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About this manual XE "about this manual" 
Global 3000 Debtors Ledger
Global 3000 Debtors Ledger maintains records of all accounting transactions between a company or group of companies and its customers. Debtors Ledger provides full multi-currency handling and comprehensive invoicing mechanisms. It is fully parameterised and is designed to meet the requirements of a wide range of users.


Transactions can be entered into either the current period or the following period. They can be entered directly and they can be received automatically from other systems, in particular Global 3000 Sales Order Processing.


Debtors Ledger can optionally create automatic postings to Global 3000 General Ledger and Global 3000 Cash Manager, and Debtors Ledger data can be exported to standard spreadsheet, management information and word processing packages.

Structure of this manual XE "structure of this manual" 
The first section of this manual is a functional overview of Global 3000 Debtors Ledger. 

This is followed by a Basic Functions section which explains the basic Global 3000 function key usage. More detailed instructions for new users can be found in the Tutorial Section of the Global 3000 Installation & Set-up Manual.

The structure of the next seven sections reflects the menu structure of Debtors Ledger. Each of these sections corresponds to an entry on the Debtors Ledger Main Menu. 

Section Ten provides printed examples of many of the standard reports that are provided by Debtors Ledger.

Appendix A provides technical details for developers of product that integrate with Debtors Ledger. Appendix B is a list of Debtors Ledger programs and their codes.

There is a full table of contents overleaf, and a summary one at the beginning of each section. A full index can be found at the back of the manual. 

The final page of the manual contains a reader’s feedback form for you to photocopy and send in to us with your comments. Please tell us about any mistakes or omissions you find in this manual. 

Installation & Set-up Manual XE "Action Menu" \t "See Installation & Set-up Manual" 

 XE "Review" \t "See also Installation & Set-up Manual" 

 XE "Global 3000 Review" \t "See also Installation & Set-up Manual" 

 XE "Maintain Attributes" \t "See Installation & Set-up Manual" 

 XE "attributes:maintenance" \t "See Installation & Set-up Manual" 

 XE "add:attributes" \t "See Installation & Set-up Manual" 

 XE "amend:attributes" \t "See Installation & Set-up Manual" 

 XE "delete:attributes" \t "See Installation & Set-up Manual" 
The Global 3000 Debtors Ledger Manual is designed to be used in conjunction with the Global 3000 Installation & Set-up Manual XE "Installation & Set-up Manual"  which contains:

· An introduction to the Global 3000 range of software.

· A tutorialxe "Tutorial" \t "See Installation & Set-up Manual" to enable new users to familiarise themselves with the basic features of Global 3000.

· Detailed instructions for installing and setting up Debtors Ledger for the first time.

· Full details of the system parameters which are shared by the various Global 3000 modules; i.e. the Company Parameters, Administration Parameters and the Distribution Parameters.

· Full details of Product Maintenance.

· Full details of the Action Menu, Maintain Attributes, Global 3000 Review, and Scenario Maintenance.

· A detailed example of how you might use the attribute, Global 3000 Review and data export features to monitor and chase overdue invoices. This is followed by printed examples of a customer statement, a bad debt letter and address labels created in Microsoft Word after exporting data via the data export option.

Conventions used in this manual XE "conventions used in this manual" 

 XE "manual conventions" 
This manual provides detailed instructions for operating the software on a window-by-window and menu-by-menu basis. For each window and menu, details are given of when it appears. This is followed by details of the prompts, options and information displayed, and details of what happens when you complete the entries or exit. The window or menu that appears next is indicated by the ( sign.


The use of the word ‘enter’ means that you should press the key or keys specified and then press <Return>. Use of the word ‘press’ indicates that you should press the specified key or keys alone.


Key names are enclosed in angled brackets. When you need to press keys at the same time, they are enclosed in one pair of angle brackets, e.g. <CTRL A>. When you need to press keys separately, the key names are enclosed in separate angle brackets, e.g. <F4><F2>.
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Contents

13
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A brief introduction to Global 3000 Debtors Ledger.

13
Customer Details

Customer account codes, searches and lookup codes, a summary of the general details held for customers, telesales facilities, customer credit control, and customer attributes.

18
Transaction Processing

An overview of the transaction entry feature, including details of entering invoices, journals, credit notes, payments, refunds, credit claims and reversals and dishonoured cheques, procedures for allocating transactions, banking, settlement discount and tax analysis. Also the options for posting to Global 3000 General Ledger and Cash Manager.

23
Multi-Currency Operation

An overview of multi-currency handling in Global 3000 Debtors Ledger.

27
Further Details

This includes financial periods and ageing, trade debtors control,  audit trails and control procedures, transaction history, multi-company processing, and a summary of the end of session and end of period procedures. 

30
Reports and Enquiries

A summary of the standard reports and on-screen enquiries that are available in Debtors Ledger. This also covers statement printing in Debtors Ledger and the VAT Reconciliation Report in General Ledger.

34
Exporting Data to Other Systems

An overview of the options for exporting data to other systems such as standard spreadsheet, management information or word processing applications, and the Global 3000 Review feature which is used to select the customers whose details you want to print or export. Together with customer attributes, these features provide powerful customer mailing facilities.

Overview

Introduction XE "Overview" \r "Overview" 
Global 3000 Debtors Ledger maintains records of all accounting transactions between a company or group of companies and its customers. Debtors Ledger provides full multi-currency handling and comprehensive invoicing mechanisms. It is fully parameterised and is designed to meet the requirements of a wide range of users. 


Transactions can be entered into either the current period or the following period. They can be entered directly and they can be received automatically from other systems, such as Global 3000 Sales Order Processing.


Debtors Ledger can optionally create automatic postings to Global 3000 General Ledger and Global 3000 Cash Manager, and Debtors Ledger data can be exported to standard spreadsheet, management information and word processing packages.


Figure 1 on the next page provides a diagrammatic representation of how Global 3000 Debtors Ledger integrates with the other Global 3000 modules. For an introduction to the other modules, see An Overview of Global 3000.

Customer Details

Account codes XE "customers:overview" \r "Customers" 
Customer account codes can be up to seven characters long and are used to provide a unique identification for each customer. The format of the account code is determined by a parameter setting. Account codes can be purely numeric (in which case the system inserts leading zeros to pad any account number keyed to the full seven characters). Alternatively they can contain both alpha and numeric characters with leading or trailing spaces (i.e. left or right justified).

 XE "search facilities" 
Comprehensive search facilities are available to locate unknown account codes. You can search for a customer using any of the following:

· Account code.


· Name.


· Account type.


· Either of two lookup codes.
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Figure 1: Global 3000 Environment

Lookup codes XE "EDI:account codes" 

 XE "lookups" 

 XE "EDI" \t "See also EDI Manual" 

 XE "SOP" \t "See also SOP Manual" 

 XE "General Ledger" \t "See also General Ledger Manual" 
The customer lookup codes can be configured to be set automatically to the customer’s postcode, contact name, or telephone or fax number. Alternatively the lookup codes can be entered manually in Customer Maintenance. When Global 3000 EDI is in use, the second lookup code is used for the external EDI account code.

Customer details XE "addresses" 

 XE "EDI:account codes" 
There is no practical limit to the number of addresses and contact details that can be held for each customer. If multiple addresses are held, indicators are set to show which address is to be used for statements and which for invoices. If Global 3000 EDI is in use, an EDI account code can be specified for each address. 


Unlimited free form notes and actions (with date, operator and topic) can be held for each customer.

 XE "head office accounting" 

 XE "branch accounts" 

 XE "buying group accounts" 

 XE "members of buying groups" 
Head office accounting is supported; accounts can be defined as head office or branch accounts. For branch accounts, the head office account is specified. All transaction activity for branch accounts is posted to their specified head office account. Accounts can also be defined as members of a buying group. This does not affect the processing of transactions, but it enables consolidated statements to be produced for the group.

 XE "classification codes" 

 XE "sales representatives" 

 XE "territories" 
An extensive set of user-defined tables are used to classify each customer, including trading terms, credit rating codes, sales reps, territories and up to four different category codes. The headings for sales reps, territories and the four additional categories can be defined by the user; for example ‘sales rep’ can be changed to ‘agent’, ‘territory’ to ‘region’, etc. These codes can be used as selection criteria when printing reports and statements, and can also be used for sales analysis.

 XE "SOP:defaults for customers" 
Debtors Ledger provides Global 3000 Sales Order Processing with a central record of customer details. To speed up data input when entering sales orders for customers, default values for various sales ordering information can be held for each customer. These details include price lists, delivery instruction code, location, trade discount scheme and the customer's level in it, a negotiated discount percentage, the normal payment method, delivery label and acknowledgement requirements, and whether back orders, part deliveries, and part invoices can be accepted.

Accounting methods XE "accounting methods" 

 XE "balance methods" 

 XE "open item accounting" 
Customer accounts can use either the open item accounting method, or the balance forward accounting method:

· Open item method. In this method transaction details are retained until they are archived or purged according to the history options selected in system parameters.

 XE "balance forward accounting" 
· Balance forward. This method is run as the open item method in the current period and as balance forward for previous periods; i.e. the transaction detail is retained for all transactions entered since the last period close. During the period close procedure, posted transactions are consolidated into up to four balance forward  transactions, holding the period balances for four ageing periods. The ageing periods are determined by options set in system parameters. The four balance forward transactions are printed on the statement as a single balance forward amount. 


Statements for customers with the open item method can be produced in balance‑forward format, and statements can be suppressed completely.


Balance forward accounts are restricted to trading in the company base currency. However multi-currency accounts can be run as open item and their statements can be printed in balance forward format.


The balance method of customers can be changed, although the change does not take effect until the current period is closed. 

Financial data XE "financial data" 

 XE "days to pay" 

 XE "average days to pay" 
For each company, financial data held by customer includes amount due, period balances, total credit claims and total unallocated credits. Other statistics held include last invoice details, last payment details, high balance and average days to pay (derived from total days to pay and total number of invoices).

EDI parameters XE "EDI:parameters" 

 XE "Electronic Data Interchange" \t "See EDI" 
If Global 3000 EDI is in use, whether EDI sales orders are accepted can be specified for each account, or only on accounts which differ from the norm. If EDI sales orders are accepted, whether they are accepted for full processing, or for printing and subsequent manual processing can be specified in the same way. Also whether sales acknowledgements and invoices are exported electronically via EDI, printed, or are both exported and printed. 


Product and code translation tables can be specified for each customer. Product and code translation tables are defined in Global 3000 EDI and are used by the import and export programs to substitute the appropriate internal product and other codes and descriptions for the customers’ ones, and vice versa.

Telesales XE "telesales" 

 XE "quotation accounts" 

 XE "SOP:telesales" 
Accounts can be defined as quotation accounts for use during telesales in Sales Order Processing. Telesales in this context is the processing of large numbers of calls from new customers.


In Sales Order Entry quotations can be entered against a quotation account. If the customer accepts the quotation it can be rapidly converted into a sales order. At this point the operator is prompted for the customer account and can choose to select an existing account or to create a new one. In the latter case the operator is prompted for the account details such as name and address. Alternatively if the customer decides not to proceed with the quotation it can be retained on file. The operator can retrieve it later if the customer calls back.

Credit control XE "credit checking" 

 XE "credit control" 

 XE "SOP:credit control" 
A credit limit can be defined for each company a customer trades with. The credit limit is entered and held in account currency, and is used by Sales Order Processing. Accounts can be selected for printing on the aged debt report on the basis of their credit limit.

 XE "credit ratings" 
A credit rating code can also be held for each customer, and this can also be used to select accounts to be printed on reports.

Customer attributes XE "attributes:overview" 
In addition to specifying a salesperson, territory and up to four category codes for each customer, the user can define characteristics or ‘attributes’ and associate them with customers. There is no practical limit to the number of attributes that can be defined, nor to the number of customers they can be associated with. There are three types of attribute:

· Straight forward markers; for example the attribute ‘OVERDUE’ could be used to tag accounts with overdue invoices.


· ‘Valued’ attributes. When one of these attributes is associated with a customer, a value is also recorded. For example, the attribute ‘REMINDER’ could be defined as requiring a date value, so when it is linked to a customer, the operator records the date a reminder notice was sent to the customer.


· ‘Tabled’ attributes. These are valued attributes, with a table of possible values. For example, when marking a customer with the tabled attribute ‘REGION’, the operator selects a value from a list of defined regions.


Attributes can be used to select customers for printing and data export through the Global 3000 Review feature. 


Customers’ attribute settings can be exported via options in Customer Enquiries and Customer Maintenance.

Transaction Processing

Automatic entry XE "transactions:overview" \r "TransactionProcessingOverview" 
The transaction processing function of Global 3000 Debtors Ledger is designed to suit the requirements of small to very large companies.

 XE "postings from other modules" 

 XE "auto-transfers:overview" 

 XE "SOP:auto-transfers" 
Transactions can be received automatically from other systems, such as Global 3000 Sales Order Processing. The transactions are passed in a transfer file, which is created by the feeder system as often as necessary, typically daily, and is then transferred into Debtors Ledger via the Auto-Transfers function.


If the feeder system runs in a remote location, the transfer file must be moved or transmitted to the Debtors Ledger computer before the transfer file can be applied to Debtors Ledger. 


The user sets up an interface definition which controls the details of the transfer file and whether the created batches are posted or left open. If the option to post the batch is selected, the posting occurs when all batches in the transfer file have been successfully created in Debtors Ledger. Otherwise the batches can be posted manually after the transfer is complete.

Manual entry
Transactions can also be entered into Debtors Ledger manually. The transactions are entered in batches with an optional batch control total. If a control total is entered, the value of the transactions entered must match the control total before the batch can be posted.


Each batch contains a single type of transaction, and must be for a single company and financial period. Transaction types include invoices, credit notes, credit claims, payments, customer refunds, and credit and debit journals. Special reversal batches are provided to void cheques or reverse incorrectly posted invoices and journals. The allocation of credit transactions to debit transactions can take place immediately or can be deferred to a separate allocation batch.


A batch can be posted immediately if the transaction total matches the control total, or the batch can be printed for checking. Once the details have been confirmed as correct, the batch can be posted. The posting process ‘commits’ the transactions, updating the customer and company balances.

Trading terms 
A standard trading terms code is defined for each company a customer trades with. This is used to calculate the due date for an invoice, a discount date and the amount of settlement discount available if the item is paid by the discount date. When required, the customer’s standard terms code can be overridden for specific invoices, and the settlement discount can be overridden by the user at the time of payment.


A company-specific system parameter determines whether settlement discount is offered.


