294792652]Edit a search group
1. In the list, select the search group to edit and click on the Edit current record icon.
Make the changes and save them with the OK button.


[bookmark: _Toc139360688][bookmark: _Toc290296436][bookmark: _Toc293582259][bookmark: _Toc294606884][bookmark: _Toc294792653]
Delete a search group
1. In the list, select the search group to delete and click on the Delete current record icon.
The DELETE SEARCH GROUP window opens.

[image: ]


Be sure that this is the search group that you wish to delete and click the Delete button. If you do not wish to delete the search group, close the window with the Cancel button.



[bookmark: _Toc290296437][bookmark: _Toc290296438][bookmark: _Toc290296439][bookmark: _Toc290296440][bookmark: _Toc139360689][bookmark: _Toc290296441][bookmark: _Toc293582260][bookmark: _Toc294606885][bookmark: _Toc294792654]Age groups
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list
[bookmark: _Toc139360690][bookmark: _Toc290296442]
11. [bookmark: _Toc293582261][bookmark: _Toc294606717][bookmark: _Toc294606886][bookmark: _Toc294607055]
[bookmark: _Toc293582262][bookmark: _Toc294606887][bookmark: _Toc294792655]Add a new age group
1. Click the icon Add new record.

The ADD NEW GROUP wizard opens.


[image: ]

Input Fields
Code	Input field for the number. The system automatically supplies the next available number.
Short Name	Input field for the name of the age group
Description	Description of the age group
From	Selection list for the beginning age of the age group
To	Selection list for the ending age of the age group
Gender	Selection list for the gender that applies to this age group

Define the age group with the necessary data and save your entries by clicking the button OK. 

[bookmark: _Toc139360691][bookmark: _Toc290296443][bookmark: _Toc293582263][bookmark: _Toc294606888][bookmark: _Toc294792656]Edit an age group
1. In the table, select the age group to be edited.
Click the icon Edit current record.
Make the changes and save them with the OK button.



[bookmark: _Toc139360692][bookmark: _Toc290296444][bookmark: _Toc293582264][bookmark: _Toc294606889][bookmark: _Toc294792657]
Delete an age group
1. In the table, select the age group to be edited.
Click the icon Delete current record, and the DELETE AGE GROUP RECORD window opens.

	

	 




Be sure that this is the age group that you wish to delete and click the Delete button. If you do not wish to delete the age group, close the window with the Cancel button.

NOTE! An age group can only be deleted if it has not yet been assigned to a customer.


[bookmark: _Toc139360693][bookmark: _Toc290296445][bookmark: _Toc293582265][bookmark: _Toc294606890][bookmark: _Toc294792658]Address
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

12. [bookmark: _Toc293582266][bookmark: _Toc294606722][bookmark: _Toc294606891][bookmark: _Toc294607060][bookmark: _Toc139360694][bookmark: _Toc290296446]
[bookmark: _Toc293582267][bookmark: _Toc294606892][bookmark: _Toc294792659]Add a new address
1. Click the icon Add new record. 
The ADD NEW ADDRESS wizard opens.

[image: ]



Input Fields
Code	Input field for the number. The system automatically supplies the next available number.
Gender	Selection list for the gender that applies to this address
Description	Title of the address

Define the address with the necessary data.
Save the data by clicking the OK button. 

[bookmark: _Toc139360695][bookmark: _Toc290296447][bookmark: _Toc293582268][bookmark: _Toc294606893][bookmark: _Toc294792660]Edit an address
1. In the table, select the address to be edited.
Click the icon Edit current record.
Make the changes and save them with the OK button.

[bookmark: _Toc139360696][bookmark: _Toc290296448][bookmark: _Toc293582269][bookmark: _Toc294606894][bookmark: _Toc294792661]Delete an address
1. In the list, select the address to delete and click on the Delete current record icon.
The DELETE ADDRESS window opens.

[image: ]

Be sure that this is the address that you wish to delete.

Confirm the deletion of the address by clicking the Delete button. If you do not wish to delete the address, close the window with the Cancel button.

NOTE! An age group can only be deleted if it has not yet been assigned to a customer. 

[bookmark: _Toc139360697][bookmark: _Toc290296449][bookmark: _Toc293582270][bookmark: _Toc294606895][bookmark: _Toc294792662]Address Title
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list.
Input field	Input field for the topic used to filter the list. 

13. [bookmark: _Toc293582271][bookmark: _Toc294606727][bookmark: _Toc294606896][bookmark: _Toc294607065][bookmark: _Toc139360698][bookmark: _Toc290296450]
[bookmark: _Toc293582272][bookmark: _Toc294606897][bookmark: _Toc294792663]Create a new address title
1. Click the icon Add new record
The ADD NEW ADDRESS TITLE wizard opens.










[image: ]

Input Fields
Code	Input field for the number. The system automatically supplies the next available number.
Gender	Selection list for the gender that applies to this address title
Description	Description of the address title

Define the address title with the necessary data and save your entries by clicking the OK button. 

[bookmark: _Toc139360699][bookmark: _Toc290296451][bookmark: _Toc293582273][bookmark: _Toc294606898][bookmark: _Toc294792664]Edit an address title
1. In the list, select the address title to edit and click on the Edit current record icon.  
Make the changes and save them with the OK button. 

[bookmark: _Toc139360700][bookmark: _Toc290296452][bookmark: _Toc293582274][bookmark: _Toc294606899][bookmark: _Toc294792665]
Delete an address title
1. In the table, select the address title to delete.
Click on the icon Delete current record. 
The DELETE ADDRESS TITLE window opens.

[image: ]


Be sure this is the address title you wish to delete and click the Delete button. If you do not wish to delete the address title, close the window with the Cancel button.


NOTE!  The address title can only be deleted if it is not assigned to any customer. 


[bookmark: _Toc290296453][bookmark: _Toc290296454][bookmark: _Toc293582275][bookmark: _Toc294606900][bookmark: _Toc294792666]Name Affix
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

14. [bookmark: _Toc293582276][bookmark: _Toc294606732][bookmark: _Toc294606901][bookmark: _Toc294607070][bookmark: _Toc139360702]
[bookmark: _Toc290296455][bookmark: _Toc293582277][bookmark: _Toc294606902][bookmark: _Toc294792667][bookmark: _Toc290296456]
Create a name affix
1. Click the icon Add new record and the ADD NEW NAME AFFIX wizard opens. [image: ]

[image: ]

Input Fields
Code: 	Input field for the number. The system automatically supplies the next available number.
Gender:	Selection list for the gender that applies to this address extra
Description:	Title of the address extra

Define the address extra with the necessary data and save your entries by clicking the OK button. 

[bookmark: _Toc139360703][bookmark: _Toc290296457][bookmark: _Toc293582278][bookmark: _Toc294606903][bookmark: _Toc294792668]Edit extra name affix
1. In the table, select the address extra to delete.
Click the icon Edit current record.  [image: ]
Make the changes and save them with the OK button. 

[bookmark: _Toc139360704][bookmark: _Toc290296458][bookmark: _Toc293582279][bookmark: _Toc294606904][bookmark: _Toc294792669]
Delete extra name affix
1. In the table, select the address extra to delete
Click on the icon Delete current record.
The DELETE NAME AFFIX window opens.

[image: ]


Be sure that this is the address extra that you wish to delete and click the Delete button. If you do not wish to delete the address extra, close the window with the Cancel button.

NOTE! The address extra can only be deleted if it is not assigned to any customer. 



[bookmark: _Toc290296459][bookmark: _Toc139360705][bookmark: _Toc290296460][bookmark: _Toc293582280][bookmark: _Toc294606905][bookmark: _Toc294792670]Address letter
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

15. [bookmark: _Toc293582281][bookmark: _Toc294606737][bookmark: _Toc294606906][bookmark: _Toc294607075][bookmark: _Toc139360706][bookmark: _Toc290296461]
[bookmark: _Toc293582282][bookmark: _Toc294606907][bookmark: _Toc294792671]Add a new address letter
1. Click the icon Ad new record.
The ADD NEW ADDRESS LETTER wizard opens.










[image: ]

Input Fields
Code: 	Input field for the number. The system automatically supplies the next available number.
Gender:	Selection list for the gender that applies to this address letter.
Description:	Title of the address letter.