The same trading terms codes are also used by Creditors Ledger. The code is one or two characters long. The due and discount dates can be separately specified as either a number of elapsed days or a particular day of the month, relative to the current month or up to nine months in the future.

Entering invoices XE "invoices" 
The operator is asked to enter details of the document, giving its date, total value and customer reference. Searches are available to locate the customer if the account code is not known. Forward dated invoices are allowed. These invoices are aged to the next period and become part of the current period balance when the period is closed.


For multi-currency batches, the entry currency of a transaction initially defaults to the customer’s account currency but it can be changed to any currency which is defined as a valid trading currency for the customer. (For further information on multi-currency processing in Debtors Ledger, see page 23.)


The user is asked for an analysis of the document’s total value by different tax rates. In making this computation the system takes full account of the permitted settlement discount using the relevant terms.

 XE "General Ledger:analysis (distribution)"  
If General Ledger analysis of transactions is required, the user is prompted for the breakdown of the invoice by profit centre and account. There is an option to record a default profit centre and account for each customer, thus speeding up the entry of the General Ledger analysis. If the General Ledger account has any analysis categories defined, the operator is prompted for an analysis code for each category. Search facilities for valid profit centre, account and analysis codes are provided. If required, purchase units and a narrative can also be entered for recording in General Ledger. There is no practical limit to the number of lines of analysis that can be entered.

Other transaction types
The entry of credit notes, journals, payments, and customer refunds, parallels that described above for invoices. The user specifies at the beginning of the batch that the documents are of a different type, and the information prompted for varies according to the requirements of the transaction type. 

Credit claims XE "credit claims" 

 XE "debit notes" \t "See credit claims" 
Credit claims (debit notes) are used to register claims for credit which are yet to be approved. Credit claims are only available in company base currency. They do not affect the customer or ledger balance and do not require tax or General Ledger analysis. Credit claims are allocated to invoices to indicate the transactions they apply to.


When the claim is approved, the operator enters a credit note and allocates it to the credit claim (instead of the original invoice). 


Credit claims only appear on a customer’s statement after they have been allocated to an invoice, and before they have been allocated to a credit note. They do not appear after they have been allocated to a credit note as the credit note itself appears on the statement. 


Credit claims can only be made in base currency. 

Reversals XE "reversal journals"  & dishonoured cheques XE "dishonoured cheques" 

 XE "cheques:dishonoured" 
Reversal and dishonoured cheque batches can be used to reverse invoices.  payments or journals that have not been purged from the system. The allocations for the transaction being reversed must also remain on file. The transaction created is a debit or credit journal. There is an option to suppress the reversed transaction from the customer’s statement. Provided the analysis details history has been retained, the General Ledger and tax postings are automatically reversed.

Allocation  XE "allocations:overview" \r "AllocationsOverview" 
Debtors Ledger provides an allocation function so that:

· The credits and debits on a customer account can be matched off to provide a clear view of the unpaid items that make up the account balance.


· Small discrepancies between payments and invoices can be written off to discount.


· Exchange gains and losses on cash receipts can be realised.


Normally credits are allocated across debit items on an account; for example, a payment is entered and then it is allocated across the invoices it covers. However, it is equally valid to allocate debits to credits, debits to debits, and credits to credits.


Credit transactions can be allocated as they are entered to items already posted. Alternatively they can be allocated as a stand-alone function by entering an ‘Allocations only’ batch. Debits can only be allocated to credits via an ‘allocations only’ batch. Reversals are automatically allocated against the item they are reversing.


Debtors Ledger provides flexible facilities for selecting items to allocate against on the customer’s account. Items can be selected for allocation in a number of ways:

· All outstanding items on the account on an oldest first basis.


· All outstanding items on the account up to a specific date.


· All outstanding items entered in a particular currency.


· The outstanding items can be selected on the basis of their transaction type, for example invoices only.


· A user-selected range of items.


· Individually selected items.


· Parts of outstanding items.


Small discrepancies arising during the allocation of base currency payments and refunds can be written off to discount when the discrepancy is less than a maximum value set in System Parameters.

Banking XE "banking" 
If the multiple cash books option is selected, there can be a number of cash books in use, and when a payment or refund batch is entered, the operator specifies the cash book account to be used. If Global 3000 Cash Manager is in use, each cash book account correlates to the cash book defined in Cash Manager that has the same id.


The operating currency of each cash book is defined, but transactions for a cash book are not restricted to this currency.


A bank deposit report can be produced showing the postings to each cash book in the current session. For each posting the following are shown: the drawer, bank and branch name, date received and the amounts in entry and cash book currencies.

Tax analysis XE "tax:overview" 
The optional tax analysis feature allows each transaction to be analysed across any number of user-determined tax codes. A tax analysis report can be run at any time showing the period to date tax totals. The tax analysis details are cleared at end of period. 


EC tax regulations are fully supported. 

Interface to General Ledger XE "General Ledger:analysis (distribution)"  XE "on-line postings:General Ledger" 

 XE "General Ledger:postings" 
Debtors Ledger provides an optional interface to Global 3000 General Ledger. The postings are made via a transfer file which can be generated and t0ransferred into General Ledger in two ways:

· Via the ‘on-line posting’ option, in which a transfer file is automatically generated and transferred into General Ledger whenever a batch is  posted in Debtors Ledger. 

 XE "manual postings:General Ledger" 
· Via a manual option which involves manually invoking the transfer programs in both Debtors Ledger and General Ledger. This option enables one transfer file to be created at specific intervals, for example, once a week or once a financial period. This method must be used if the modules are on different computers.


When on-line posting is selected, parameters control whether a report is printed of the transferred data. When the manual option is selected, the operator can select whether to print the report when initiating the transfer. 


When entering General Ledger analysis for transactions, the General Ledger account codes can be validated directly against the General Ledger chart of accounts, if it is on-line. Alternatively account codes can be validated against a table containing a sub-set of allowable accounts. 

 XE "transaction analysis" 
Each General Ledger account can optionally have up to two analysis categories assigned to it. Analysis categories are set up in General Ledger as system parameters with tables of valid entries. Analysis codes can be used to select transactions in General Ledger enquiries, and for customised reports. When entering a transaction for one of these accounts in Debtors Ledger, the operator is prompted for an analysis code for each relevant category. These codes are passed to General Ledger along with the other information in the transfer file.

Note
Analysis codes can only be recorded in Debtors Ledger if accounts are validated directly against the General Ledger chart of accounts.

 XE "red ink corrections" 

 XE "red ink corrections" \t "See also Installation & Set-up Manual" 
Correction transactions in Debtors Ledger can optionally generate ‘red-ink transactions’ (negative debits and credits) in General Ledger, in line with Eastern European accounting practice. This option, only available if red-ink transactions are in use in General Ledger, ensures that the correct totals of debits and credits are maintained within General Ledger. 

Interface to Cash Manager XE "Cash Manager"  XE "on-line postings:Cash Manager" 

 XE "Cash Manager:postings" 
Debtors Ledger provides an optional interface to Global 3000 Cash Manager. The postings are made via a transfer file which can be generated and transferred into Cash Manager in two ways:

· Via the ‘on-line posting’ option. In this option the transfer file is automatically generated and transferred into Cash Manager at the time of posting; i.e. whenever a payment, refund or dishonoured cheque batch is posted in Debtors Ledger. 

 XE "manual postings:Cash Manager" 
· Manually via a two stage process. First the transfer file is generated during the Close Session function in Debtors Ledger. Then the Auto-Transfer function is manually invoked in Cash Manager. This method enables one transfer file to be created in each sub-module at specific intervals. This method must be used if the modules are on different computers.


When on-line posting is selected, parameters control whether a report is printed of the transferred data. When the manual option is selected, the operator can select whether to print the report when initiating the transfer. 

Multi-currency Operation

Currencies XE "exchange rates" \r "Currencies" 

 XE "master currencies" \r "Currencies" 

 XE "sub-currencies" \r "Currencies" 

 XE "currencies" \r "MultiCurrencyOperation" 

 XE "multi-currency operation" \r “MultiCurrencyOperation" 
Global 3000 offers full multi-currency handling, with any number of currencies being supported. Currencies and exchange rates are defined centrally via Administration Parameters for use by all Global 3000 modules.

 XE "decimal precision of currencies" 
Each currency is allocated a three character code, a 20 character description, the symbol to be printed on reports, and its decimal precision. The decimal precision feature distinguishes currencies which have:

· Two decimal places, such as the UK pound.

 XE "escudo" 
· One decimal place, such as the Portuguese escudo.

 XE "lire" 
· No decimal places, such as the Italian lire.


Values in a currency with a decimal precision of less than two appear on the screen and in reports with two decimal places, with any unused decimal places set to zero. When prompted for an amount in the currency, the operator cannot enter a value with more non-zero decimal places than are allowed for the currency. 


A currency can be defined as a ‘master currency’. The essential features of a master currency are:

· It has sub-currencies associated with it. 


· The exchange rates between the master and each sub-currency are fixed at any one time. These exchange rates can be given start and expiry dates, so new fixed rates can be defined.


· Global 3000 does not allow the exchange rate between a master currency and any of its sub-currencies to be overridden at any time by a spot rate. (However Global 3000 does allow the entry of a cross rate between a sub-currency and an independent currency for a specific transaction. Global 3000 respects the fixed rate between the sub-currency and the master currency, and derives a spot rate for the floating rate between the independent currency and the master currency.)


· When converting monetary values from a sub-currency to a currency other than its master, Global 3000 always converts the sub-currency value to its equivalent value in the master currency, and then converts the value in master currency to the required currency.

 XE "rounding in currency conversions" 
· All currency conversions in Global 3000 which involve a master currency hold the intermediate values to six decimal places*. Rounding only takes place when the value in the currency being converted to, is established. The rounding takes account of the decimal precision of that currency.


· The exchange rates between a master currency and its sub-currencies, are always held as the amount by which the master currency is multiplied to give the sub-currency. They are never held as the amount the sub-currency is multiplied by to give the master currency.


· A master currency cannot be a sub-currency of another master currency.

*
When converting values of 1000 billion (US) and more, Global 3000 can only maintain three places of precision.

Multi-part exchange rates XE "euro" 

 XE "euro" \t "See also master currencies" 

 XE "multi-part exchange rates" 
Currency conversions that involve more than one exchange rate are referred to in this manual as ‘multi-part exchange rates’; for example, converting from a euro sub-currency to an independent currency such as the US dollar. The currency conversion involves two exchanges rates: the fixed rate between the sub-currency and the euro, and the floating rate between the euro and the US dollar.

 XE "reports:exchange rate formats" 

 XE "display:exchange rates" 

 XE "enquiries:exchange rate formats" 
In calculating conversions to and from sub-currencies, Global 3000 always uses the fixed exchange rate in force between each sub-currency and its master currency. However when exchange rates are displayed on the screen in enquiries, and printed on reports, they are always expressed as the number of units of one currency that equate to a single unit of the other currency. 


When multi-part exchange rates are involved, there are two options:

· The rate can be expressed as the variable part of the two or more exchange rates involved; for example:

n.nn euro = 1 US dollar.

 XE "audit rates" 

 XE "overall exchange rates" 
· The rate can be expressed as the overall or ‘audit rate’ involved, which Global 3000 derives from the two currency values involved in the currency conversion; for example:

n.nn sub-currency = 1 US dollar.


A single parameter controls whether multi-part exchange rates are displayed as an audit rate in reports and enquiries throughout Global 3000. This parameter does not affect the way exchange rates are entered and displayed in the exchange rate tables. And whichever option is chosen, the operator can view the exchange rates in both formats during transaction entry.

Exchange rate tables XE "exchange rate tables" 

 XE "house exchange rate table" 

 XE "tax:exchange rate table" 

 XE "tax:exchange rate table" \t "See also Installation & Set-up Manual" 
Global 3000 enables several exchange rate tables to be defined, if necessary. One table can be used to define Customs and Excise approved rates and another for the standard in-house exchange rates. 


For each exchange rate table, the rates to be used for converting from one currency to another are defined. Exchange rates are held with six decimal places. A start and expiry date can be defined for each rate. This enables a complete exchange rate history to be maintained.

 XE "withdrawal of sub-currency" 
While a currency is defined as a sub-currency, the only exchange rates that can be defined for it are those between it and its master currency. If a sub-currency withdraws from its master currency, this is indicated by setting the expiry date accordingly.

Base currencies XE "base currency" 
The operating currency of each Global 3000 company is defined when it is set up. This is referred to as the company ‘base currency’. 

Account currencies XE "currencies:customers" 

 XE "account currencies" 

 XE "customers:currencies" 
The principal operating currency of each account is defined, and is referred to as the ‘account currency’. This is the currency in which the customer’s credit limits are held and its balances are displayed and printed. If Global 3000 Sales Order Processing is in use, this is the currency in which the customer’s sales orders are entered and in which the customer is invoiced.


If the software configuration does not include Sales Order Processing, or the customer has no active sales orders, the customer’s account currency can be changed, when necessary. Debtors Ledger then converts the customer’s credit limits to the new currency using the current house exchange rates. These can be overridden; for example if they convert to an awkward figure.

 XE "trading currencies" 
In Debtors Ledger, open item customer accounts are not restricted to trading in the account currency. For each company the customer trades with, a table of valid trading currencies can be defined. 


When the customer’s account currency is a sub-currency, transactions entered in its master currency appear on the customer’s statement in account currency. Similarly, when the customer’s account currency is a master currency, transactions entered in its sub-currencies appear on the statement in account currency.

Foreign currency transactions XE "foreign currency transactions" \r "ForeignCurrencyTransactions" 

 XE "transactions:foreign currency" \r "ForeignCurrencyTransactions" 

Debtors Ledger batches can either be single currency or multi-currency. For single currency batches, the batch currency is specified on the batch header, and all the transactions in the batch must be entered in this currency. For multi-currency batches, the entry currency of each transaction is specified as it is entered. The entry currency initially defaults to the customer’s account currency, but this can be changed to any of the customer’s valid trading currencies.

 XE "data pollution" 
Debtors Ledger does not allow the entry of transactions in a currency which is not one of the customer’s valid trading currencies. This feature is designed to reduce the risk of ‘data pollution’; i.e. an operator accidentally entering a transaction in one currency thinking they are entering it in another currency. 

 XE "high exchange rates" 

 XE "exchange rates:high" 
Transactions can be entered with up to twelve leading digits and two decimal places to cater for currencies with high exchange rates.