Define the address letter with the necessary data. Save the data by clicking the OK button. 


[bookmark: _Toc139360707][bookmark: _Toc290296462][bookmark: _Toc293582283][bookmark: _Toc294606908][bookmark: _Toc294792672]Edit the address letter
1. In the table, select the address letter to be edited.
Click the icon Edit current record.  [image: ]
Make the changes and save them with the OK button. 

[bookmark: _Toc139360708][bookmark: _Toc290296463][bookmark: _Toc293582284][bookmark: _Toc294606909][bookmark: _Toc294792673]Delete an address letter
1. [bookmark: _Toc290296464]In the table, select the address letter to be edited.
Click on the icon Delete current record.
The DELETE ADDRESS LETTER window opens.


[image: ]

Be sure that this is the address letter that you wish to delete and click the Delete button. If you do not wish to delete the address letter, close the window with the Cancel button.

NOTE! An age group can only be deleted if it has not yet been assigned to a customer. 




[bookmark: _Toc139360709][bookmark: _Toc290296465][bookmark: _Toc293582285][bookmark: _Toc294606910][bookmark: _Toc294792674]Occupation
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list.
Input field	Input field for the topic used to filter the list. 

16. [bookmark: _Toc293582286][bookmark: _Toc294606742][bookmark: _Toc294606911][bookmark: _Toc294607080][bookmark: _Toc139360710][bookmark: _Toc290296466]
[bookmark: _Toc293582287][bookmark: _Toc294606912][bookmark: _Toc294792675]Create a new occupation
1. Click the icon Add new record. 
The ADD NEW OCCUPATION wizard opens.





[image: ]

Input Fields
Code: 	Input field for the number. The system automatically supplies the next available number.
Gender:	Selection list for the gender that applies to this profession.
Description:	Title of the occupation.

Define the occupation with the necessary data.
Save the data by clicking the Add button. 

[bookmark: _Toc139360711][bookmark: _Toc290296467][bookmark: _Toc293582288][bookmark: _Toc294606913][bookmark: _Toc294792676]Edit an occupation
1. In the table, select the occupation to edit.
Click the icon Edit current record.  
Make the changes and save them with the OK button. 

[bookmark: _Toc139360712][bookmark: _Toc290296468][bookmark: _Toc293582289][bookmark: _Toc294606914][bookmark: _Toc294792677]Delete an occupation
1. In the table, select the occupation to delete.
Click on the icon Delete current record. 
The DELETE OCCUPATION window opens.

[image: ]

Be sure that this is the occupation that you wish to delete and click the Delete button. If you do not wish to delete the occupation, close the window with the Cancel button.

NOTE! The occupation can only be deleted if it is not assigned to any customer. 


[bookmark: _Toc139360713] 
[bookmark: _Toc290296469][bookmark: _Toc293582290][bookmark: _Toc294606915][bookmark: _Toc294792678]Customer types

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

17. [bookmark: _Toc293582291][bookmark: _Toc294606747][bookmark: _Toc294606916][bookmark: _Toc294607085][bookmark: _Toc139360714][bookmark: _Toc290296470]
[bookmark: _Toc293582292][bookmark: _Toc294606917][bookmark: _Toc294792679]Create a new customer type
1. Click the icon Add new record.
The ADD NEW CUSTOMER TYPE RECORD wizard opens.











[image: ]

Input Fields
Internal Key	Input field for the number. The system automatically supplies the next available number.
Short Name	Short name of the customer type
Name	Full name of the customer type

Define the customer type with the necessary data.
Save the data by clicking the OK button. 

[bookmark: _Toc139360715][bookmark: _Toc290296471][bookmark: _Toc293582293][bookmark: _Toc294606918][bookmark: _Toc294792680]Edit a customer type
1. In the table, select the customer type to edit.
Click the icon Edit current record.  
Make the changes and save them with the OK button. 

[bookmark: _Toc139360716][bookmark: _Toc290296472][bookmark: _Toc293582294][bookmark: _Toc294606919][bookmark: _Toc294792681]
Delete a customer type
1. In the table, select the member type to delete.
Click on the icons Delete current record.

The DELETE CUSTOMER TYPE RECORD window opens.

[image: ]

Be sure that this is the customer type that you wish to delete and click the Delete button. If you do not wish to delete the customer type, close the window with the Cancel button.

NOTE! The customer type can only be deleted if it is not assigned to any customer. 

[bookmark: _Toc139360717]

[bookmark: _Toc290296473][bookmark: _Toc293582295][bookmark: _Toc294606920][bookmark: _Toc294792682]Member types
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

18. [bookmark: _Toc293582296][bookmark: _Toc294606752][bookmark: _Toc294606921][bookmark: _Toc294607090][bookmark: _Toc139360718][bookmark: _Toc290296474]
[bookmark: _Toc293582297][bookmark: _Toc294606922][bookmark: _Toc294792683]Create a new member type
1. Click the icon Add new record
The ADD NEW MEMBER TYPE RECORD wizard opens











[image: ]

Input Fields
Internal Key	Input field for the number. The system automatically supplies the next available number.
Short Name	Short name of the customer type
Name	Full name of the customer type
Key	Selection of member type – all other fields will be filled automatically.
Counter	Selection of the counter (customer numbers) – all other fields will be filled automatically. 

Define the member type with the necessary data
Save the data by clicking the OK button

[bookmark: _Toc139360719][bookmark: _Toc290296475][bookmark: _Toc293582298][bookmark: _Toc294606923][bookmark: _Toc294792684]Edit a member type
1. In the table, select the member type to edit
Click the icon Edit current record
Make the changes and save them with the OK button

[bookmark: _Toc293582299][bookmark: _Toc294606924][bookmark: _Toc294792685][bookmark: _Toc139360720][bookmark: _Toc290296476]
Delete a member type
1. In the table, select the member type to delete.
Click on the icon Delete current record.

The DELETE MEMBER TYPE RECORD window opens.

[image: ]

Be sure that this is the member type that you wish to delete and click the Delete button. If you do not wish to delete the member type, close the window with the Cancel button.

NOTE! The member type can only be deleted if it is not assigned to any customer.


[bookmark: _Toc139360721][bookmark: _Toc290296482][bookmark: _Toc293582300][bookmark: _Toc294606925][bookmark: _Toc294792686]Suppliers
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

19. [bookmark: _Toc293582301][bookmark: _Toc294606757][bookmark: _Toc294606926][bookmark: _Toc294607095][bookmark: _Toc139360722][bookmark: _Toc290296483]
[bookmark: _Toc293582302][bookmark: _Toc294606927][bookmark: _Toc294792687]Create a new supplier
1. Click the icon Add new record
The ADD NEW SUPPLIER wizard opens












[image: ]

Input Fields
Code	Input field for the number. The system automatically supplies the next available number
Supplier name	Name of the supplier
Supplier extra name	Input field for the supplier's extra name
Street	Input field for the supplier's street
City	Supplier's City
POSTAL/PO Box	Input field for the supplier's Postal/PO box code
Office Tel & Fax	Business telephone number of the supplier
Personal Tel & Fax	Input field for the supplier's business fax
Cell	Supplier's cell phone number
E-mail	Supplier's E-mail address 
Observation	Input field for any comments about the supplier
P.O. Box	Address of the PO Box

PO Box postal	Input field for the PO Box postal
Private tel	Supplier's private phone number
Private fax	Input field for the supplier's private fax


Enter the necessary details for the supplier
Save the data by clicking the OK button

[bookmark: _Toc139360723][bookmark: _Toc290296484][bookmark: _Toc293582303][bookmark: _Toc294606928][bookmark: _Toc294792688]Edit a supplier's details
1. In the table, select the supplier to edit
Click the icon Edit current record
Make the changes and save them with the OK button

[bookmark: _Toc139360724][bookmark: _Toc290296485][bookmark: _Toc293582304][bookmark: _Toc294606929][bookmark: _Toc294792689]
Delete a supplier
1. In the table, select the supplier to delete.
Click on the icon Delete current record. [image: ]

The DELETE SUPPLIER RECORD window opens.

[image: ]

Be sure that this is the supplier that you wish to delete and click the Delete button. If you do not wish to delete the supplier, close the window with the Cancel button.

NOTE! The supplier can only be deleted if it is not assigned to any customer. 



[bookmark: _Toc139360725][bookmark: _Toc290296486][bookmark: _Toc293582305][bookmark: _Toc294606930][bookmark: _Toc294792690]Suppliers invoices
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

20. [bookmark: _Toc293582306][bookmark: _Toc294606762][bookmark: _Toc294606931][bookmark: _Toc294607100][bookmark: _Toc139360726][bookmark: _Toc290296487]
[bookmark: _Toc293582307][bookmark: _Toc294606932][bookmark: _Toc294792691]Create an invoice
1. Click the icon Add new record. [image: ]
The SUPPLIER INVOICE MAINTENANCE window opens.











[image: ]

Input Fields
Supplier number	Supplier's internal number. The number will be automatically supplied by the system after selecting the supplier with the Search button. [image: ]
Supplier name	Name of the supplier. The name will be automatically supplied by the system after selecting the supplier with the Search button. [image: ]
Supplier extra name	Supplier's Extra Name. The name will be automatically supplied by the system after selecting the supplier with the Search button. [image: ]
Street	Supplier's street. The street will be automatically supplied by the system after selecting the supplier with the Search button. [image: ]
City	Supplier's City. The city will be automatically supplied by the system after selecting the supplier with the Search button. [image: ]

POSTAL code	Supplier's Postal Code. The postal code will be automatically supplied by the system after selecting the supplier with the Search  button. [image: ]
Invoice number	Input field for the invoice number. This will be supplied by the system automatically.
Invoice date	Input field for the date. The date can be entered manually or by using the calendar sheet. The system automatically enters the current date. 
Search:  Article number 	Input field for the article number to search for
Warehouses	Selection list for the warehouse to search for
Total W/WO VAT	Input field for the net amount. The net amount will automatically be supplied by the system after an article has been entered.
Total VAT	Input field for the VAT. The VAT will automatically be supplied by the system after an article has been entered.
Total orders	Input field for the total order amount. The invoice amount will automatically be supplied by the system after an article has been entered.

There are two ways to create an invoice. The articles can be entered into the invoice directly or they can be read from an open purchase order or delivery receipt. 



[bookmark: _Toc293582308][bookmark: _Toc294606933][bookmark: _Toc294792692]Direct entry of an article
1. With the Search button, select the supplier. [image: ]
Click the icon Add new record. [image: ]
The ARTICLE wizard opens.

[image: ]

Input Fields
Quantity	Input field for the article quantity
Price without VAT	Input field for the individual price per unit
Discount, %	Input field for the discount in percent
Only last supplier	If this field is marked, only the articles of the last searched supplier will be listed.	
All suppliers	If this field is marked, the articles of all suppliers will be displayed.
Selection field	Selection field for the category used to filter the list.
Input field	Input field for the topic used to filter the list. 

Select the desired article in the list and enter the desired quantity.
Confirm your entry with the button. [image: ]
Save your invoice entries with the Save button and return to the SUPPLIER INVOICES window. [image: ]


[bookmark: _Toc294606934][bookmark: _Toc294792693]Article from a Purchase Order 
1. With the Search button, select the supplier.
Click the Order button to capture the article from a purchase order. In both cases, the following window opens.

[image: ]


Enter the quantity of each article that you wish to capture and confirm the entries with the Accept button.
The article is now inserted into the invoice. Save your invoice entries with the Accept button and return to the SUPPLIER INVOICES window.

[bookmark: _Toc139360727][bookmark: _Toc290296488][bookmark: _Toc293582309][bookmark: _Toc294606935][bookmark: _Toc294792694]Edit an invoice
1. In the list, select the invoice to edit and click on the Edit current record icon. [image: ]
The SUPPLIER INVOICES window opens with the details of the selected current invoice.
Make the changes and save them with the Accept button.

[bookmark: _Toc139360728][bookmark: _Toc290296489][bookmark: _Toc293582310][bookmark: _Toc294606936][bookmark: _Toc294792695]Delete an invoice
In the list, select the invoice to be deleted and click the Remove icon, and then answer the confirmation question.  [image: ]

[image: ]

[bookmark: _Toc139360729][bookmark: _Toc290296490][bookmark: _Toc293582311][bookmark: _Toc294606937][bookmark: _Toc294792696]
Print an Invoice
1. In the table, select the invoice to be printed.
Click the icon, and then in the window that opens, click the “print” icon and select a sort sequence for your invoice. [image: ]

[image: ]

Confirm the sort sequence with the button OK.
The List&Label window opens.

[image: ]

Start printing the invoice with the button[image: ]. 


[bookmark: _Toc290296491][bookmark: _Toc139360730][bookmark: _Toc290296492][bookmark: _Toc293582312][bookmark: _Toc294606938][bookmark: _Toc294792697]Suppliers remittance guides
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

21. [bookmark: _Toc293582313][bookmark: _Toc294606770][bookmark: _Toc294606939][bookmark: _Toc294607108][bookmark: _Toc139360731][bookmark: _Toc290296493]
[bookmark: _Toc293582314][bookmark: _Toc294606940][bookmark: _Toc294792698]Create a remittance
1. Click the icon Create New Data Record and the SUPPLIER REMITTANCE MAINTENANCE window opens. [image: ]











[image: ]

Input Fields
Supplier number	Supplier's internal number. The number will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
Supplier name	Name of the supplier. The name will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
Supplier extra name	Supplier's Extra Name. The name will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
Street	Supplier's street. The street will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
City	Supplier's City. The city will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
Postal code	Supplier's postal Code. The postal code will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
Remittance number	Input field for the entry number of the remittance. This will be supplied by the system automatically.
Remittance date: 	Input field for the date. The date can be entered manually or by using the calendar sheet. The system automatically enters the current date. 
Search:  Article number 	Input field for the article number to search for
Warehouses	Selection list for the warehouse to search for
Total W/WO VAT	Input field for the net amount. The net amount will automatically be supplied by the system after an article has been entered.
Total VAT	Input field for the VAT. The VAT will automatically be supplied by the system after an article has been entered.
Total orders	Input field for the total order amount. The invoice amount will automatically be supplied by the system after an article has been entered.

[bookmark: _Toc290296494][bookmark: _Toc293582315][bookmark: _Toc294606941][bookmark: _Toc294792699]Direct entry of an article
1. With the Search button, select the supplier. [image: ]
Click the icon Add new record and the ARTICLE wizard opens. [image: ]















[image: ]

Input Fields
Quantity:	Input field for the article quantity
Price with and without 
VAT	Input field for the individual price per unit

Discount, %	Input field for the discount in percent
Only last supplier	If this field is marked, only the articles of the last searched supplier will be listed.	
All suppliers	If this field is marked, the articles of all suppliers will be displayed. 
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list



Select the desired article in the list and enter the desired quantity.
Confirm your entries with the Accept button and save the entries with the icon Save. [image: ]
Article from a Purchase Order 

With the Search button, select the supplier.  
Click the Order button to capture the article from a purchase order. 
The following window opens.

[image: ]

Enter the quantity of each article that you wish to capture.
Save the changes with the icon Save. [image: ]
The articles are transferred to the entry. 
Save the entry data with the Save button and return to the SUPPLIER INVOICES window. [image: ]

[bookmark: _Toc139360732]























[bookmark: _Toc293582316][bookmark: _Toc294606942][bookmark: _Toc294792700][bookmark: _Toc290296495]
Edit a remittance
1. In the list, select the remittance to edit and click on the Edit current record icon. [image: ]
A window with the details of the corresponding remittance opens. 
Make the changes and save them with the icon Save. [image: ]
[bookmark: _Toc139360733]Delete a remittance entry

	

	 



In the table, select the remittance entry to delete.
Click the Delete icon. [image: ]
[bookmark: _Toc139360734][bookmark: _Toc290296497]Answer the confirmation question

[bookmark: _Toc293582318][bookmark: _Toc294606943][bookmark: _Toc294792701]Print a remittance entry
1. In the table, select the remittance entry to print.
Click the icon Export report and in the window that opens click the icon Print. [image: ]
Select a sort sequence for your remittance entry. 





[image: ]

Confirm the sort sequence with the button OK, and the item is printed. 

NOTE: With the Preview button you can see the sort in List & Label, and by clicking with a right-click on the printer button you can select the printer with the standard Windows dialog.