 XE "trading currency totals" 

 XE "account currency balances" 
For each customer account, Debtors Ledger maintains a running total of the transactions entered in each trading currency. When you post a batch, these totals are updated with the entry currency values of the transactions in the batch. At any time, the account balances in account currency are determined by converting each trading currency total to account currency using the current house exchanges rates and summing the results.


For reversal journals and dishonoured cheques, Debtors Ledger takes the base currency value of the transaction from the transaction being reversed. For all other transactions types, when the entry currency of a transaction differs from base currency, Debtors Ledger calculates the value of the transaction in base currency using the house exchange rates in force on the transaction date. The details of the exchange rates involved can be viewed during Transaction Entry, and if any of them are variable, a spot rate can be entered for the transaction, or a specific value in base currency. 


For invoices, credit notes and expense journals, a base value is calculated for each line of General Ledger analysis using the ratio of transaction net value in entry currency to its value in base currency. 

 XE "historical base currency balances" 
When a batch is posted, the base currency value of a transaction is used to adjust the company control totals and the historical base currency balances held for each account. If posting to General Ledger is in use, it is also the base currency value of a transaction which is posted to General Ledger.


If Cash Manager is in use, when the entry currency of payments and refunds differs from the cash book currency, Debtors Ledger calculates the value in the selected cash book currency using the house exchange rates in force on the transaction date. As with the conversion to base currency, the details of the exchange rates can be viewed during Transaction Entry, and if any of them are variable, a spot rate can be entered for the transaction, or a specific value in cash book currency.


Debtors Ledger posts the value of payments and refunds to Cash Manager in cash book, base and entry currencies.

Allocating foreign transactions XE "allocations:foreign currency transactions" \r "AllocatingForeign" 
Global 3000 Debtors Ledger provides comprehensive facilities for  allocating foreign currency debits and credits on customer accounts.


Where both the transaction and item in an allocation have the same entry currency, allocation is based on those entry currency values.


When the transaction and item have different entry currencies, the operator is asked to specify the value in the transaction’s entry currency that covers the amount being allocated in the item’s entry currency. Debtors Ledger provides a default value in the transaction’s entry currency based on the house exchange rates in force on the transaction date.

Exchange gain and loss XE "exchange gain & loss" 

 XE "gains on foreign exchange" 

 XE "losses on foreign exchange" 
When a transaction is allocated, any discrepancy between its base currency value, and the total base currency value of the items it is allocated to, is realised as an exchange gain or loss. If a partial allocation occurs, the gain or loss is calculated in proportion to the allocation.


The exchange gain or loss can be realised when the batch in which it was allocated is posted. A single General Ledger journal is created to account for the exchange gain or loss for each batch when required.


Alternatively, if Cash Manager is in use, under certain circumstances, the realisation of the exchange gain or loss can be deferred until the actual value of the transaction is confirmed in Cash Manager. Debtors Ledger then posts to Cash Manager and General Ledger, the total value in base currency of the items the transaction was allocated to, instead of the base currency value of the payment or refund itself.


When the realisation is not deferred and the currency information for the transaction has not been confirmed in Debtors Ledger, further exchange gain or loss postings are made, if necessary, when the currency information for the transaction is confirmed in Cash Manager.

Further Details

Periods XE "periods, financial" 

 XE "financial periods"  and ageing XE "ageing:overview" 

 XE "financial periods" \t "See also Installation & Set-up Manual" 

 XE "periods, financial" \t "See also Installation & Set-up Manual" 
Global 3000 Debtors Ledger accounting periods are specified in System Parameters. The ageing analysis of transactions can be based on the accounting period or on days from the invoice date. Aged balances by period are held on the customer record for the next period, current period and four past periods and are adjusted at close of period. For ageing by days, the ageing intervals, e.g. 30‑60‑90 days, are specified in system parameters and the ageing is calculated as required. 

Multi-company processing XE "multi-company processing" 

 XE "companies:overview" 
Debtors Ledger can operate in single or multi‑company mode. When each company is set up, its country and base currency are specified. In multi‑company mode separate customer balances and ledger control totals are held for each company. If the General Ledger interface is used, separate General Ledger control accounts can also be specified for each company. 


Most static customer data is shared by all companies, however some, such as the trading terms and valid trading currencies, are defined for each company. The shared details include the customer account and lookup codes, and name and address details.  

Trade debtors control XE "trade debtors control" 

 XE "debtors control" 

 XE "multiple control accounts" 
The trade debtors amount can be posted to a single General Ledger account for each company, or multiple control accounts can be used to analyse the amount by customer. In the latter case, if the control account at the customer level is changed, the outstanding account balance is automatically transferred to the new control account.

Audit trails XE "auditing" 

 XE "daybook" 
The daybook prints details of all batches posted since the last time it was run. It also lists deleted batches and unposted batches, as one line entries. The reports can be run when required, for example daily or weekly. However, it must be run before the session can be closed.


Batches are stamped with the operator‑id, date and time of creation or last amendment.


Batches are numbered sequentially so that they can be audited, and items within each batch are also sequentially numbered. Each transaction has a unique internal reference allocated to it.


The customer maintenance audit feature can provide an audit trail listing changes made to customers’ details in Customer Maintenance. The audit trail is in the form of consecutively numbered reports, each one showing the current details of all customers whose details have been changed since the previous report was run. A setting can optionally force the report to be printed after a customer’s details have been amended before any operator can amend that customer again.

Control procedures XE "control procedures" 
A number of automatic controls are applied by the system at the time of data entry:

· All document entry procedures check that the tax and General Ledger analysis agree with the transaction values.


· Batch control checks on input data are provided with review procedures at the end of the batch to assist the user to locate any discrepancies.


Control totals of transactions posted for different periods can be examined on screen or printed.


A separate report prints details of all tax postings.


The General Ledger analysis report shows the amount posted to each General Ledger account in the current period.

End of session XE "end of session" 

 XE "sessions" 

 XE "close session" 
A session is usually a single day’s work, but sessions can be longer or shorter if needed. A session covers all companies. The Close Session function is run at the end of each session.


Close Session performs the following processing for all companies:

· It clears all posted batches from the list of current session batches.


· It clears the current session bank deposit details.


· It purges the current session control totals from the company balances.

 XE "Cash Manager:postings" 

 XE "Cash Manager" \t "See also Cash Manager Manual" 

 XE "manual postings:Cash Manager" 
· If manual posting to Cash Manager is in use, Close Session creates the Cash Manager posting file.

End of period XE "close period" 

 XE "end of period" 
The Close Period program is run when all processing for a period is complete. The Close Period program performs the following processing:

· Closes the current period in Debtors Ledger.


· Opens the ‘next period’ as the new current period.


· Opens the new ‘next period’.


· Rolls forward the customer and company period totals.


· Creates balance forward transactions for all balance forward-type customers. 


· Can include a purge/archive feature. This can also be run as a separate option after the period is closed.


For multi-company systems, end of period can be run by company or for all companies, provided they all have the same current period.

Transaction history XE "history" 

 XE "transactions:history" 
System Parameters determine whether transaction history is kept for open item accounts, and if it is retained for how long. Transaction history can be kept for all customers or for ‘key’ customers only. The allocation and General Ledger analysis details can also be kept for archived transactions.


Foreign currency transactions are not purged or archived until the foreign currency balance and the base currency balance of the transaction is zero.

Reports and Enquiries

Enquiries XE "enquiries:overview" 
Enquiries can be made against any customer account. Customers can be selected and displayed by customer code, customer name, or type, and the display can be paged through in any of these sequences.

 XE "customers:enquiries" 
The enquiry shows balances, amount and date of last payment, and an average number of days to pay. In addition further displays may be selected from the following options:

· Addresses, to display the customer’s addresses.


· Branches of a customer’s organisation.


· Contacts for a customer.


· Aged balances, calculated in relation to either period end dates or the current date, depending on a system parameter.


· Notes and actions entered against the customer.


· Tax registration codes for a customer.


· Consolidation, to display a summary of trading with other companies by the customer.


· Transactions which provides options to display current posted transactions, unposted transactions, archived transactions, or all transactions. There is an option to drill down through the transactions to the allocations, and for foreign currency transactions to the exchange rate details.


· Turnover, to display a customer’s balance and turnover.


· Attributes, to display the customer’s attribute settings.


· Print customer to print, export, or display on the screen as an extension to the on screen enquiry function, either the standard customer print which provides a wide range of customer information with options to include notes and actions, aged balances, and transactions selected by a variety of criteria; or the historical transactions list which sorts selected transactions into chronological order before printing/displaying.


· Document, to initiate the export feature for the selected customer. This option can be used to export the customer’s notes, actions, attributes, and other general details, to create customer reports, to use a ‘list’ template to list the customer’s documents, etc.


· Letter. This option also initiates the export feature for the selected customer, but it prompts for the contact and address to be used. It is therefore useful for exporting letters, faxes, address labels, etc.


· Statement. This option enables statement details to be exported for a selected customer. 

Reporting XE "reports:overview" 

 XE "data export" 
A number of standard reports are available in addition to the daybook mentioned above. Many reports, in addition to standard printing options, give access to:

· The data export function, which enables the details to be exported to other applications such as spreadsheets, and management information or word processing packages. Data export is described in more detail below.


· The Global 3000 Review feature which enables the customers selected for printing or export to be filtered by attribute settings. This feature also enables the operator to save customer selections for future use, and to re-use saved selections. Global 3000 Review is described in more detail below.


The following standard reports are available and give access to the data export and Global 3000 Review functions:

· Customer listing, to list details of the customers’ names and addresses and other basic account details. This report may be produced selectively and in various sequences and formats.


· Aged debt report, to show an ageing of the transactions on a customer’s account at a particular date, selected by various ranges and sequences, or to show only accounts over their credit limit. The report can show a single line summary for each customer or full details of each transaction. In multi-currency systems, the detailed report can either be printed in entry currency or in account currency. The report can also include any notes or actions for the customer.


· Open transaction report, to list outstanding transactions for a range of customers, optionally restricted to just credits, debits or held invoices. In multi-currency systems the transactions can be shown in either entry currency or in account currency. Both options also show the historical base currency value outstanding on each transaction and the total historical base currency value outstanding on each account.


· Account balances report, which shows the balance on selected accounts for the current or next period in the company base currency, with an option to also show balances in account currency, and for multi-currency accounts, a breakdown by trading currency. It also shows the unrealised exchange gain/loss for the period calculated using rates in force for the end of the period drawn from a user selected exchange table. 


· Period postings report, to give a complete statement of each customer’s account for the current or next period.  XE "period postings report" In multi-currency systems the transactions can either be shown in entry currency or in account currency. Both options also show the historical base currency value of each transaction and the customer balances in account currency.


· Customer turnover report, to list customer turnover balances in account currency.


The following standard reports are available, and give access to the data export function,  but not the Global 3000 Review function:

· General Ledger analysis report, to give an analysis of General Ledger postings during the period.


· Trial balance report, which provides an analysis by account of the closing balance on the ledger for a selected company at the end of the current financial period. If next period posting is allowed, the report also shows the total posted so far to the next period and the overall balance arising. All the figures are shown in the company’s base currency and are drawn from the historical base currency balances held for each account.


· Currency exposure report, which is available on multi-currency ledgers, and shows the total exposure in any selected currency broken down by account for the current or next financial period.


The following standard reports are available, but do not give access to the data export or Global 3000 Review functions:

· Tax analysis report, to give an analysis of tax postings during the period.


· EC Sales list. This report prints the information required for the quarterly EC Sales List.


· Company totals. This prints control totals for a selected company. The company control totals show the net movement of the ledger by period and transaction type. The totals are updated when batches are posted. 

Statement printing XE "statements" 
Statements can be printed using the standard Global 3000 statement layout which can be adjusted by means of system parameters settings or a customised layout. Alternatively, the details can be exported to a word processing package. Open item accounts can be printed in balance forward format.


Statements can either be printed on request, or as a diary function. The statements to be printed in any run can be selected and restricted by analysis codes and other account details.


The statement program provides access to the data export and Global 3000 Review functions described below.


On multi-currency statements, the transactions are grouped by their entry currency and the total amount owed in each currency is shown. There is an option to print each currency on a separate page with the currency totals shown in the statement total boxes.


A further option enables the total amount due to be shown in account currency on the last page of the statement. Debtors Ledger calculates this amount from the totals in each entry currency using the house exchange rates in force on the statement date. This is printed for information only and is clearly stated to be subject to fluctuations in exchange rate values.

VAT reconciliation report XE "VAT Reconciliation Report" 

 XE "tax:reports" 

 XE "VAT Reconciliation Report" \t "See also Installation & Set-up Manual & General Ledger Manual" 
The VAT Reconciliation Report in General Ledger prints the figures for the VAT return, and optionally lists the transactions which make up the totals on the report. Transactions are included in the report on the basis of the ‘tax class’ which indicates whether they are EC or non-EC sales, purchases or acquisitions. Transactions with a blank tax class are ignored by the report.


This option requires a system parameter to be set. This causes the tax class to be recorded for invoices, journals, credits and reversals entered in Debtors Ledger and for transactions imported from Sales Order Processing. The tax class is determined from the transaction type, the tax code, and the country and tax registration codes of the customer and the trading company. 


To ensure that transaction details are available for the report, tax analysis in Debtors Ledger must be performed by transaction and not by batch when using this feature.

Exporting Data to Other Systems

Introduction XE "word processing packages" 

 XE "spreadsheets" 

 XE "management information systems" 

 XE "data export" 
The data export feature enables data to be exported quickly and easily to standard spreadsheet, management information and word processing packages running in the host operating system, such as Windows or Unix. 


The data export feature has been designed to be very easy to use. Exports can be initiated with just a few keystrokes, as illustrated by the figure below. To move from one step to the next requires a minimum of keystrokes, sometimes just one.


The export process is controlled by ‘scenarios’ which can be customised in endless ways. However Global Business Systems provides sample scenarios for each export process, which can be used right away, although you first need to set the path information correctly for your computer system. 

 XE "startpoints" 
The data export option is available from various Debtors Ledger reports and from Customer Details and Customer Enquiries. These options can also be accessed directly through the Customer Export menu. The points in Debtors Ledger from which you can invoke the export option are called ‘startpoints’.


The details that can be exported vary according to the startpoint the export is invoked from. When the startpoint is a report program, all the report details are available for export. All the static customer details are available for export from Customer Details and Customer Enquiries. The operator can select which of the available items are exported through the ‘contents list’ of the ‘scenario’ used for the export.

Scenarios XE "scenarios" \t "See also Installation & Set-up Manual" 

 XE "format of exported data" 

 XE "comma separated variables (CSV)" 

 XE "styles" 

 XE "scenarios" 

 XE "styles" \t "See also Installation & Set-up Manual" 
Scenarios determine:

· The ‘style’ or format of the exported data. The user can select a standard style or set up a new style using their own delimiters, escape sequences, and headings. Standard styles include both comma separated variable (CSV) and tab separated variable formats with optional quotes and headings.

 XE "contents lists" 

 XE "contents lists" \t "See also Installation & Set-up Manual" 
· The ‘contents list’ of the exported data. This determines which of the items of data available at the startpoint are to be exported. The user can define the format of the items and can optionally include constants.

 XE "data folders & paths" 

 XE "data folders & paths" \t "See also Installation & Set-up Manual" 

 XE "paths" \t "See data, program & template paths" 

 XE "folders" \t "See data, program & template folders" 
· The ‘data folder’ and ‘data path’ which control the destination of the data in the host system.



 XE "program folders & paths" 

 XE "program folders & paths" \t "See also Installation & Set-up Manual" 

 XE "parameters" \t "See also system parameters" 

 XE "parameters" 

 XE "invoke program" 

 XE "program, invoke" 
· The ‘program folder’, ‘program path’, and parameters which can optionally provide the export program with details of a program to kick off in the host system on successful completion of the export, and parameters to pass to it. This can provide a seamless link between Debtors Ledger and other applications; for example when exporting data to a spreadsheet, the export program can automatically invoke the spreadsheet, so that it automatically loads the exported file and runs a macro on it.

 XE "file name" 
· The file name of the exported file.

 XE "templates for exports" 

 XE "template folders & paths" 

 XE "template folders & paths" \t "See also Installation & Set-up Manual" 
· The ‘template folder’ and ‘template path’. These can optionally specify a template to be passed to a program invoked in the host system during exports. This feature has been designed in particular for use when exporting data to Microsoft Word and Excel. Global Business Systems provide a number of sample templates for Microsoft Word 97; for example to automatically insert exported statement details into a standard form. These are described in more detail below.


Global provides a number of sample scenarios. The user can customise these, and define new ones through the Scenario Maintenance option.

Sample Templates  XE "sample templates" 

 XE "normal templates" 
There are a number of features in Microsoft Word and Excel which facilitate the creation of documents with a standard format. These include the ‘template’ feature, macros, copying existing documents, etc. Global Business Systems provides a number of sample templates which make use of these features in Word to facilitate the creation and organisation of documents when exporting data from Global 3000. The templates fall into four groups:

· Normal. This type of template merges exported data into a standard document, such as a letter, fax, labels, etc. It does not automatically save the final document, but leaves it on the screen, so that it can be printed or saved as required.

 XE "numbered templates" 
· Numbered. This type of template merges exported data into a standard document, such as a letter or fax. It then generates a file name with a unique number which is the next in a sequence and saves the document. In addition to the sequence number, the file name contains a prefix, which usually includes a ‘key’ such as the account code. 


For example, one of the letter templates creates a customer letter and saves it with a file name of the form ‘Let-ANDE001-1998-012.doc’ where ‘Let-’ is the prefix, ‘ANDE001’ is the customer account code, and 012 is the next number in sequence.

 XE "lookup templates" 
· Lookup. This type of template looks for a document with a specified file name. If the document exists, the template opens it, and if it is does not exist, the template creates it. For example, the site visit report template looks for a document named ‘Visit-ANDE001-doc’ where ‘ANDE001’ is the customer account code. The documents created by these templates enable operators to record additional information for the account, such as logs of site visits, e-mail addresses for contacts in the customer company, etc.

 XE "list templates" 
· List. This type of template lists files of a specified type in the standard Word Open dialogue box. For example one of the list templates lists all files in a specified folder containing the selected customer’s account code. It therefore lists all the documents created for the customer in the specified folder by numbered and lookup templates.


For all template types, the path is specified as a property of the template and can easily be changed in Word to match the user’s computer configuration. 


The sample templates can be used as they are, or they can be tailored as required. 


The sample templates provided with Debtors Ledger include:

· Normal templates to merge customer actions, notes, statements, and attributes into standard documents.


· Normal and Numbered templates to create customer faxes and letters.


· Normal templates for two formats of customer address labels.


· Lookup templates for various reports.


· List templates for listing a specified customer’s letters or reports and for listing all the customer’s documents.


The Global 3000 Installation & Set-up Manual provides a list of the sample templates that are available.

Global 3000 Review

 XE "current list" 

 XE "named lists" 

 XE "attributes:Review" 

 XE "Review" 

 XE "Global 3000 Review" 

 XE "current list" \t "See also Installation & Set-up Manual" 

 XE "named lists" \t "See also Installation & Set-up Manual" 
The Global 3000 Review feature can be invoked from all reports in Debtors Ledger for which the data export function is available. Global 3000 Review enables the operator to refine selections of customers for data export and printing. Customers can be filtered by attribute settings, sequenced by a choice of index keys, and selected for inclusion or exclusion manually. The list of customers being refined at any one time is called the ‘current list’. Up to nine working copies of this list can be saved and recalled during a review session. Lists can also be saved as permanent ‘named lists’ for use when exporting data and printing reports in the future. Named lists can also provide the basis for future review sessions.


Global 3000 Review enables the operator to set and remove attributes for one or a range of customers. It also gives direct access to the Customer Details and Customer Enquiries programs.


Customer Mailing

 XE "customers:mailing" 

 XE "mailing customers" 
Through customer attributes, Global 3000 Review and data export, Debtors Ledger offers a wide range of customer mailing facilities. The Global 3000 Installation and Set-up Manual provides a detailed example of how the facilities might be used for monitoring and chasing overdue invoices.
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Introduction

 XE "Basic Functions" \r "QReference" 

 XE "Speedbase Presentation Manager" \t "See also Speedbase Presentation Manager Manual" 

 XE "Global System Manager (GSM)" \t "See also Global System Manager Manual" 
This section provides a brief guide to the basic Global 3000 functions.  This is followed by a list of the standard function key usage in Global 3000 software. More detailed instructions for new users can be found in the Tutorial in the Global 3000 Installation & Set-up Manual.

This Basic Functions section covers both character-based and Graphical User Interface (GUI XE "GUI (graphical user interface)" ) operation of Global 3000. The keyboard commands are identical in both modes of operation. The GUI functions can be ignored by users of the character-based version.

Further details of the GUI can be found in Global Windows Workstation Notes.

Note
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Help Button
The functions performed by different keys can vary between terminal types and you can customise your keyboard for your specific requirements with Speedbase Presentation Manager. In this manual we have used the terminology of a standard PC keyboard, and the standard Global 3000 function key usage. If you are unsure, the Help key or button can give you assistance. Pressing the help key (or clicking the help button) within a Global 3000 program displays a list of the available function keys and their usage. 

Figure 3: Debtors Ledger running under the GUI

This figure shows the GUI toolbar at the top of the window and the status line at the bottom of the window. On the status line are the partition indicator, network ID, and on the right hand side the program ID and the window processing mode  
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Menus in Global 3000 XE "menus" 

There are two types of menu in Global 3000 modules, ‘main’ and ‘pop’.


The first menu that appears when you go into a Global 3000 module is a main menu, as are the menus that appear when you select an option on this menu. Pop-menus are the menus that appear within Global 3000 programs.

Select 


To select an option from a menu: 
· Use the cursor keys to move to the required line and press <Return>. 

· Or key the letter or number which is highlighted or underlined. On main menus you then need to press <Return>.

· Or click with the mouse on the required line. 

Main menu commands


There are two formats of character-based Global main menu, ‘full screen’ and ‘SAA-style’. These are described in detail in the Global System Manager Manual.

xe "main menus"

 XE "SAA-style main menus" 
Additional commands are available from GUI and ‘SAA-style’ main menus:
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F1 button
· Press <F1> (or click the F1 button) for the Global System Manager (GSM) commandxe "Global System Manager (GSM):commands" box. This allows you to enter a GSM command. For further information on GSM commands, see the Global System Manager Manual.
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F2 button
· When you press <F2> (or click the F2 button) in Cash Manager, the Cash Book Selection window appears. In all other modules, the Company Selection window appears.
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F3 button
· When you press <F3> (or click the F3 button) in General Ledger, the Financial Year window appears. In all other modules, the Date Warning window appears.

Note
To initiate a GSM command at a full screen menu, you can just type the command name; e.g. $F. 

Exiting from a window or menu XE "exiting from a window or menu" 
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Exit Button


To return to the previous window or menu:
· Press <Esc>. You may need to press it twice on some keyboards.

· Or click the Exit button.

· Or select Exit from the menu when it is available. 

Help XE "help" 
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Help button
Press <F8> (or click the Help button) for context sensitive Help. This is available throughout Global 3000 except at the main menus.


Select Help once for a list of the functions that are available in the current window. You can invoke a function from this list by double clicking it with the mouse.


Select Help again for detailed help text relating to the current window.

Window processing mode XE "modes in Global 3000 software" 
 XE "window processing modes" 
Global 3000 programs utilise a number of different window processing modes. A three character code representing the current mode appears on the screen.


In character-based operation, the mode is displayed to the left of the window’s title at the top of the screen. In GUI operation, it is displayed on the left hand side of the status bar at the bottom of the window (see Figure 3 on page 41).


Possible modes are:

· Display (DSP)

· Enquiry (ENQ)

· Add (ADD)

· Insert (INS)

· Maintenance (MNT)

· Edit (EDT)

· Delete (DEL)

These are described in more detail below.

Enquiries XE "enquiries" 

Enquiry windows initially appear in either ‘Display Mode’ or in ‘Enquiry Mode’.
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Enquire button
In display mode, records are displayed without further action. You can press <F6> or click the Enquire button to go into Enquiry mode when it is available. Select Help to check if it is available.
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Page up/page down buttons


Enquiry mode allows you to enter a full or partial code followed by <Page Down> to display the entries starting with the characters you entered.

For example you are searching on customer names for a particular customer. You know their name begins with ‘Mc’ but you cannot remember if it is ‘McDonald’ or ‘McLeod’. You enter ‘Mc’ followed by <Page Down> . The program displays the entries in alphabetical order starting with the first ‘Mc…’ name on file. Press <Page Up> to display the page of entries up to and including those starting with ‘Mc…’.

Note
If you enter a full or partial code followed by <Return>, the program will only display entries whose code exactly matches the characters you entered.

Search XE "search" 
In many enquiry windows there are a number of ways you can search for entries; for example by name, by account code, by first line of the address, by currency. These different ways of searching for records are called index keys. In the example above, maybe you cannot remember the customer’s name but you know the account code. Press <F6> until the cursor is on the index key you require, and enter a full or partial code followed by <Page Down> or <Page Up> as described above.

Pop-up enquiries XE "enquiries:pop-up" 

 XE "pop-up enquiries" 
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F1 button


In most prompts, when you press <F1> (or click the F1 or search buttons) a pop-up enquiry appears. This lists the values which are appropriate for the prompt. For example, when you select the pop-up enquiry function on a product code prompt, you are presented with a list of valid product codes and their descriptions.
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Search button XE "search button" 
You can tell if a pop-up enquiry is available because:

· In character-based operation, > appears in the bottom right hand corner of the window.

· In GUI operation, the F1 and search buttons are enabled.

Moving through a list XE "moving through a list" 

· Use the cursor keys to move through a list one entry at a time.

· Or use the <Page Up> and <Page Down> keys to move backwards and forwards through a list a page at a time.

· Or click on the scroll bar to move backwards and forwards through a list a page at a time.

· Or use the <Home> key to toggle between the first and last entry.

· Or click with the mouse to move directly to an entry.

· Or click on the arrows on the scroll bar to move one entry up or down the list.

Selecting an entry from a list XE "selecting an entry from a list" 

· Move the cursor to the entry you want to select and then press <Return>.

· Or double click with the mouse on the required line.

· Or click the required line and then click the OK button.

Adding a new entry XE "add" 

You can add new entries in a standard maintenance or transaction input program by going into ‘Add Mode’. In some programs you can also add records by going into ‘Insert Mode’.

Add mode XE "add mode" 
· Move the cursor to the line beneath the last entry in the list. This automatically puts you into ‘Add Mode’ and you can start entering information.


· Or press <F4>. This clears the screen and puts you into ‘Add Mode’.

Insert mode XE "insert mode" 
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Insert button
In some programs you can insert an entry into a list. Move the cursor to the line where you want to insert the entry and press <F5>, or click the insert button.  A blank line appears and you can now enter the new details.

Changing an entry XE "amend" 

To change details in an entry in a maintenance or transaction input program you need to go into ‘Maintenance Mode’ (MNT) or ‘Edit Mode’ (EDT). You can then step through the prompts changing information as necessary. Generally you cannot change the main index key of an entry, for example its unique reference code. Sometimes some of the other items cannot be changed after they have been set up. In this case this will be stated in the relevant part of the manual.


In some programs you are automatically put into ‘Maintenance Mode’ when you select a record. In other programs a menu appears when you select a record. You then need to select the appropriate option on the menu.

Changing information at a prompt


In many Global windows, prompts enable you to enter information. This can be numeric information such as an amount, a date, or text such as a name or description.


When you first enter a prompt which already contains information, the original information is deleted when you start to type in new information unless you first use the cursor keys. 


To alter the information in the prompt without deleting it you can use the cursor right and cursor left arrow keys to move to the letter or number that you want to change. Then type the new value. The existing value will be replaced by the value you typed.


To insert a character or number, press the <Insert> key. This makes a space open up in the existing information into which you can type the required value. 


If you accidentally delete the contents of a prompt, you can press <F11> to restore its contents.

Deleting an entry XE "delete" 

 XE "delete" \t "See also purge, remove" 
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Delete button
Move the cursor to the unwanted entry and press <F7>, or click the delete button. This puts you into ‘Delete Mode’ (DEL). The program will ask you for confirmation before it deletes the entry. It will also tell you if an entry cannot be deleted; for example, if other records are dependent on it.

Error and warning messagesxe "messages, error"

xe "errors"

xe "warning messages"

When you try to do something unusual or impossible, a warning message is displayed on the status line at the bottom of the screen. Sometimes the warning ends in a comma. You then need to press <Return> to get rid of the message.

Print Options Windowxe "Print Options Window"

xe "print" \t "See also reports"

 XE "print" 
Figure 4: Print Options Window

This window appears after entering selection options for many reports 
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Purpose
This window appears after you enter the selection options for many reports throughout the Global 3000 range. It enables you to specify the physical report name and print unit for the report and to choose whether to print, display or ‘inspect’ the report.