[bookmark: _Toc139360735][bookmark: _Toc290296498][bookmark: _Toc293582319][bookmark: _Toc294606944][bookmark: _Toc294792702]Suppliers orders
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

22. [bookmark: _Toc293582320][bookmark: _Toc294606776][bookmark: _Toc294606945][bookmark: _Toc294607114][bookmark: _Toc139360736][bookmark: _Toc290296499]
[bookmark: _Toc293582321][bookmark: _Toc294606946][bookmark: _Toc294792703]Create an Order
1. Click the icon Create New Data Record and the SUPPLIER ORDERS MAINTENANCE window opens. [image: ]












[image: ]

Input Fields
Supplier number	Supplier's internal number. The number will be automatically supplied by the system after selecting the supplier with the Search  button. [image: ]
Supplier name	Name of the supplier. The name will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
Supplier extra name	Supplier's Extra Name. The name will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
Street	Supplier's street. The street will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
City	Supplier's City. The city will be automatically supplied by the system after selecting the supplier with the Search [image: ] button.
Post code	Supplier's postal Code. The postal code will be automatically supplied by the system after selecting the supplier with the Search button. [image: ]
Order number	Input field for the order number. This will be supplied by the system automatically.
Order date	Input field for the date. The date can be entered manually or by using the calendar sheet. The system automatically enters the current date. 
Search:  Article number 	Input field for the article number to search for
Warehouses	Selection list for the warehouse to search for
Total W/WO VAT	Input field for the net amount. The net amount will automatically be supplied by the system after an article has been entered.
Total VAT	Input field for the VAT. The VAT will automatically be supplied by the system after an article has been entered.
Total order	Input field for the total order amount. The invoice amount will automatically be supplied by the system after an article has been entered.

With the Search button, select the supplier. [image: ]
Click the icon Add new record. [image: ]
The ARTICLE wizard opens.











[image: ]

Input Fields
Quantity	Input field for the article quantity
Price with and without VAT	Input field for the individual price per unit
Discount, %	Input field for the discount in percent
Only last supplier	If this field is marked, only the articles of the last searched supplier will be listed.	
All suppliers	If this field is marked, the articles of all suppliers will be displayed. 
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

Select the desired article in the list. 
Enter the desired quantity of the article.
Confirm your entry with the button Accept. 

Save the entry data with the Save button and return to the SUPPLIER ORDERS MAINTENANCE window. [image: ]

[bookmark: _Toc139360737][bookmark: _Toc290296500][bookmark: _Toc293582322][bookmark: _Toc294606947][bookmark: _Toc294792704]Edit an order
1. In the table, select the order to be edited.
Click the icon Edit current record. [image: ]
The SUPPLIER ORDERS MAINTENANCE window opens with the details of the corresponding entry. 

[image: ]

Make the changes and save them with the icon Save. [image: ]

[bookmark: _Toc139360738][bookmark: _Toc290296501][bookmark: _Toc293582323][bookmark: _Toc294606948][bookmark: _Toc294792705]
Delete an order
1. In the table, select the order to be deleted.
Click the icon Delete and answer the confirmation question. [image: ]

[image: ]

[bookmark: _Toc139360739][bookmark: _Toc290296502][bookmark: _Toc293582324][bookmark: _Toc294606949][bookmark: _Toc294792706]Print an order
1. In the table, select the order to be deleted. 
Click the icon and then the icon Preview. [image: ]
Select a sort sequence for your order. 

[image: ]

Confirm the sort sequence with the button OK.
The List & Label window opens. Here you have the windows-standard option to select a printer by right clicking on the button, as well as the choice of pages to print. [image: ]



Order Control List
Open the SUPPLIER ORDERS window in the category Stock Movements.
Enter the suppliers and the desired articles of the order. (See the chapter Articles).
Print the order and fax this to the suppliers.
When the merchandise arrives from the supplier, check the shipment with the printed order sheet.
Open the SUPPLIER INVOICE... window in the category Stock Movements.
Enter the suppliers for the order. 
Select the order with the Orders button.
Enter the actual quantity delivered here. If only a partial delivery was made, the system automatically saves the undelivered quantity. As soon as the remaining merchandise is delivered, this can be read into the invoice in the same way.    
Print the invoice and file it. 
If for any reason a part of the order is returned to the supplier, open the SUPPLIER REMITTANCES window in the category Stock Movements.
Enter the suppliers for the order.
Select the order with the Orders button.
Enter the quantity of the article that is to be returned.
Print the return order and put it with the merchandise to be returned.


[bookmark: _Toc139360740][bookmark: _Toc290296503][bookmark: _Toc293582325][bookmark: _Toc294606950][bookmark: _Toc294792707] Inventory maintenance
[image: ]

Input Fields
Description	Selection list for the search criteria
Warehouse	Selection list for the warehouse. All warehouses are available that were entered in the WAREHOUSES window.
Inventory date	Date of the inventory. The date can be entered manually or by using the calendar sheet.
Family	Selection list for the family. All families are available that were entered in the FAMILIES window.
Sub-family	Selection list for the sub-family
Sub-sub-family	Selection list for the sub-sub-family
Sales group	Selection list for the sales group. All sales groups are available that were entered in the SALES GROUPS window.

Buttons
Open inventory	Create a new inventory
Close inventory	Closing the inventory does not mean closing the window but rather finalising the inventory. 
Edit inventories	Edit an inventory that has not been finalised
Update article 	If a new article was created during the inventory, the article must be updated with the button Update article.
Make changes  		 Confirm a change
Cancel changes	Cancel a change
Reset inventory 	Resetting an inventory means that all entries and changes will be deleted. The inventory will be returned to its original state. 
Close 	Closing the inventory means closing the window so that the inventory can be continued at a later date.

23. [bookmark: _Toc290296504][bookmark: _Toc293582326][bookmark: _Toc294606782][bookmark: _Toc294606951][bookmark: _Toc294607120][bookmark: _Toc139360741][bookmark: _Toc290296505]
[bookmark: _Toc293582327][bookmark: _Toc294606952][bookmark: _Toc294792708]Create a new inventory
1. In the bottom part of the window, select the corresponding warehose.
Click the button OPEN Inventory. [image: ]

















[image: ]

Enter the corresponding quantities.
Confirm the entries with the button Make Changes. 

[image: ]

Close the inventory with the Close inventory   button. [image: ]

NOTE!	If the inventory has not been finished and you wish to continue with it at a later time, you must leave the inventory with the Close button. Note! No sales can be confirmed until the inventory is completed, as the stock on hand would change. 

[bookmark: _Toc139360742][bookmark: _Toc290296506][bookmark: _Toc293582328][bookmark: _Toc294606953][bookmark: _Toc294792709]
Edit an inventory
1. Click the button Edit Inventory. [image: ]
Enter your data.
Close the inventory with the Close inventory   button. [image: ]


Inventory Control Sheet
In the category Reports / Maintenance Reports, print an inventory counting sheet.  
Count every individual item in the warehouse and enter the quantities in the count sheet. 
Open the INVENTORY window in the Stock Movements area.
In the bottom part of the window select the corresponding warehouse.
Click the button Open Inventory. 
In the New Stock column enter the quantity for each article. Any changes in price are made in the New Avg. Price column. 
When all quantities have been entered, confirm your entries with the Save button. 
Close the inventory with the Close inventory button. 

NOTE!	If the inventory has not been finished and you wish to continue with it at a later time, you must leave the inventory with the Close button.

NOTE! If the inventory was interrupted, open the inventory with the Edit Inventory button.

NOTE! If changes to the stock have been made during an inventory, such as the addition of a new article, you can reflect these changes in the inventory with the Update products button. 
[bookmark: _Toc139360743]

[bookmark: _Toc290296507][bookmark: _Toc293582329][bookmark: _Toc294606954][bookmark: _Toc294792710]Warehouse  updates (transfers)
[image: ]

Procedure
1. Select origin warehouse.
Select destination warehouse.
Select another database (if necessary).
Select the groups or positions. 

[image: ]


Click on the button "Transfer".
To finish, click the button "Yes".

















Miscellaneous info

[bookmark: _Toc139360744]


[bookmark: _Toc290296508][bookmark: _Toc293582330][bookmark: _Toc294606955][bookmark: _Toc294792711]Holidays
Holidays are used in Albatros, for example, for Green Fee evaluation, that is, in reservations made in Reception.