Note
In most report programs in Debtors Ledger, this window has been replaced by the Action Menu which provides an additional option of exporting the report for use in other modules, such as standard spreadsheet and word processing packages. The Action Menu is documented in detail in the Global 3000 Installation & Set-up Manual.

The prompts are:

Note
You do not often need to change the defaults for the first three options, so the cursor appears on the fourth option. Press <Shift Tab> to make the cursor retreat through the prompts.

Report name
This can be up to eight characters long.

Print unit
In practice you rarely need to change this from the default. On certain important reports, such as Invoice Print in SOP, this is the only item which can be changed.

All, sub-totals or total
(A/S/T.) A produces a full report. S produces a report omitting the detail records, showing only the subtotal lines, if any. T produces a report containing only the final total lines of the report, if any.

Note
Many reports (for example, the Product Details) contain no totals or subtotals, so selecting S or T will produce a blank report. S or T might be useful however in the Orders by Salesperson report in SOP, which produces subtotals for each salesperson and totals for the entire report.

Displayxe "display:report", inspect or print reportxe "print"

 XE "inspect report" 

 XE "display" \t "See also enquiries" 

 XE "reports:display and inspect" 
D displays the report but does not print it. I prints the entire report to the spool unit and then allows you to view it before deciding whether to print it. P prints it but does not display it.

On completion
The selected report is printed/displayed and then you are returned to the menu you came from.

Further information XE "inspect report" 

xe "stationery"

xe "spooler"

xe "print:special stationery"
For general information about printing from Global software, printing on special stationery, and using the Global Spooler, see the Global System Manager Manual. This manual also provides detailed information about using the ‘inspect’ option (under the V – View Files command in the Spooler chapter).

Key/Button XE "GUI (graphical user interface):buttons" 

Function/Description XE "function key use" 

Key/Button


Function/Description



<F1>
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Search (when available)

( pop-up enquiry 
 (up arrow)
Move up to previous entry

<F1>
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From any Global 3000 main menu

( GSM command box
 (down arrow)
Move down to next entry

<F2>
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From any main menu in all modules except Cash Manager

( Company Selection window
 (left arrow)
Cursor left one character

Display alternate view of window

<F2>
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From any main menu in Cash Manager

( Cash book Selection window
 (right arrow)
Cursor right one character

Display alternate view of window

<F2>  & <F3>
Supplementary keys Their functions differ in context, and are explained when available
<Page down>
Display next page of entries

<F3>
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From any main menu in all modules except General Ledger

( Standard Date Warning Window 
<Page up>
Display previous page of entries

<F3>
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From any main menu in General Ledger

( Select Financial Year window
<Home>

Go to first or last entry in list

<F4>

Clear record or window, and go into ‘Add’ mode
<Return>
Enter item or select entry in list

<F5>
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Insert new entry
<Tab>

Skip past prompts

<F6>
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Change to enquiry mode/change key of search
<Shift tab>
Step back to previous prompt

<F7>
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Delete the current record
<Insert>

Insert a space at this character

<F8>
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Help - press/click once ( list of available function keys

Press/click twice ( help text
<Delete>
Delete the character at cursor

<F9>
Abort this program (this function is not always available)
<Esc>
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Go back to previous window (press twice on some systems)

<F10>
Move entry
<Ctrl F>

Clear prompt from cursor onwards 

<F11>

Restore contents of prompt
<Ctrl C>
Change case of a character

<F12>
Undelete entry - insert last deleted entry here
<End>
Next - go to next window/process (this function is not always available)

Table 1: Function keys and GUI buttons in Global 3000

This page is deliberately left blank

Section Three:

Transaction Processing

 XE "Transaction Processing" \r "TransactionProcessing" 
Contents

53
Enter Transactions

This option enables you to enter and amend transactions. These are entered in batches for the same company, transaction type and financial period.

116
Auto-transfer

This option enables you to automatically transfer into Debtors Ledger transactions which were generated in other systems; for example Global 3000 Sales Order Processing.

120
Print Session Banking Report

This report is a consolidated bank deposit list sorted by company and currency. It includes all payment batches posted in the current session.

121
Print Daybook

The current daybook records details of batches as they are closed. This option enables you to print the current daybook, to close it off and start a new one by incrementing its number, and to reprint one or a range of previous daybooks.

127
Close Session

This option enables you to close the session. This clears all posted batches from the list of current batches, purges the banking details, and clears the current session control totals from the company balances. If manual posting to Global 3000 Cash Manager is in use, Close Session creates the Cash Manager postings file.


Enter Transactions

Introduction XE "Enter Transactions" \r "EnterTransactions" 

 XE "transactions:entry" \r "EnterTransactions" 
Enter Transactions enables you to enter and amend transactions. The following transaction types are available:

· Invoices.


· Credit notes.


· Credit claims.


· Journals.


· Reversal journals.


· Payments.


· Customer refunds.


· Dishonoured cheques.


· Allocations entered separately.


You enter and amend transactions in batches. Each batch is for a single company, transaction type, Debtors Ledger period, and, when relevant, cash book. All items in a batch post to the same financial period in General Ledger, and if it is in use, in Cash Manager. Debtors Ledger does not update the company control totals until the batch is posted.

 XE "transactions:normal procedure for entering" 
The normal procedure for entering transaction batches involves the following steps:

· Enter the batch and its transactions. You do this via the Enter Transactions option on the Transaction Processing Menu. This option leads to the Debtors Batches Window described on page 58.


· Print the batch and thoroughly check the transaction details. You can print the batch through the Print Batch option on the Batch Options Menu (see page 111).


· Amend the batch as necessary. You do this through the Amend Details option on the Batch Options Menu.


· When you are satisfied that the batch is correct, post it. You do this through the Post Batch option on the Batch Options Menu.

Posting batches XE "posting batches" 

 XE "batches:posting" 

 XE "transactions:posting" 
Batches remain open and available for amendment until you specifically close them using the Post Batch option on the Batch Options Menu.


When you select the Post Batch option, Debtors Ledger checks the batch to ensure that any General Ledger analysis and tax analysis amounts balance. Only after all these checks are successful does Debtors Ledger commence the posting process.


When the batch is posted, the company control totals and account base and trading currency totals are updated to include the transactions in the batch. If the ‘on-line posting’ options are selected in Administration Parameters, postings are also made to General Ledger, and for relevant batch types, to Cash Manager.

Note
You cannot amend a batch, or any of its transactions after it has been posted. However you can view the batch through Enter Transactions.

Allocation XE "allocations" \r "Allocation" 
Allocation enables you to:

· Match off credits and debits on a customer account to provide a clear view of the unpaid items remaining on the account that make up the account balance.


· Write off small discrepancies between payments and invoices.


· Realise exchange gains and losses on cash receipts.


You usually allocate credits across debit items on an account; for example, you enter a payment and then allocate it across the invoices it covers. However, it is equally valid to allocate debits to credits, debits to debits, and credits to credits.

 XE "terminology:allocations" 
In order to minimise any confusion as to which side of the allocation is being referred to, in the documentation of allocation in this manual, we use the following terminology:

· The transaction you are allocating (i.e. the payment in our example) is always referred to as ‘the transaction’.


· The transactions it is being allocated to (i.e. the invoices in our example) are referred to as ‘the items’.


Credit transactions can be allocated as they are entered to items already posted. Alternatively they can be allocated as a stand-alone function by entering an ‘Allocations only’ batch. Debits can only be allocated to credits via an ‘allocations only’ batch. Reversals are automatically allocated against the item they are reversing.


You can allocate a transaction to any items on the customer’s account except reversals. You can select items to allocate against in a number of ways:

· All outstanding items on the account on an oldest first basis.


· All outstanding items on the account up to a specific date.


· All outstanding items entered in a particular currency.


· The outstanding items can be selected on the basis of their transaction type, for example invoices only.


· A user-selected range of items.


· Individually selected items.


· Parts of outstanding items.


When you exit from the allocation of a base currency payment or refund, you can leave any remaining unallocated amount outstanding for subsequent allocation or, if it falls below a maximum value set in System Parameters, you can write it off to General Ledger as discount.

Foreign currency transactions XE "entry currency" 

 XE "currencies:definitions" 

 XE "foreign currency transactions" \r "ForeignCurrencyTransactions2" 

 XE "transactions:foreign currency" \r "ForeignCurrencyTransactions2" 

 XE "terminology:currencies" 
Throughout Global 3000 Debtors Ledger, the following terminology is used to reduce the inevitable confusion that can arise when dealing with values in more than one currency:

· Entry currency. The currency in which a transaction is entered.

 XE "batch currency" 
· Batch currency. This applies to single currency batches only. It is the currency in which all the transactions in the batch are entered.

 XE "trading currencies" 
· Trading currencies. These are the currencies in which you can enter transactions for a customer. For each customer, you can record in Customer Maintenance a list of valid trading currencies for each company the customer trades with. 

 XE "account currencies" 
· Account currency. The currency in which a customer’s credit limit is held, and in which account balances are shown in enquiries and reports. If Global 3000 Sales Order Processing is in use, this is the currency the customer’s sales orders are entered in.


· Base currency. The operating currency of the company to which a transaction relates.

 XE "book currency" 

 XE "cash book currency" 
· Book currency. The operating currency of the cash book or bank account affected by the transaction. The cash book currency is only relevant for payments, refunds and dishonoured cheques.

 XE "foreign currency transactions:definition" 
· Foreign currency transaction. A transaction whose entry currency differs from base currency or, for relevant transactions, cash book currency.


Batches can either be single currency or multi-currency. For single currency batches, you specify the batch currency on the batch header, and all the transactions in the batch must be entered in this currency. For multi-currency batches, you specify the entry currency of each transaction as you enter it.


Debtors Ledger does not allow you to enter transactions for a customer in a currency which is not one of the customer’s valid trading currencies. This feature is designed to reduce the risk of ‘data pollution’; i.e. an operator accidentally entering a transaction in one currency thinking they are entering it in another currency. 


For each customer account, Debtors Ledger maintains a running total of the transactions entered in each trading currency. When you post a batch, these totals are updated with the entry currency values of the transactions in the batch. At any time, the account balances are determined by converting each trading currency total to account currency using the current house exchanges rates and summing the results.


For reversal journals and dishonoured cheques, Debtors Ledger takes the base currency value of the transaction from the transaction being reversed. For all other transactions types, when the entry currency of a transaction differs from base currency, Debtors Ledger calculates the value of the transaction in base currency using the house exchange rates in force on the transaction date. You can view details of the exchange rates involved in the conversion via the Currency Information Window. If any of the exchange rates involved in a conversion are variable, you can enter a spot rate for the transaction, or a specific value in base currency. 

 XE "historical base currency balances" 
When a batch is posted, the base currency value of a transaction is used to adjust the company control totals and the historical base currency balances held for each account. If posting to General Ledger is in use, it is also the base currency value of a transaction which is posted to General Ledger.


For invoices, credit notes and expense journals you enter a General Ledger analysis of their entry currency value. A base value is calculated for each line of analysis using the ratio of transaction net value in entry currency to its value in base currency. 


If Cash Manager is in use, when the entry currency of payments and refunds differs from the cash book currency, Debtors Ledger calculates the value in the selected cash book currency using the house exchange rates in force on the transaction date. As with the conversion to base currency, you can view details of the exchange rates involved in the currency conversion via the Currency Information Window. If any of the exchange rates involved in a conversion are variable, you can enter a spot rate for the transaction, or a specific value in cash book currency.


Debtors Ledger posts the value of payments and refunds to Cash Manager in cash book, base and entry currencies.

Allocating foreign transactions XE "allocations:foreign currency transactions" 
Global 3000 Debtors Ledger provides comprehensive facilities for  allocating foreign currency debits and credits on customer accounts.


Where both the transaction and item in an allocation have the same entry currency, allocation is based on those entry currency values.


When the transaction and item have different entry currencies, you are asked to specify the value in the transaction’s entry currency that covers the amount being allocated in the item’s entry currency. Debtors Ledger provides a default value in the transaction’s entry currency based on the house exchange rates in force on the transaction date.

Example
When allocating a payment in US dollars against an invoice in Japanese yen, you are asked to specify how many US dollars are needed to cover the yen on the invoice.

Exchange gain and loss XE "exchange gain & loss" 

 XE "gains on foreign exchange" 

 XE "losses on foreign exchange" 
When a transaction is allocated, any discrepancy between its base currency value, and the total base currency value of the items it is allocated to, is realised as an exchange gain or loss. If a partial allocation occurs, the gain or loss is calculated in proportion to the allocation.


The exchange gain or loss can be realised when the batch in which you made the allocation, is posted. A single General Ledger journal is created to account for the exchange gain or loss for each batch when required.


Alternatively, if Cash Manager is in use, under certain circumstances, the realisation of the exchange gain or loss can be deferred until the actual value of the transaction is confirmed in Cash Manager. The realisation of exchange gains and losses can only be deferred for transactions if all the following conditions are met:

· The option to defer realisation of exchange gains or losses is set in System Parameters.


· The exchange rates to be used for the transaction have not been confirmed.


· The transaction is a payment or refund which is fully allocated when you post the batch in which it was entered.


· Conversion between the entry and base currencies is not at a fixed rate.


When these conditions are met, Debtors Ledger automatically:

· Sets the exchange gain or loss to zero when you post the batch. 


· Posts to Cash Manager and General Ledger, the total value in base currency of the items the transaction was allocated to, instead of the base currency value of the payment or refund itself.


When the realisation is not deferred and the currency information for the transaction has not been confirmed in Debtors Ledger, further exchange gain or loss postings are made, if necessary, when the currency information for the transaction is confirmed in Cash Manager.

 XE "purge transactions:foreign currency" 

 XE "history:foreign currency transactions" 

 XE "foreign currency transactions:history" 

 XE "write off exchange gain/loss" 
Foreign currency transactions are not purged or archived until both the foreign currency balance and the base currency balance of the transaction are zero. If you need to write‑off an exchange gain or loss, it is possible to raise a journal with a zero foreign currency value but a non‑zero base currency value. This can be used to reduce the base currency value of an outstanding transaction. This journal should be distributed to the General Ledger exchange gain or loss account. 

Debtors Batches  

Figure 5: Debtors Batches Window XE "Debtors Batches Window" 
This window appears when you select Enter Transactions from the Transaction Processing Menu
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Purpose
This window enables you to enter new batches, to view existing batches, and to select batches for enquiry and printing, and if the batch is open, for amendment, deletion and posting. Batches are listed in the upper scrolled part of the window. Further details are shown in the lower part of the window for each batch as you scroll through the list.


When you first enter this window, all current session batches are displayed in the upper scrolled part of the window.