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

[bookmark: _Toc139360745][bookmark: _Toc290296509][bookmark: _Toc293582331][bookmark: _Toc294606956][bookmark: _Toc294792712]Create a Holiday
1. Click the icon Add new record. [image: ]
The ADD NEW HOLIDAY RECORD wizard opens.





[image: ]

Input Fields
Internal key	Input field for the number. The system automatically supplies the next available number.
Date	Input field for the date. The date can be entered manually or by using the calendar sheet.
Name	Name of the holiday

Define the holiday with the necessary data.
Save the data by clicking the OK button. 

1. [bookmark: _Toc139360746][bookmark: _Toc290296510]
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[bookmark: _Toc293582332][bookmark: _Toc294606957][bookmark: _Toc294792713]Edit a holiday
1. In the table, select the holiday to edit.
Click the icon Edit current record.  [image: ]
Make the changes.
Save the changes with the OK button. 

[bookmark: _Toc139360747][bookmark: _Toc290296511][bookmark: _Toc293582333][bookmark: _Toc294606958][bookmark: _Toc294792714]
Delete a holiday
1. In the table, select the holiday to delete.
Click on the icon Delete current record.
The DELETE HOLIDAY window opens.
Verify that this is the holiday you wish to delete.
Close the window and delete the holiday by clicking the Remove button. If you do not wish to delete the holiday, close the window with the Cancel button.



[bookmark: _Toc139360748]

[bookmark: _Toc293582334][bookmark: _Toc290296512][bookmark: _Toc294606959][bookmark: _Toc294792715]Weekends
Here you can specify the weekend days.

[image: ]


Set the correct day you want to mark as a weekend or public holiday and click on the "green disk" icon to save your selected choice. If you don't want to change the input, click the "red disk" icon to cancel.

Input Fields
Sunday	If this box is ticked, Sunday is counted as a weekend day.
Monday	If this box is ticked, Monday is counted as a weekend day.
Tuesday	If this box is ticked, Tuesday is counted as a weekend day.
Wednesday	If this box is ticked, Wednesday is counted as a weekend day.
Thursday	If this box is ticked, Thursday is counted as a weekend day.
Friday	If this box is ticked, Friday is counted as a weekend day.
Saturday	If this box is ticked, Saturday is counted as a weekend day.


[bookmark: _Toc139360749][bookmark: _Toc290296513][bookmark: _Toc293582335][bookmark: _Toc294606960][bookmark: _Toc294792716]Doors
Data in this window may only be edited if access has been granted by the Albatros software.

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

[bookmark: _Toc290296514][bookmark: _Toc290296515][bookmark: _Toc139360750][bookmark: _Toc290296516][bookmark: _Toc293582336][bookmark: _Toc294606961][bookmark: _Toc294792717]Create a door
1. Click the icon Add new record.

The Insert wizard opens. 







[image: ]

Input Fields
Number (1-200) 	Input field for the number. The system automatically supplies the next available number.
Gender	Gender if applicable
Name	Description of the door

Define the door with the necessary data.
Save the data by clicking the OK button. 

[bookmark: _Toc139360751][bookmark: _Toc290296517][bookmark: _Toc293582337][bookmark: _Toc294606962][bookmark: _Toc294792718]Edit an entry
1. In the table, select the door to be edited.
Click the icon Edit current record.  [image: ]
Make the changes.
Save the changes with the OK button. 

[bookmark: _Toc139360752][bookmark: _Toc290296518][bookmark: _Toc293582338][bookmark: _Toc294606963][bookmark: _Toc294792719]
Delete a door
1. In the table, select the door to be deleted.
Click on the icon Delete current record.  [image: ]

The DELETE DOOR RECORD? window opens.

[image: ]

Be sure that this is the door that you wish to delete.
Close the window and delete the door by clicking the Delete button. If you do not wish to delete the door, close the window with the Cancel button.
[bookmark: _Toc139360753]

[bookmark: _Toc290296519][bookmark: _Toc293582339][bookmark: _Toc294606964][bookmark: _Toc294792720]Countries
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

[bookmark: _Toc139360754][bookmark: _Toc290296520][bookmark: _Toc293582340][bookmark: _Toc294606965][bookmark: _Toc294792721][bookmark: _Toc290296521]
Create a country



1. Click the icon Add new record. [image: ]

The EDIT COUNTRY RECORD wizard opens.

Input Fields
Internal key: 	Input field for the number. The system automatically supplies the next available number.
Country Code:	Input field for the country code
Name:	Name of the country
Language: 	Input field for the language
Tel Code: 	Input field for the telephone country code
Currency Short Name: 	Input field for the short name of the currency
Smallest Coin:	Entry field for the smallest unit of the currency
Currency Name:  	Name of the currency
Euro Zone: 	If this box is checked, the country falls within the Euro zone. 
Exchange Rate:	Entry field for the exchange rate

	
Define the country with the necessary data.
Save the data by clicking the OK button. 

[bookmark: _Toc290296522][bookmark: _Toc293582341][bookmark: _Toc294606966][bookmark: _Toc294792722]Edit a country
1. Select the country in the table you with to edit.
Click the icon Edit current record and make the changes. [image: ]
Save the changes with the OK button. 

[bookmark: _Toc139360756][bookmark: _Toc290296523][bookmark: _Toc293582342][bookmark: _Toc294606967][bookmark: _Toc294792723]Delete a country
1. [bookmark: _Toc290296524]Select the country in the table that you wish to delete.
Click the icon Delete current record, and the DELETE COUNTRY? Window opens. [image: ]
Be sure that this is the country you wish to delete and delete the country by clicking the Remove button. 

	




[bookmark: _Toc139360757][bookmark: _Toc290296525][bookmark: _Toc293582343][bookmark: _Toc294606968][bookmark: _Toc294792724] Document Type
With the Document Types menu pick you can manage the various document types. Every booking procedure is identified with the corresponding document type. You can assign a debit or credit status to each type, as well as assigning a counter range and see for each variable used the corresponding counter interval. Changes to existing document types should only be made after consultation with iTee Solutions.

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

[bookmark: _Toc290296526][bookmark: _Toc139360758][bookmark: _Toc293582344][bookmark: _Toc294606969][bookmark: _Toc294792725]
Create a document type
1. Click the icon Add new record and the ADD NEW DOCUMENT TYPE wizard opens. [image: ]

[image: ]

Input Fields
Internal Code 	Input field for the short description of the document type.
Short Description	Name of the document type
Range Min	Input field for the minimum value
Range Max	Input field for the maximum value
Counter	Input field for the counter value, with which the counting of the document type should begin. 
Counter step 	Input field for the counter increment value	
Credit	If this field is selected, the bookings for this document type are credit entries. 
Debit	If this field is selected, the bookings for this document type are debit entries.



Define the document type with the necessary data.
Save the data by clicking the OK button. 

[bookmark: _Toc290296527][bookmark: _Toc293582345][bookmark: _Toc294606970][bookmark: _Toc294792726][bookmark: _Toc139360759]Edit a document type
1. In the table, select the document type to edit.
Click the icon Edit current record and make the changes. [image: ]
Save the changes with the OK button. 

[bookmark: _Toc139360760][bookmark: _Toc290296528][bookmark: _Toc293582346][bookmark: _Toc294606971][bookmark: _Toc294792727]Delete a document type
1. In the table, select the document type to delete.
Click the icon Delete current record, and the DELETE DOCUMENT TYPE window opens. [image: ]
Be sure that this is the document type you wish to delete and delete the document type by clicking the Remove button. 




[bookmark: _Toc139360761][bookmark: _Toc290296529][bookmark: _Toc293582347][bookmark: _Toc294606972][bookmark: _Toc294792728]Methods of Payment
[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

[bookmark: _Toc139360762][bookmark: _Toc290296530][bookmark: _Toc293582348][bookmark: _Toc294606973][bookmark: _Toc294792729]
Create a method of payment
1. Click the icon Add new record.
The ADD NEW PAYMENT METHOD RECORD wizard opens.
The field descriptions are explained in detail on the next page. Before creating a new payment method, please read these descriptions.