Note XE "header details" 
The details shown in this window are known as the ‘batch header details’.

Previous session batches XE "enquiries:previous session batches" 

 XE "previous session batches, view" 

 XE "batches" 
To view batches from previous sessions, press <F1>. Press <F1> again to return to the list of current session batches. 

Move through list
You can move through the list of batches using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:batches" 
To create a new batch of transactions, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

 XE "default from prior" 

 XE "copy transactions" 

 XE "transactions:copy" 

 XE "batches:copy" 
To enter a new batch in ‘default from prior’ mode, press <F3> on the ‘Title’ prompt. In this mode, when it is sensible to do so, Transaction Entry defaults each prompt to the last value entered for it, rather than using the standard defaults documented in  this section:

· At batch level, the batch title, company, type, period, currency and, depending upon batch type, analysis, allocation and cash book controls, default to the values entered for the last batch entered for the current session.


· At transaction level, the customer account code, date, narrative, comments, profit centre, and account code, default to the value entered for the last item added to the batch.

Select
To select a batch for further processing, move the cursor to the required entry:

· If you want to add new transactions to the batch using the ‘default from prior’ feature, press <F3>  Items in Batch Window. This window varies according to the batch type, see the Amend Details option on the Batch Options Menu (page 111), for page references by batch type.


· Otherwise, press <Return>  Batch Options Menu, see page 111.

Note
If you want to amend the details in this window for an existing batch, select the batch and then select the Amend Header option from the Batch Options Menu. You can only amend the details at the ‘Title’, ‘Allocate batch now’, ‘Cash book’ and ‘Control total’ prompts.

The prompts are:

Batch
(Display only.) For existing batches, the batch number is displayed here. When you are adding a new batch, this prompt is blank; Debtors Ledger automatically allocates a batch number to the batch when you complete your replies in this window.

Title XE "title of batch" 
Enter a description for the batch in up to 20 characters. This can be left blank.

Co
(Multi-company systems only.) Enter the two-character id of the company to which all transactions in the batch belong. The default is the currently selected company. 

Type XE "types of batch" 
The batch type. Enter one of the following or press <F1> for a pop-up enquiry:

· I 
-
for invoices.


· C
-
for credit notes.


· L
-
for credit claims.


· J
-
for journals.


· R
-
for reversal journals.


· P
-
for payments.


· F
-
for customer refunds.


· D
-
for dishonoured cheques.


· A
-
for allocations only.

Note XE "reversal journals" 

 XE "dishonoured cheques" 

 XE "cheques:dishonoured" 

 XE "journals:reversal" 
For reversal journal and dishonoured cheque batches, the following details must still be on file and not purged:

· Each invoice or payment that needs reversing.


· Each item the invoice or payment was allocated to.

 XE "Cash Manager" 

 XE "General Ledger" 
If any of these details have been purged, you cannot make the reversal in Debtors Ledger. You must make the necessary corrections in General Ledger or Cash Manager as appropriate.

Period XE "next period batches" 
Enter C for the current period (the default) or N for the next period. All the transactions in the batch will be posted to this period regardless of their transaction date.

Note
For credit claim, reversal journal, dishonoured cheque, and allocation-type batches, you cannot enter a next period batch if the ‘Allocate next period transactions’ System Parameter is set to N. 

Items XE "number of items in batch" 
(Display only.) The number of items in the batch. When creating a new batch this is zero.

Note
The maximum number of items in a single batch is 9999.

Created by XE "operator id" 
(Display only.) The operator id of the person who created the batch.

Status XE "status, batch" 

 XE "*empty batch status" 

 XE "empty batch status" 
(Display only.) This indicates the batch status. It can be:

· *Empty. The batch contains no items. This is the status when starting a new batch.

 XE "deleted batch status" 
· Deleted. The batch has been deleted. You can only delete Open or *Empty batches.

 XE "open batch status" 
· Open. The batch has not been posted. You can amend existing transactions and add further transactions. 

 XE "posted batch status" 
· Posted. The batch has been posted and cannot be changed or deleted.

 XE "*bad batch status" 

 XE "bad batch status" 
· *Bad. An attempted posting of the batch failed to complete. You need to restart the posting process. 

Currency XE "currencies:batch" 

 XE "batch currency" 
(Multi-currency ledgers only.) You are only prompted for this item when you add a new batch. What you enter here depends on whether the transactions in the batch are in the same currency:

· If all the transactions in the batch have the same entry currency, enter the code of the currency here. This is referred to as the ‘batch currency’. You can only enter transactions into the batch for customers for whom this is a valid trading currency. Press <F1> for a pop-up enquiry.


· Otherwise, leave this prompt blank. Each transaction in the batch defaults to the customer’s account currency, but this can be changed to any of the customer’s trading currencies. 


The default is the base currency of the selected company. 

Note
For credit claim batches, this prompt is automatically set to base currency and cannot be changed.

Definitions XE "single currency batches" 

 XE "multi-currency batches" 
In this manual:

· The term ‘single currency batch’ means a batch for which a batch currency has been specified. 

· The term ‘multi-currency batch’ means a batch for which a batch currency has not been specified. The only restriction on the entry currencies of the transactions in the batch, is that they are valid trading currencies of the customers concerned. 

Analysis by batch XE "analysis by batch" 

 XE "consolidated analysis" 

 XE "General Ledger:analysis (distribution):by batch" 

 XE "tax analysis:by batch" 
(Y/N.) If General Ledger and tax analysis are selected in System Parameters, you normally enter the General Ledger and tax distribution for each transaction as you enter it. However you can set this prompt to Y to enter a consolidated distribution for the batch. You are then prompted for the consolidated tax and General Ledger analysis when you exit from the Items in Batch Window. 


For payments, customer refunds, dishonoured cheques, and allocations, this prompt defaults to Y, but it can be changed to N. For all other batch types the default is N.

Note XE "VAT Reconciliation Report:& consolidated postings" 
This prompt is automatically set to N, and is skipped:

· When multiple control accounts are in use.


· For multi-currency and non-base currency batches. 


· When the ‘VAT Reconciliation Report’ feature is in use. (This is to ensure transaction details are available for the VAT Reconciliation report.)

Note 
Only use analysis by batch if you have prior agreement from your tax office.

 XE "consolidate postings in General Ledger" 
If you use the ‘BOS’ transfer file format when posting non-consolidated payment details to General Ledger, you can re-consolidate postings to selected accounts within General Ledger.

Definition XE "analysis by transaction" 
In this manual, the term ‘analysis by transaction’ is used to mean this prompt is set to N.

Allocate batch now XE "allocate batch now" 

 XE "deferred allocation" 
(Y/N.) Enter Y to allocate credit transactions immediately you finish entering them. Enter N to defer the allocation to an allocation batch later. 


For all batch types other than invoice, the default is Y. 

Note
This prompt is automatically set to N and is skipped for:

· Invoice-type batches.


· ‘Next’ period batches of all types other than dishonoured cheque or reversal journal.


This prompt is automatically set to Y and is skipped for dishonoured cheque and reversal journal-type batches, as these are always allocated immediately.

Definition XE "immediate allocation" 
In this manual, the term ‘immediate allocation’ is used to mean this prompt is set to Y.

Cash book XE "cash books" 
(Only if the batch is a payment, dishonoured cheque or refund, or is to be allocated now.) Enter the code of the cash book to which bank movements arising from the batch and exchange gains and losses arising from allocation of the batch are to be posted. Press <F1> to list cash books defined for the selected company.


You are only prompted for this if the use of multiple cash books is specified in System Parameters; otherwise the prompt is automatically set to the only cash book and is skipped.


In multiple cash book systems, the default cash book depends on the company and currency (if any) selected for the batch. In multi-currency batches, if the main cash book defined in System Parameters is valid for the selected company, it is used as the default.


In single currency batches:

· If the main cash book defined in System Parameters is valid for the selected company and it operates in the batch currency, it is offered as a default.


· Otherwise, if there is a single cash book set up for the selected company to operate in the batch currency selected for the batch, it is offered as a default.

Note XE "cash books" 
If Global 3000 Cash Manager is in use, this prompt identifies the cash book in Cash Manager to which bank entries arising from this batch are posted.

Control total XE "control totals:batch" 
You can enter a control total for the batch to help pinpoint inadvertent errors. If you do enter a control total, you cannot post the batch until the actual total of the batch matches the control total. Leave the control total as zero if you do not want to use this feature.

How the control total works depends on whether this is a multi-currency or single currency batch:

· For single currency batches, if you want to use a control total, enter the sum of the transactions (including tax) in batch currency. If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

 XE "hash totals" 
· For multi-currency batches, you can enter a hash total of the transactions (including tax); i.e. a total of the transaction amounts including tax regardless of currency. For example, for a batch containing one transaction of 2350.00 French francs and one transaction of 117.50 British pounds, you would enter a control total of 2467.50.

Total entered XE "total entered in batch" 
(Display only.) The actual sum of the values of the entered transactions including tax. For multi-currency batches this is a hash total.

Variance
(Display only.) If a control total has been entered, this shows the difference between the ‘Control total’ and the ‘Total entered’.

Updated on...by...at XE "updated by, on, at" 
(Display only.) The date and time the batch was last updated, and the operator id of the person responsible.

On completion
If you are entering a new batch  Items in Batch window appropriate to the batch type:

· For invoice batches, see page 64.


· For credit note batches, see page 71.


· For credit claim batches, see page 72.


· For journal batches, see page 75.


· For reversal journal batches, see page 76.


· For payment batches, see page 77.


· For customer refund batches, see page 82.


· For dishonoured cheque batches, see page 83.


· For allocation batches, see page 85.


Otherwise  Batch Options menu. see page 111.

Items in Batch (Invoices)

Figure 6: Items in Batch (Invoices) Window XE "Items in Batch (Invoices) Window" 
This window appears for invoice-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "invoices" \r "Invoices" 
This window displays transaction item lines that already exist, and it enables you to enter, amend and delete transactions for an invoice-type batch. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:invoices"  
To create a new transaction, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:invoices" 
To amend an existing transaction item line, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Tip
To find an existing transaction quickly, press <F6> to go into enquiry mode and type the number of the required item, followed by <Page Down>.

Delete XE "delete:invoices" 
To delete a transaction, move the cursor to the unwanted line and press <F7>. Debtors Ledger asks you for confirmation before it deletes the line. Unless the transaction is the last entry in the batch, the transaction’s numerical prompts are set to zero, and ‘**Deleted**’ is inserted into the first line of narrative; i.e. the transaction is logically rather than physically deleted to ensure a continuous audit trail is preserved.

Note
When you add a new line in ‘default from prior’ mode, Debtors Ledger defaults most prompts in this window to the last value entered, rather than the standard defaults documented below. For further information, see page 59.

The prompts in the upper part of the window are:

Item
(Display only.) Debtors Ledger automatically allocates a batch item number to each transaction as it is added. This is blank when starting a new transaction. 

Customer
Enter the code of the customer for whom you want to raise an invoice. In single currency batches, you can only enter customers for whom the batch currency is a valid trading currency. Press <F1> for a pop-up enquiry of valid customers.


When you enter a valid code, the customer details are displayed.

 XE "branch accounts" 
If the customer is a branch customer, the customer code in this prompt is automatically changed to the head office code; the branch code you entered is displayed in the lower part of the window, along with the branch customer’s name.

Note
You cannot enter a transaction in Debtors Ledger for a quotation account-type customer.

Date XE "transaction date" 
Enter the transaction date. This must not be later than the end of the selected period. The default is either today, or the end of the selected period, whichever is earlier. 

Note XE "ageing:next period transactions" 

 XE "next period transactions" 
Next period transactions are aged to the future balance on the ageing analysis until the current period is closed. 

Note XE "today" 
The GSM system date is taken to be today.

Invoice
If you have selected manual invoice numbers in System Parameters, enter the invoice number. The number cannot be a number that has already been used for this customer. 

Otherwise Debtors Ledger automatically allocates the invoice number.

Net XE "net amount" 
Enter the net amount of the invoice in entry currency. Alternatively, press <F3> to enter the gross value of the invoice in entry currency (see below).

 XE "currencies:decimal precision" 

 XE "decimal precision of currencies" 
If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

 XE "entry currency" 
The entry currency code is displayed in the lower part of the window next to the ‘Gross’ prompt. How the entry currency is determined or defaulted depends on whether this is a single or multi-currency batch:

· If it is a single currency batch, the entry currency is the batch currency and cannot be changed.


· If it is a multi-currency batch, the entry currency initially defaults to the customer’s account currency. However you can change this to any other valid trading currency for the customer by pressing <F1> on this prompt. 

<F1>
When you press <F1>, a window pops up listing the customer’s valid trading currencies, from which you can select the required entry currency. When you change the entry currency, the new entry currency code is displayed in the lower part of the window.

<F3> XE "gross value" 
When you press <F3>, a pop-up window prompts you for the gross value. The value you enter, in conjunction with the standard terms for the account, is used to derive the net and tax value for the invoice. The net value, standard terms and tax value are displayed and the cursor moves to the ‘Narrative’ prompt. 

Note XE "foreign currency transactions" 

 XE "transactions:foreign currency" 
For foreign currency transactions, Debtors Ledger converts the value in entry currency to base currency using the house exchange rates in force on the transaction date. You can press <F1> at the ‘Narrative’ prompt to:

· View the exchange rate details. 


· Enter a spot rate for the transaction, or a specific value in base currency, if any of the exchange rates involved are variable.

Terms code XE "trading terms" 

 XE "terms codes" \t "See trading terms" 
This defaults to the trading terms code applicable to this customer for the selected company. This prompt is skipped, but you can return to it by pressing <Shift Tab> at the ‘Tax’ prompt when tax analysis is in use, or at the ‘Narrative’ prompt when it is not.


For the standard trading terms pop-up enquiry, press <F1>. 


To enter non-standard trading terms, press <F2>  Settlement Terms Details Window, see page 106. 


To change the tax country and registration details, press <F3>  Tax Details Window, see page 106. 

Note XE "tax:abbreviation" 

 XE "tax:abbreviation" \t "See Installation & Set-up Manual" 
The names of the next two prompts depend on the three-character tax abbreviation defined in Administration Parameters. In Figure 6, the names are ‘VAT’ and ‘VAT amount’.

Tax XE "tax"  
(Only if tax analysis is in use and you selected analysis by transaction.) If the entire transaction amount is to be analysed to a single tax code, enter the tax code. Otherwise leave this prompt blank; you then have the option of analysing the transaction to multiple tax codes after you complete this window.