[image: ]
	
	


Input Fields
Code	Input field for the number. The system automatically supplies the next available number.
Short name	Input field for the short name of the payment method. Select a meaningful short name for the payment method you are creating.
Name	Name of the payment method. Enter a meaningful name with the essential information so that you can find the payment method again.
Comment	Enter any comments about this payment method
Account	Enter the account number to which the payment method should be credited/debited.
Credit method 
Debit / Credit	Enter the "Credit" type here, using Debit for charges and Credit for payments.

Automatically transfer	If this box is ticked,	the entry will
to cashbook	automatically be transferred to the cashbook. ATTENTION! This is only possible for cash payments.

Active	If the Active box is ticked, the payment method will be displayed as well. If the check mark is absent, the payment method will be hidden.
Cost Centre Export	Automatic export function if this box is ticked.
Cost Centre Number	Input field for assignment or input of the cost centre number for bookkeeping.

Define the payment method with the necessary data.
Save the data by clicking the OK button. 
[bookmark: _Toc139360763]
[bookmark: _Toc290296531][bookmark: _Toc293582349][bookmark: _Toc294606974][bookmark: _Toc294792730]Edit a payment method
1. In the table, select the payment method to be edited.
Click the icon Edit current record.  [image: ]
Make the changes.
Save the changes with the OK button. 

[bookmark: _Toc139360764][bookmark: _Toc290296532][bookmark: _Toc293582350][bookmark: _Toc294606975][bookmark: _Toc294792731]Delete a payment method
1. In the table, select the payment method to be deleted.
Click the icon Delete current record, and the DELETE PAYMENT METHOD window opens. [image: ]
Be sure that this is the payment method that you wish to delete.
Close the window and delete the payment method by clicking the Delete button. If you do not wish to delete the payment method, close the window with the Cancel button.

[bookmark: _Toc139360765][bookmark: _Toc290296533][bookmark: _Toc293582351][bookmark: _Toc294606976][bookmark: _Toc294792732]VAT
Albatros provides the VAT rates assigned to the corresponding country here. If these should be changed, the changes can be made from here. Before changing this data, please contact iTee Solutions.

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list
Input field	Input field for the topic used to filter the list

[bookmark: _Toc139360766][bookmark: _Toc290296534][bookmark: _Toc293582352][bookmark: _Toc294606977][bookmark: _Toc294792733]Create a VAT
1. Click the icon Add new record. [image: ]

The ADD NEW VAT RECORD wizard opens.
[image: ]

Input Fields
Internal Key	Input field for the number. The system automatically supplies the next available number.
Name	Input field for the name of the VAT
Percentage	Percentage rate of the VAT
Percentage new	Input field for the new percentage of the VAT
Start date	Input field for the date when the new VAT rate is effective. The system automatically enters the current date.
Account
VAT key

1. Define the VAT rate with the necessary data.
Save the data by clicking the OK button. 

[bookmark: _Toc139360767][bookmark: _Toc290296535][bookmark: _Toc293582353][bookmark: _Toc294606978][bookmark: _Toc294792734]
Edit a VAT
1. In the table, select the VAT rate to edit.
Click the icon Edit current record.  [image: ]
Make the changes.
Save the changes with the OK button. 


[bookmark: _Toc139360768][bookmark: _Toc290296536][bookmark: _Toc293582354][bookmark: _Toc294606979][bookmark: _Toc294792735]Delete a VAT
1. In the table, select the VAT rate to delete.
Click the icon Delete current record, and the DELETE PAYMENT METHOD window opens. [image: ]
Be sure this is the VAT rate you wish to delete, and delete the VAT rate by clicking the Remove button. If you do not wish to delete the VAT rate, close the window with the Cancel button.
[bookmark: _Toc290296537][bookmark: _Toc139360769][bookmark: _Toc290296538][bookmark: _Toc293582355][bookmark: _Toc294606980][bookmark: _Toc294792736]Daily Comments
In the Daily Comments menu pick you can make comments in the Weather and Additional Comments fields which can be used for evaluation purposes in Reports / Sales Reports - Daily Report. This enables you to compare turnovers on the basis of specified data during particular periods.

[image: ]

Fields
Day		The date and weekday are displayed here, typically the current day.
Weather		In the Weather field you can make comments about the daily weather conditions. As a default no weather information is entered, and it is recommended that you create the weather conditions in advance.
Additional Comment		In the Additional Comment field you can make entries which are useful for evaluation, such as Limited Play Operations, Full Play Operations, Driving Range Only, etc.
Year		You can select the appropriate year with the Year field. This is done with a drop-down menu.
Month		You can select the appropriate month with the Month field. This is done with a drop-down menu.

Buttons
Fields		By clicking on the Fields button you can insert additional selection fields. Please consult with iTee Solutions before doing this.
Comments		By clicking on the Comments button you can insert predefined comments. The entries appear in both the Weather and Additional Comments fields.

	[bookmark: _Toc294606981][bookmark: _Toc294792737]Make entries
1. Double-click in the Weather field on the corresponding day to be filled out.
Enter either the weather conditions or select a value from the suggested defaults.
Now click in the Additional Comments field and select a value from the suggested defaults or enter the desired information with the keyboard.
Now click on the Save button.

	






The entries made in this dialog can also be seen in Backoffice under Reports / Sales Reports - Daily Report. The display of these field values is only done if the table has been previously filled in.

[bookmark: _Toc294606982][bookmark: _Toc294792738]Evaluation of the entered data
1. Change to the main group Reports, and then select the submenu Sales Reports.
Enter the desired evaluation period using "From Date" and "To Date".
Double-click on the corresponding Daily Report (Sales Groups) from the selection list on the right.
From the selection field that opens, select the item "Sales Group Number" and click on the OK button.
The report window opens, and from there you select Daily Report and click on the Preview button.

You can see the following printed report in the preview screen, and in the lower area you see the displayed values.

[image: ]














POS


[bookmark: _Toc139360770]

[bookmark: _Toc290296539][bookmark: _Toc293582356][bookmark: _Toc294606983][bookmark: _Toc294792739]Standard Conditions
In the STANDARD CONDITIONS window the standard conditions are created and managed. The condition assigned to the customer will be automatically considered during a sale in Reception, provided that the requirements are met. (Time, Weekday) it is advisable to add an appropriate condition, for example in the case of green fee agreements with partner clubs. 

A more detailed explanation is necessary here. Apart from the green fee condition, the free balls function is nevertheless entirely different. In addition the range fee and ball condition are connected with automatic deductions at the ball automat.

[image: ]

Input Fields
Name	Input field for the name of the condition.
Day of Month	Input field for the specific day of the month on which the condition is valid. 
Day of Week	Input field for the specific day of the week on which the condition is valid. 
Time intervals	Input field for the time intervals in which the condition is valid.
Date Period	Input field for the date intervals 
Green fee	Input field for the green fee article.
Range fee	Input field for range fee/s where applicable


Ball, Ball 1, 2 & 3
Ball article	Input field for the ball article
Free Balls	Input field for the article description
Counter	Quantity of free balls per day
Discount %	Input field for any discount percentage in Gastro and Proshop

The sequence does not match the screen in Backoffice. The field functions (particularly counters) should be described.

[bookmark: _Toc139360771][bookmark: _Toc290296540][bookmark: _Toc293582357][bookmark: _Toc294606984][bookmark: _Toc294792740]Create a condition
1. Click the icon Add new record.  [image: ]
Enter the details of the condition.
Save the data with the icon Save. 

[bookmark: _Toc139360772][bookmark: _Toc290296541][bookmark: _Toc293582358][bookmark: _Toc294606985][bookmark: _Toc294792741]Change a condition
1. In the left side of the window select the condition to be changed.
Click the icon Edit current record. [image: ]
Make the changes.
Save the changes with the icon Save. [image: ]

[bookmark: _Toc139360773]

[bookmark: _Toc290296542][bookmark: _Toc293582359][bookmark: _Toc294606986][bookmark: _Toc294792742]Delete a condition
1. In the left side of the window select the condition to be deleted.
Click on the icon Delete current record. [image: ]
Answer the confirmation question by clicking on the Yes button.

[bookmark: _Toc290296543][bookmark: _Toc139360774][image: ]


[bookmark: _Toc293582360][bookmark: _Toc294606987][bookmark: _Toc294792743]Assign member standard condition
In the STANDARD CONDITIONS window you can assign standard conditions to individual customer types. At the time of sale, the condition which is most beneficial to the customer at this point in time will automatically be selected. Attention: There are further implications to the ball automat!