Note
When you enter a tax code here for the first time for the item line, the ‘Tax amount’ prompt defaults to the calculated tax amount. If you subsequently change the tax code for the item line, you must change the tax amount manually, if necessary.

Tax amount XE "tax:amount" 
(Only if tax analysis is in use.) Enter the tax amount. This can be negative if required. 


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Note
The first time you enter this prompt for the item line:

· If you entered a tax code, Debtors Ledger calculates the tax amount accordingly and displays it as a default.


· If you did not enter a tax code, Debtors Ledger calculates, and displays as a default, the tax amount on the basis of the customer’s tax status, and the customer’s and the company’s country codes.


· If UK tax processing is selected and settlement discount is in use, the tax amount is calculated on the net amount reduced by settlement discount.


· For domestic transactions entered in foreign currency, tax is calculated using the tax exchange rates in force on the transaction date. 

Further information XE "UK tax processing" 

 XE "tax:UK processing" 
You select UK tax processing in the Tax Options Window of Administration Parameters. You specify the tax exchange rate table in the second Operating Options Window in Administration Parameters. For further information, see the Global 3000 Installation & Set-up Manual.

The prompts in the lower part of the window are:

Name
(Display only.) The customer’s name as defined in Customer Maintenance.

Narrative XE "narratives" 
Enter a description of the invoice in up to 25 characters. This is automatically set to ‘**Deleted**’ when you delete a transaction.

<F1>
For foreign currency transactions, press <F1> to view the exchange rate details for the transaction  Currency Information Window, see page 108.

<F3>
Press <F3> to display any notes recorded for the customer. An indicator to the left of the second comment line shows if there are any notes recorded for the customer.

Note
If one of the exchange rates involved in the transaction is a floating rate, the Currency Information Window enables you to amend the currency information for the transaction.

Comments XE "comments" 
Two 30-character prompts for further comments.

(Notes)
(Display only.) The word ‘notes’ appears if any notes are recorded for the customer. You can view notes by keying <F3> at the ‘Narrative’ prompt.

Note
You can enter notes for the customer via the Customer Maintenance, and Customer Enquiries options.

Branch XE "branch accounts" 
(Branch customers only.) The branch customer code and name is displayed.

GL pc XE "General Ledger:analysis (distribution)" 

 XE "profit centres" 

 XE "profit centres" \t "See also General Ledger Manual" 
(Only if General Ledger analysis is in use and you selected analysis by transaction.) If you want to analyse the entire transaction to a single General Ledger profit centre and account combination, enter the profit centre code here. Press <F1> for a pop-up enquiry. When you select a valid profit centre, its title is displayed.

Note XE "chart of accounts" 

 XE "off-line chart of accounts" 
If your system is configured to validate General Ledger accounts against the off-line chart of accounts, the profit centres listed in the pop-up enquiry are restricted to those defined in the off-line chart of accounts in Company Parameters. 


If you want to analyse the transaction to multiple profit centres or accounts, leave this prompt blank. The ‘GL account’ prompt is then skipped and you can enter the General Ledger analysis when you complete this window.

GL a/c XE "General Ledger:accounts" 
(Only if General Ledger analysis is in use and you selected analysis by transaction.) If you want to analyse the entire transaction to a single General Ledger profit centre and account combination, enter the account code here. Press <F1> for a pop-up enquiry of valid accounts. When you select a valid account, its name is displayed.

Note XE "chart of accounts" 

 XE "off-line chart of accounts" 
If your system is configured to validate General Ledger accounts against the off-line chart of accounts, the accounts listed in this pop-up enquiry are restricted to those defined for the selected profit centre in the off-line chart of accounts in Company Parameters. 

Gross XE "gross value" 
(Display only.) The invoice amount inclusive of tax in entry currency. The code of the entry currency is also displayed.

Discount   XE "discounts" 
(Display only.) The settlement discount offered on the invoice in entry currency. The code of the entry currency is also displayed.


This and the ‘If paid by’ prompt below show details of the trading terms for the transaction. If you want to change these details, press <Shift Tab> to return to the ‘Terms code’ prompt above.

Note
If you change the trading terms, any tax analysis entered for the transaction is invalidated and you are prompted for a new one.

If paid by XE "paid by" 

 XE "if paid by" 
(Display only.) This and the ‘Discount offered’ prompt above show details of the trading terms for the transaction. 


If you want to change these details, press <Shift Tab> to return to the ‘Terms code’ prompt above.

Balance
(Display only.) The current balance on the customer’s account in account currency. This balance does not include transactions in un-posted batches. The code of the account currency is also displayed.

Net in base
(Display only.) For foreign currency transactions, the net amount in base currency is displayed, along with the code of the base currency.

Note
You can press <F1> on the ‘Narrative’ prompt to:

· View the exchange rate details used for the currency conversion.


· Enter a spot rate for the transaction, or a specific value in base currency, if any of the exchange rates involved are variable.

Due date XE "due date" 
(Display only.) This is the date beyond which the invoice is overdue.

Tax country/reg XE "country:invoices" 

 XE "registration:invoices" 
(Display only.) The customer’s tax country and tax registration codes for the transaction. You set these up for the customer in Customer Maintenance, but they can be changed for the transaction by pressing <F2> at the ‘Terms code’ prompt.

On completion
If tax and General Ledger analysis are not in use or you selected analysis by batch, the cursor is placed on the Customer prompt ready for entry of the next item.


Otherwise the next window depends on the analysis required:

· If tax analysis is in use and the tax is to be distributed between multiple tax codes  Tax Analysis Window, see page 99.


· If General Ledger analysis is in use and the transaction is to be distributed between multiple profit centre/account combinations  GL Analysis Window, see page 101. (This window is preceded by the Tax Analysis window if required.)


· If the tax has been entered against a single tax code and the transaction has been entered against a single profit centre/account combination  Confirm Analysis Menu, see page 98. (This is preceded by the General Ledger Transaction Analysis Window if there are any analysis categories defined for the selected General Ledger account. For further details, see page 104.)

On exit
If you selected analysis by batch:

· If tax analysis is in use  Tax Analysis Window, see page 99.


· If General Ledger analysis is in use  GL Analysis Window, see page 101. (This window is preceded by the Tax Analysis Window if required.)


Otherwise  Confirm Analysis Menu, see page 98.

Items in Batch (Credit Notes)

Figure 7: Items in Batch (Credit Notes) Window XE "Items in Batch (Credit Notes) Window" 
This window appears for credit note-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "credit notes" \r "CreditNotes" 
This window displays transaction item lines for credit note-type batches. It enables you to enter, amend and delete transactions in a credit note-type batch.

Operation
This window parallels the Items in Batch (Invoices) Window which is described in detail, starting on page 64. However it differs in that if you chose immediate allocation of the batch, the Allocations Window (see page 87) appears when you complete your replies for each item line. (When relevant, the Allocations Window is preceded by the Tax Analysis, and the GL Analysis Windows.)

Items in Batch (Credit Claims)

Figure 8: Items in Batch (Credit Claims) Window XE "Items in Batch (Credit Claims) Window" 
This window appears for credit claim-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "credit claims" \r "CreditClaims" 
This window displays transaction item lines for credit claim-type batches. It enables you to enter, amend and delete transactions in a credit claim-type batch.


Credit claims are used to register claims for credit which have not yet been approved. They do not affect the customer or ledger balance and do not need any tax or General Ledger analysis. You allocate credit claims to invoices in the normal way to indicate the transactions that they apply to.


When the claim is approved, you need to enter a credit note and allocate it to the credit claim (instead of the original invoice). 


Credit claims appear on a customer’s statement after they have been allocated to an invoice, and before they have been allocated to a credit note.  They do not appear after they have been allocated to a credit note as the credit note itself appears on the statement.

Note
Credit claims must be entered in base currency; you cannot enter credit claims in foreign currencies.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add  XE "add:credit claims" 
To create a new credit claim, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:credit claims" 
To amend an existing credit claim, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Delete XE "delete:credit claims" 
To delete a transaction, move the cursor to the unwanted line and press <F7>. Debtors Ledger asks you for confirmation before it deletes the line. Unless the transaction is the last entry in the batch, the transaction’s numerical prompts are set to zero, and ‘**Deleted**’ is inserted into the first line of narrative; i.e. the transaction is logically rather than physically deleted to ensure a continuous audit trail is preserved.

Note
When you add a new line in ‘default from prior’ mode, Debtors Ledger defaults most prompts in this window to the last value entered, rather than the standard defaults documented below. For further information, see page 59.

The prompts in the upper part of the window are:

Item
(Display only.) Debtors Ledger automatically allocates a batch item number to each transaction as it is added. This is blank when starting a new transaction. 

Customer
Enter the code of the relevant customer. You can only enter customers for whom the base currency is a valid trading currency. Press <F1> for a pop-up enquiry of valid customers. 


When you enter a valid code, the customer details are displayed. If the customer is a branch customer, the customer code is changed to the head office code, and the branch customer code you entered is displayed in the lower part of the window. 

Note
You cannot enter a Debtors Ledger transaction for a quotation account-type customer.

Date
Enter the transaction date. This must not be later than the end of the selected period. The default is either today, or the end of the selected period, whichever is earlier. 

Credit claim number
If you have selected manual credit claim numbers in system parameters, enter the number. The number cannot be a number that has already been used for this customer. 

Otherwise Debtors Ledger automatically allocates the number.

Narrative
Enter a description of the invoice in up to 25 characters. This is automatically set to ‘**Deleted**’ when you delete a transaction.

<F3>
Press <F3> to display any notes recorded for the customer. An indicator to the left of the second comment line shows if there are any notes recorded for the customer.

Amount
Enter the amount of the credit claim in base currency.


If the base currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

The prompts in the lower part of the window are:

Name
(Display only.) The customer’s name as defined in Customer Maintenance.

Comments
Two 30-character prompts for further comments.

(Notes)
(Display only.) This indicates whether notes are recorded for the customer. You can view any notes by pressing <F3> at the ‘Narrative’ prompt.

Branch
(Branch customers only.) The branch customer code and name is displayed.

On completion
If you selected immediate allocation  Allocations Window, see page 87.


Otherwise, the cursor is placed on the Customer prompt ready for entry of the next item.

On exit
 Batch Options Menu, see page 111.

Items in Batch (Journals)

Figure 9: Items in Batch (Journals) Window XE "Items in Batch (Journals) Window" 
This window appears for journal-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "journals" \r "Journals" 

 XE "credit journals" 

 XE "debit journals" 

 XE "debit journals" 

 XE "add:journals" 

 XE "amend:journals" 

 XE "delete:journals" 
This window displays transaction item lines for journal-type batches. It enables you to enter, amend and delete transactions in a journal-type batch.

Operation
This window parallels the Items in Batch (Invoices) Window which is described in detail, starting on page 64. However there are a number of differences:

· The journal number is always assigned by the system. For details of how Debtors Ledger assigns journal numbers, see Document Numbers in System Parameters, page 248.


· You are prompted for the journal sign. Enter D for a debit journal; like invoices, these increase the customer balance. Enter C for a credit journal; like payments and credit notes, these decrease the customer balance.


· If you chose immediate allocation of the batch, the Allocations Window (see page 87) appears when you complete your replies for each credit transaction item line. (When relevant, the Allocations Window is preceded by the Tax Analysis, and the General Ledger Analysis Windows.)

Items in Batch (Reversal Journals)

Figure 10: Items in Batch (Reversal Journals) Window XE "Items in Batch (Reversal Journals) Window" 
This window appears for reversal journal-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "reversal journals" \r "ReversalJournals" 

 XE "journals:reversal" \r "ReversalJournals" 

 XE "add:reversal journal" 

 XE "amend:reversal journal" 

 XE "delete:reversal journal" 
This window displays transaction item lines that already exist for a reversal journal-type batch, and it enables you to enter, amend and delete transactions for a reversal journal-type batch. 


Reversal journal batches are used to reverse invoices that have been recorded incorrectly. The invoice to be reversed, and the transactions it was allocated to, must not have been purged from the system. 

Operation
The details in this window parallel those in the Items in Batch (Invoices) Window which is described in detail, starting on page 64. However there are a number of differences:

· The journal number is always assigned by the system. For details of how Debtors Ledger assigns journal numbers, see Document Numbers in System Parameters, page 248.


· When you press <Return> at the ‘Date’ prompt, a window appears displaying the transactions that can be reversed. When you select a transaction, you are returned to this window where most of the details are automatically set from the item you are reversing and the cursor moves to the ‘Narrative’ prompt. 


· The narrative defaults to ‘Reversal of …’ identifying the transaction that has been selected for reversal. For foreign currency transactions, you can press <F1> at the narrative prompt to view the Currency Information Window. However you cannot make any changes to the currency information for a reversal journal. 


· You are not prompted for information which has been taken from the transaction you are reversing.

 XE "suppress reversals from statement" 

 XE "statements:suppress reversed transactions" 
· There is an additional prompt in the lower part of the window, ‘Suppress’. Enter Y at this prompt if you want to suppress this reversal and the transaction it reverses from the customer’s statement, otherwise enter N. Both the reversal journal transaction and the transaction being reversed must be fully allocated for the suppression to take effect.

 XE "General Ledger:analysis (distribution):reversal journals" 

 XE "tax analysis:reversal journals" 
· Where possible the program creates reversed tax and General Ledger analysis for reversed invoices. When this is not possible (because the analysis records are not kept for the life of the transaction) you are prompted for the tax and General Ledger analysis as if raising a journal manually. 

On completion
 Allocations Window, see page 87. This window displays the items the invoice was allocated to, and enables you to reverse the allocations.

Items in Batch (Payments)

Figure 11: Items in Batch (Payments) Window XE "Items in Batch (Payments) Window" 
This window appears for payment-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "payments" \r "Payments" 

 XE "cheques" \r "Payments" 
This window displays transaction item lines that already exist in a payment-type batch. It enables you to enter, amend and delete transactions in a payment-type batch. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add  XE "add:payments" 
To create a new transaction, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:payments" 
To amend an existing transaction item line, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Tip
To find an existing transaction quickly, press <F6> to go into enquiry mode and type the number of the required item, followed by <Page Down>.

Delete XE "delete:payments" 
To delete a transaction, move the cursor to the unwanted line and press <F7>. Debtors Ledger asks you for confirmation before it deletes the line. Unless the transaction is the last entry in the batch, the transaction’s numerical prompts are set to zero, and ‘**Deleted**’ is inserted into the first line of narrative; i.e. the transaction is logically rather than physically deleted to ensure a continuous audit trail is preserved.