[image: ]

Input Fields
Day of Month	Input field for the specific day of the month on which the condition is valid. 
Day of Week	Input field for the specific day of the week on which the condition is valid. 
Time interval	Input field for the time intervals in which the condition is valid
Ball article	Input field for the ball article
Green fee	Input field for the green fee article
Range Fee	Input field for the range fee article


Price	Price of the corresponding article

Discount
Gastro %	Input field for any discount percentage in Gastronomy
Pro-Shop %	Input field for any discount percentage in the Pro Shop

Free Balls 
Counters	Input field for the quantity of free balls
Price	Input field for the price
Counter per day	Input field for the quantity of free balls per day


[bookmark: _Toc139360775][bookmark: _Toc290296544][bookmark: _Toc293582361][bookmark: _Toc294606988][bookmark: _Toc294792744]Assign a standard condition
1. In the left part of the window, select the customer subtype to which the standard condition is to be assigned. 
Click the icon Edit current record. [image: ]
Check the box of the condition that should be assigned to the customer subtype. 
Save the data with the icon Save. [image: ]





[bookmark: _Toc139360776][bookmark: _Toc290296545][bookmark: _Toc293582362][bookmark: _Toc294606989][bookmark: _Toc294792745]Member doors Permission
[image: ]

Input Fields
Day of Month	The doors permissions can be limited to certain days of the month. 
Day of Week	The doors permissions can be limited to certain days of the week. 
Time interval	The doors permissions can be limited to certain time intervals.
Men's Lockers 	If this box is checked, the selected customer type has access to the men's locker room.
Women's Lockers 	If this box is checked, the selected customer type has access to the women's locker room.
Caddy Shack	If this box is ticked, the selected customer type has access to the caddy shack.
Office	If this box is ticked, the selected customer type has access to the office.
Pro Shop	If this box is ticked, the selected customer type has access to the Pro Shop.
Course workers	If this box is ticked, the selected customer type has access to the course workers' rooms.
Gastronomy Service 
Entrance	If this box is ticked, the selected customer type has access to the men's locker room.

Employee Locker Room	If this box is ticked, the selected customer type has access to the employees' locker room.


[bookmark: _Toc139360777][bookmark: _Toc290296546][bookmark: _Toc293582363][bookmark: _Toc294606990][bookmark: _Toc294792746]Assigning doors permissions
1. In the left side of the window, select the customer type for which the doors permission should be assigned.
If needed, restrict the access to a given time period. 
Grant access to the individual rooms by checking the appropriate boxes.
Save the data with the icon Save. [image: ]


[bookmark: _Toc139360778][bookmark: _Toc290296547][bookmark: _Toc293582364][bookmark: _Toc294606991][bookmark: _Toc294792747]Edit doors permissions
1. In the left side of the window, select the customer type for which the doors permission should be changed.
Click the icon Edit current record.  [image: ]
Make the changes.
Save the changes with the icon Save. [image: ]


[bookmark: _Toc290296548][bookmark: _Toc290296549][bookmark: _Toc290296550][bookmark: _Toc290296551][bookmark: _Toc139360779][bookmark: _Toc293582365][bookmark: _Toc294606992][bookmark: _Toc294792748]Employee doors permission
Data in this window may only be edited if access has been granted by the Albatros software.
 
[image: ]

Input Fields
Day of Month	The doors permissions can be limited to certain days of the month. 
Day of Week	The doors permissions can be limited to certain days of the week. 
Time interval	The doors permissions can be limited to certain time intervals.
Men's Locker Rooms	If this box is checked, the employees have access to the men's locker rooms.
Women's Locker Rooms	If this box is checked, the employees have access to the women's locker rooms.
Caddy Shack	If this box is checked, the employees have access to the caddy shack.
Office	If this box is checked, the employees have access to the office.
Pro Shop	If this box is checked, the employees have access to the Pro Shop.
Course workers	Caddy Shack	If this box is checked, the employees have access to the course workers' rooms.
Gastronomy Service
Entrance	If this box is checked, the employees have access to the men's locker rooms.
Employee Locker 
Rooms 	If this box is checked, the employees have access to the employee locker rooms.

[bookmark: _Toc139360780][bookmark: _Toc290296552][bookmark: _Toc293582366][bookmark: _Toc294606993][bookmark: _Toc294792749]Assigning doors permissions
1. If needed, restrict the access to a given time period. 
Grant access to the individual rooms by checking the appropriate boxes.
Save the data with the icon Save. [image: ]

[bookmark: _Toc139360781][bookmark: _Toc290296553][bookmark: _Toc293582367][bookmark: _Toc294606994][bookmark: _Toc294792750]Edit doors permissions
1. Click the icon Edit current record. [image: ] 
Make the changes.
Save the changes with the icon Save. [image: ] 
























Food & Beverage



[bookmark: _Toc139360782][bookmark: _Toc290296554][bookmark: _Toc293582368][bookmark: _Toc294606995][bookmark: _Toc294792751]Food & Beverage logbook
In the GASTRO LOGBOOK window you find a list of all cancellation bookings in Gastronomy. 

[image: ]

Input Fields
Selection field	Selection field for the category used to filter the list.
Input field	Input field for the topic used to filter the list. 

Time period
Start date	Input field for the date after which the cancellation bookings should be displayed		
End date	Input field for the date until which the cancellation bookings should be displayed
All	If this box is checked, all bookings will be displayed.
Users	The check box specifies the user who has access to the cancellation log book.
POSLoc	The check box indicates the POS location which has access to the cancellation log book.	


Article data control list
Create a warehouse. 
Create the corresponding sales group. Where possible, these should be discussed with your tax advisor since they are aligned according to turnover and are used for financial accounting  
Create the corresponding sales group. 
Create the supplier. At least one internal supplier must be created. 
Create the family. In addition these can be subdivided into subfamilies and sub-sub-families. 
Create any colours (red, blue, green). 
Create any sizes (S, M, L, XL, 36, 38, 40).
Create any units (piece, pair, box). 
Create the article. 
Enter the current quantity on hand. You can enter this through a supplier invoice or directly in Inventory.
Print the barcodes to label the articles. 




[bookmark: _Toc139360783][bookmark: _Toc290296555][bookmark: _Toc293582369][bookmark: _Toc294606996][bookmark: _Toc294792752]Article comments
In this area you´ll define the comments for miscellaneous articles.

[image: ]

[bookmark: _Toc293582370][bookmark: _Toc294606997][bookmark: _Toc294792753]Create a new article comment
1. Click on the button "New".
Enter your text in the Comments field.

 [image: ]

Click on the button "OK".


[bookmark: _Toc151896462][bookmark: _Toc269206976][bookmark: _Toc290302500][bookmark: _Toc290365504][bookmark: _Toc292180729][bookmark: _Toc292889240][bookmark: _Toc293398821][bookmark: _Toc293399236][bookmark: _Toc293401512][bookmark: _Toc293582371][bookmark: _Toc294606998][bookmark: _Toc294792754]Remote access by our support team with Netviewer
As part of our installations, we include the Netviewer software, which gives our Support team the opportunity to access your workstation remotely.

This software can be activated in the following ways:

[bookmark: _Toc146702016][bookmark: _Toc146704933][bookmark: _Toc146953885][bookmark: _Toc146955603][bookmark: _Toc151896464][bookmark: _Toc269206977][bookmark: _Toc290302501][bookmark: _Toc290365505][bookmark: _Toc292180730][bookmark: _Toc292889241][bookmark: _Toc293398822][bookmark: _Toc293399237][bookmark: _Toc293401513][bookmark: _Toc293582372][bookmark: _Toc294606999][bookmark: _Toc294792755]Netviewer icon on your desktop

1. Click on the Netviewer Icon to start a remote management session.

[image: ]	
Quick Launch Bar

[image: ]

[bookmark: _Toc290365506][bookmark: _Toc292180731][bookmark: _Toc292889242][bookmark: _Toc151896465][bookmark: _Toc269206978]Desktop logo

[bookmark: _Toc290365507][bookmark: _Toc292180732][bookmark: _Toc292889243][bookmark: _Toc290365508][bookmark: _Toc292180733][bookmark: _Toc292889244][bookmark: _Toc294606831][bookmark: _Toc294607000][bookmark: _Toc294607169][bookmark: _Toc294607406][bookmark: _Toc294792756]
[bookmark: _Toc290365509][bookmark: _Toc292180734][bookmark: _Toc290302502][bookmark: _Toc292889245][bookmark: _Toc293398823][bookmark: _Toc293399238][bookmark: _Toc293401514][bookmark: _Toc293582374][bookmark: _Toc294607001][bookmark: _Toc294792757]39.2 Remote access in the Albatros modules
1. Click on ‚Help‘ in the top line and then choose ‚Albatros Netviewer Service‘.

[image: ]

[bookmark: _Toc151896466][bookmark: _Toc269206979][bookmark: _Toc146702018][bookmark: _Toc146704935][bookmark: _Toc146953887][bookmark: _Toc146955605][bookmark: _Toc290302503][bookmark: _Toc290365510][bookmark: _Toc292180735][bookmark: _Toc292889246]

[bookmark: _Toc293398824][bookmark: _Toc293399239][bookmark: _Toc293401515][bookmark: _Toc293582375][bookmark: _Toc294607002][bookmark: _Toc294792758]Starting the remote access session
1. Please call our support number: 086-010 9372 / 079-314 9571. Should our support team member feel that it is necessary to start a Netviewer session, he will ask you to load the software. 

[image: ] 

The session starts with the left screenshot as seen above. The connection is tested and once it has been established successfully, a window pops up, requesting you to enter a code. This code will be given to you by the Support team member and is unique for this session.

[image: ]
   
Once you have entered the number, please click on ‚Connect‘ to confirm and when the secure connection has been established between the two computers, you are requested to allow the transmission of your screen.

[image: ]  

Click on the button „Yes“, so that the support team member can view your screen. The remote access (Remote control) is now active as shown by the window:

 [image: ]

This menu is visible throughout the whole session. Once the session is completed, a new window opens up to document the end of the remote access. Please click on ‚Close‘ to confirm.

[image: ]



The advantages of Netviewer compare to other remote access software are:

Quick link via the Internet
Low costs compared to other software on the market
128 Bit Encryption
VeriSign-Certificate




[image: box_klein]   Support – Hotline

	
Support inquiry:
Monday – Friday

	
Operating hours: 08.00 – 17.00
 

	
Support-inquiry:
Saturday, Sunday or public holiday

	
Operating hours: 10.00 -15.00
Included but non-technical only

	
Remote maintenance
Monday – Friday

	
Included

	
Remote maintenance
Saturday, Sunday or public holiday

	
Included but non-technical only, subject to availability



Publisher of this manual:

iTee Solutions
Old Castle Brewery
Unit 404
6 Beach Road
Woodstock
 7925

Office: 086-010 9372
Technical Support: 079-314 9571

Email: info@iteesolutions.co.za
Internet: http://www.iteesolutions.co.za
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Supplier Club

Acushnet South Africa Metropolitan Golf Club

Stand 194 Northlands Business Park New Market Road Randburg

Johannesburg-
Description|Warehouse Description Colour size  |Quantty oo VAT o |Reqyetion (Cotpriee
00000964 |Pro Shop | AQL BLK| USA 13 1 625.00 14.00 750 5781
00000963 |Pro Shop | AQL BLK| USA 11,112 2 625.00 14.00 7.50| 11562
00000962 |Pro Shop _|AQL BLK USA 11 2 625.00 14.00 7.50] 11562
00000961 |Pro Shop _|AQL BLK USA 10,112 2 625.00 14.00 7.50| 11564
00000960 |Pro Shop |AQL BLK| USA 10 2 625.00 14.00 7.50| 11564
00000959 |Pro Shop |AQL BLK| USA 9,172 1 625.00 14.00 750 5781
00000958 |Pro Shop _|AQL BLK USAQ 1 625.00 14.00 7.50] 5781
00000942 [Pro Shop _|AQL BLK USA 8,172 1 625.00 14.00 7.50| 5781
00000944_|Pro Shop_| Contour BLK Mens USA6,1/2 1 710.00 14.00 750|  656.7
00000971_[Pro Shop | Contour WHT/DK Brown Mens USA 12 1 795.00 14.00 7.50] 7353
00000970 _[Pro Shop | Contour WHT/DK Brown Mens USA 11,112 1 795.00 14.00 7.50] 7353
00000969 _|Pro Shop_| Contour WHT/DK Brown Mens USA 11 1 795.00 14.00 7.50|  735.3)
00000968 _|Pro Shop | Contour WHT/DK Brown Mens USA 10,112 1 795.00 14.00 750| 7353
00000967 _|Pro Shop | Contour WHT/DK Brown Mens USA 10 1 795.00 14.00 7.50] 7353
00000966 _|Pro Shop | Contour WHT/DK Brown Mens USA9,1/2 1 795.00 14.00 7.50] 7353

=] 00000965 _|Pro Shop_| Contour WHT/DK Brown Mens USAQ 1 795.00 14.00 7.50|  735.3)
00000943_|Pro Shop_| Contour WHT/DK Brown Mens USA 8,172 1 795.00 14.00 750| 7353
00000940 _[Pro Shop | Green Joys Mens BLK USA8,1/2 1 370.00 14.00 750 3422
00000952_|Pro Shop_| Green Joys Mens BLK USAQ 1 370.00 14.00 750 3422
00000953_|Pro Shop | Green Joys Mens BLK USA9,1/2 1 370.00 14.00 750 3422
00000954_|Pro Shop_| Green Joys Mens BLK USA 10 2 370.00 14.00 750| 6845
00000955_|Pro Shop | Green Joys Mens BLK USA 10,112 2 370.00 14.00 7.50] 6845
00000956_|Pro Shop_| Green Joys Mens BLK USA 12 1 370.00 14.00 750 3422
00000939 _|Pro Shop | Green Joys WHT/BROWN Mens USA8,1/2 1 370.00 14.00 750 3422
‘ ‘ Printed : 15.02 2011 at 08:23 - page 1 \ (c) Albatros Datenservice GmbH \ ‘
Page 1 of 3 (100%)
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- Dokument-Nr.:40 -

Date : 2010/07/02

Supplier Club
Adidas South Africa Metropolitan Golf Club
Black River Park North, Fir Rd
Cape Town-7705
— — ;. Unit Reduction |Cost price|
Description|Warehouse| Description Colour Size  |Quantity| Net) VAT,(%) % Ne)
00000676 |Pro Shop | TaylorMade Tour 360 White 8(UK) 1 1149.00 14.00 0.00| 1149
00000677 _|Pro Shop | TaylorMade Tour 360 White 81/2(UK) 1 1149.00 14.00 000| 1 149(‘
00000678 |Pro Shop | TaylorMade Tour 360 White YUK) 2 1149.00 14.00 0.00] 2298(]
00000679 |Pro Shop | TaylorMade Tour 360 White 9 112(UK) 2 1149.00 14.00 0.00| 2298
00000680 |Pro Shop | TaylorMade Tour 360 White 10(UK) 1 1149.00 14.00 0.00| 1149
00000681 |Pro Shop | TaylorMade Tour 360 White 10 1/2(UK) 1 1149.00 14.00 0.00| 1149
00000682 _|Pro Shop | TaylorMade Tour 360 Black (UK) 1 1149.00 14.00 0.00] 1149
00000683 |Pro Shop | TaylorMade Tour 360 Black 81/2(UK) 1 1149.00 14.00 0.00| 1149
00000684 |Pro Shop | TaylorMade Tour 360 Black YUK) 1 1149.00 14.00 0.00| 1149
00000685 |Pro Shop | TaylorMade Tour 360 Black 9 112(UK) 2 1149.00 14.00 000 2298(]
00000686 _|Pro Shop | TaylorMade Tour 360 Black 10(UK) 1 1149.00 14.00 0.00] 1149
00000687 |Pro Shop | TaylorMade Tour 360 Black 10 1/2(UK) 1 1149.00 14.00 0.00] 1149
VAT Tax VAT value
0.00 0.00 Total Net 17 235.00
Vat Total 241290
Total Gros 19 647.90

‘ ‘ Printed - 11.02 2011 at 1143 - page 1

\ (c) Albatros Datenservice GmbH
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