Note XE “General Ledger:analysis (distribution):payment batches" 

 XE "discounts:General Ledger analysis" 
If General Ledger analysis is in use, the General Ledger distribution for payment and customer refund batches is automatically created when you post the batch. For payment and refund batches, the distribution is generally created at the batch level; i.e. one General Ledger distribution record is created for the selected cash book, and optionally one for settlement discount. However you can choose analysis by transaction by setting the ‘Analysis by batch’ indicator on the batch header to N.

Further information
For information about setting control profit centre and account codes for cash books, see Company Parameters in the Global 3000 Installation & Set-up Manual.

Note
When you add a new line in ‘default from prior’ mode, Debtors Ledger defaults most prompts in this window to the last value entered, rather than the standard defaults documented below. For further information, see page 59.

The prompts in the upper part of the window are:

Item
(Display only.) Debtors Ledger automatically allocates a batch item number to each transaction as it is added. This is blank when starting a new transaction. 

Customer
Enter the code of the customer. In single currency batches, you can only enter customers for whom the batch currency is a valid trading currency. Press <F1> for a pop-up enquiry of valid customers.


When you enter a valid code, the customer details are displayed. If the customer is a branch customer, the customer code is changed to the head office code, and the branch customer code you entered is displayed in the lower part of the window. 

Note
You cannot enter a Debtors Ledger transaction for a quotation account-type customer.

Date
Enter the payment date. This must not be later than the end of the selected period. The default is either today’s date, or the end of the selected period, whichever is earlier. 

Payment 
This is an internal reference number. It is not the cheque number. If automatic payment numbers are selected in system parameters, Debtors Ledger automatically allocates a number. Otherwise you can enter one manually. The number cannot be a number that has already been used for this customer. 

Note
You can enter the cheque number at the ‘Cheque’ prompt below.

Received XE "amount of payment" 
Enter the amount of the payment in entry currency. 


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.


The entry currency code is displayed in the lower part of the window next to the ‘Total’ prompt. How the entry currency is determined or defaulted depends on whether this is a single or multi-currency batch:

· If it is a single currency batch, the entry currency is the batch currency and cannot be changed.


· If it is a multi-currency batch, the entry currency initially defaults to the customer’s account currency. However you can change this to any other valid trading currency for the customer by pressing <F1> on this prompt. When you press <F1>, a window pops up listing the customer’s valid trading currencies, from which you can select the required entry currency. When you change the entry currency, the new entry currency code is displayed beside the ‘Total’ prompt in the lower part of the window.

Note
For foreign currency transactions, Debtors Ledger converts the value in entry currency to base currency using the house exchange rates in force on the transaction date. You can press <F1> at the ‘Narrative’ prompt to:

· View the exchange rate details. 


· Enter a spot rate for the transaction, or a specific value in base currency, if any of the exchange rates involved are variable and the currency information has not been confirmed.

Discount  XE "discounts" 
If appropriate, enter the settlement discount in the entry currency.


For customer refunds, enter the value in entry currency of any settlement discount that was given as part of the payment that is being refunded.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

The prompts in the lower part of the window are:

Name
(Display only.) The customer’s name as defined in Customer Maintenance.

Narrative
Enter a description in up to 25 characters. This is automatically set to ‘**Deleted**’ when you delete a transaction.

<F1>
Press <F1> to view the exchange rate details for the transaction:

· If the cash book and base currency are the same  Currency Information Window, see page 108.


· Otherwise  Currency Menu, see page 107. This gives you access to the Currency Information Window for both currency conversions.

<F3>
Press <F3> to display any notes recorded for the customer. An indicator to the left of the second comment line shows if there are any notes recorded for the customer.

Note
If one of the exchange rates involved in the transaction is a floating rate and you have not confirmed the currency information for the transaction, the Currency Information Window enables you to amend the currency information for the transaction.

Comments 
Two 30-character prompts for further comments.

(Notes)
(Display only.) This appears if any notes are recorded for the customer. You can view notes by pressing <F3> at the ‘Narrative’ prompt.

Branch
(Branch customers only.) The branch customer code and name.

Total
(Display only.) The payment received plus discount given in entry currency. The code of the entry currency is also displayed.

Balance
(Display only.) The current balance of the customer’s account in account currency. This excludes transactions in un-posted batches. The code of the account currency is also displayed.

Book receipt
(Only if Cash Manager is in use.) (Display only.) The value of the payment received in cash book currency. The code of the cash book currency is also displayed.

Note
Debtors Ledger posts the value of the payment received to Cash Manager in cash book, base and entry currencies. 

Base receipt
(Display only.) The value of the payment received in base currency.

Confirmed XE "confirm currency information" 

 XE "currency information:confirm" 

 XE "confirm currency information" \t "See also Cash Manager Manual" 
(Only if Cash Manager is in use and it is a foreign currency transaction.) Enter one of the following:

· Y to confirm the currency information for the transaction. This indicates that the transaction’s base and cash book currencies values, and the exchange rates used to derive them, have been confirmed as the actual values. After these are confirmed, they cannot be changed in either Debtors Ledger or Cash Manager.


· Enter N (the default) if the exchange rates to be applied to the transaction are not known; you can confirm the currency information later when the details are known. If necessary you can amend and confirm the currency information in Cash Manager. If the option to defer realisation of exchange gains and losses is in use, and you want to defer the realisation of exchange gain and loss on this transaction, leave this prompt as N.

Warning
After you mark a foreign currency transaction as confirmed, you cannot un-confirm it, or change its value in entry, base or cash book value.

Further information
For further information about how the setting of this indicator impacts on the realisation of exchange gains and losses on payments and refunds, see page 263.


The following prompts are not displayed for a refund batch. 

Drawer XE "drawer" 
If the customer paid by cheque, enter the name of the drawer. If a drawer has been recorded for a previous payment from this customer, it appears as a default, otherwise this prompt defaults to the customer’s name.

Cheque XE "cheques:numbers" 
Enter the cheque number, if relevant.

Bank XE "bank" 
Enter the name of the customer’s bank, if relevant. If a bank has been recorded for a previous payment from this customer, it appears as a default.

Branch XE "branch of bank" 
Enter the branch of the customer’s bank, if relevant. If a branch has been recorded for a previous payment from this customer, it appears as a default.

On completion
If you selected immediate allocation  Allocations Window, see page 87.


Otherwise, the cursor is placed on the Customer prompt ready for entry of the next item.

On exit
 Batch Options Menu, see page 111.

Items in Batch (Customer Refunds)

Figure 12: Items in Batch (Customer Refunds) Window XE "Items in Batch (Customer Refunds) Window" 
This window appears for customer refund-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "customers:refunds" \r "CustomerRefunds" 

 XE "refunds" \r "CustomerRefunds" 
This window displays transaction item lines that already exist in a customer refund-type batch. It enables you to enter, amend and delete transactions in a customer refund-type batch. 

Operation
This window parallels the Items in Batch (Payments) Window which is described in detail, starting on page 77. At the ‘Discount’ prompt, enter the value in entry currency of any settlement discount that was given as part of the payment that is being refunded.

Items in Batch (Dishonoured Cheques)

Figure 13: Items in Batch (Dishonoured Cheques) Window XE "Items in Batch (Dishonoured Cheques) Window" 
This window appears for dishonoured cheque-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "dishonoured cheques" \r "DishonouredCheques" 

 XE "cheques:dishonoured" \r "DishonouredCheques" 

 XE "add:dishonoured cheques" 

 XE "amend:dishonoured cheques" 

 XE "delete:dishonoured cheques" 
This window displays transaction item lines that already exist for a dishonoured cheque-type batch, and it enables you to enter, amend and delete transactions for a dishonoured cheque-type batch. 


Dishonoured cheque batches can be used to reverse payments. The payment to be reversed, and the transactions it was allocated to, must not have been purged from the system. 

Operation
The details in this window parallel those in the Items in Batch (Payments) Window which is described in detail, starting on page 77. However there are a number of differences:

· The journal number is always allocated automatically.


· When you press <Return> at the ‘Date’ prompt, a window appears displaying the payments that can be reversed. When you select a payment, most of the remaining details in this window are automatically set from the payment you are reversing.


· The ‘Narrative’ prompt defaults to ‘Reversal of Pay …’ to aid identification of the payment being reversed. For foreign currency reversals, you can press <F1> on the narrative prompt to view the Currency Information Window


· For foreign currency reversals, the values of the reversal in both base and cash book currency are taken directly from the transaction being reversed. They are not affected by the date of the reversal, and although you can view the exchange rates, they cannot be changed.


· There is an additional prompt, ‘Suppress’. Enter Y at this prompt if you want to suppress the reversal and the reversed transaction from the customer’s statement, otherwise enter N. Both the dishonoured cheque transaction and the payment being reversed must be fully allocated for the suppression to take effect.


· On completion of your replies, details of the items to which the payment you are reversing was allocated are displayed in the Allocations Window, see page 87. To allocate this reversal against those items you merely have to escape out of the window. This reinstates on those items the outstanding balance that was allocated against the reversed payment. 

Items in Batch (Allocations)

Figure 14: Items in Batch (Allocations) Window XE "Items in Batch (Allocations) Window" 
This window appears for allocations-type batches when you complete your replies in the Debtors Batches window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose XE "allocations" \r "Allocations" 
This window displays entries in allocation-type batches. It enables you to enter, amend and delete entries in an allocation-type batch. Each entry identifies a transaction already posted to the ledger as part of another batch; for example a payment entered in a payment-type batch.


This window enables you to enter and select entries, so you can record allocation details for the transactions the entries identify.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:allocation transactions"  
To create a new allocation entry, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:allocation transactions" 
To amend an existing entry, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Delete XE "delete:allocation transactions" 
To delete an entry, move the cursor to the unwanted line and press <F7>. Debtors Ledger asks you for confirmation before it deletes the line. Unless the transaction is the last entry in the batch, the transaction’s numerical prompts are set to zero, and ‘**Deleted**’ is inserted into the first line of narrative; i.e. the transaction is logically rather than physically deleted to ensure a continuous audit trail is preserved.

The prompts are:

Item
(Display only.) Debtors Ledger automatically allocates a batch item number to each entry as it is added. This is blank when starting a new entry. 

Customer
Enter the code of the customer. In single currency batches, you can only enter customers for whom the batch currency is a valid trading currency. Press <F1> for a pop-up enquiry of valid customers. 


When you enter a valid code, the customer details are displayed. If the customer is a branch customer, the customer code is changed to the head office code, and the branch customer code you entered is displayed in the lower part of the window. 

Note
You cannot enter a Debtors Ledger transaction for a quotation account-type customer.

Type & number
Enter the type and number of the transaction you want to allocate. Generally this is a credit transaction, e.g. a payment, a credit note or a credit journal. However you can choose a debit transaction and then select a credit transaction to allocate it to.


Alternatively, at the ‘Type’ prompt you can press:

· <F1>
for a pop-up enquiry, listing all the customer’s transactions which are not fully allocated.


· <F2>
for a pop-up enquiry, listing all the customer’s transactions. 


· <F3>
for a pop-up enquiry of transaction types.


Alternatively, if you enter a valid transaction type at the ‘Type’ prompt, you can press:

· <F1>
for a pop-up enquiry, listing all the customer’s transactions of the type specified which are not fully allocated.


· <F2>
for a pop-up enquiry, listing all the customer’s transactions of the specified type.

Note
If the ‘Allocate next period transactions’ System Parameter is set to N, the transactions listed in these pop-up enquiries are restricted to current period transactions.

Note
When you select a valid transaction at the ‘Type’ and ‘Number’ prompts, the remaining values for the remaining prompt in this window are taken from the selected transaction and cannot be changed.

Date
(Display only.) The date of the transaction.

Original
(Display only.) The overall value of the transaction in entry currency. 

Outstanding
(Display only.) The unallocated amount in entry currency.

The items displayed in the lower part of the window are:

Name
(Display only.) The customer’s name as defined in Customer Maintenance.

Narrative
(Display only.) The narrative entered for the transaction this entry identifies.

Branch
(Branch customers only.) (Display only.) The branch customer code and name.

Base original
(Foreign currency transactions only.) (Display only.) The overall value of the transaction in base currency.

On completion
 Allocations Window, see page 87.

On exit
 Batch Options Menu, see page 111.

Allocations

Figure 15: Allocations Window XE "Allocations Window" 
This window appears when you complete your replies in the Items in Batch Window for an allocation, reversal or dishonoured cheque-type batch, or for a credit transaction when immediate allocation is selected
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Purpose
This window lists the items marked for allocation to the currently selected transaction, showing the amount of each allocation. This window enables you to add items for allocation, change the amounts allocated, and to de-allocate items.


Generally you allocate credit transactions to debit transactions; for example you allocate a payment to an invoice. However, you can select a debit transaction in an allocation-type batch and allocate it to a credit transaction in this window; for example if the customer paid in advance, or to reverse a previous allocation. 

Definitions XE "terminology:allocations" 
The transaction you entered or selected in the previous window is referred to below as ‘the transaction’, and the details recorded for it, such as its transaction date and entry currency, are referred to as the transaction’s details; i.e. the transaction date, the transaction’s entry currency, etc.


The entries listed in this window to which you are allocating ‘the transaction’ are referred to below as ‘the items’. The details recorded for an item, such as its transaction date and entry currency, are referred to as the item’s details; i.e. the item date, the item’s entry currency, etc.

Notes
· You can only make allocations to posted transactions.


· If the ‘Allocate next period transactions’ System Parameter is set to N, you can only make allocations to transactions posted in the current period.


· The allocations are not permanently applied until you post the batch.

 XE "reversal journals:allocations" 

 XE "journals:reversal" 

 XE "cheques:dishonoured" 

 XE "dishonoured cheques:allocations" 
· When you enter this window during entry of a reversal journal or dishonoured cheque, the window automatically displays the items the transaction you are reversing is allocated to. To reverse the allocations, you merely have to escape out of the window.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Allocate XE "add:allocation details" 
To add new allocations to the list, press <F1> to list the items on the customer’s account to which you can allocate the transaction  Unallocated Items Window, see page 90.

Settings
If you want to restrict the items displayed in the Unallocated Items Window by transaction type, date or currency, press <F3>  Current Settings Window, see page 93.

Amend XE "amend:allocation details" 
To amend an existing allocation, move the cursor to the required line and press <Return>. The prompts are described below.

De-allocate item
To de-allocate one item, move the cursor to the unwanted allocation and press <F2>.  De-allocate Menu, see page 94.

De-allocate range
To de-allocate a range of items, move the cursor to the first item you want to de-allocate and press <F2>.  De-allocate Menu, see page 94.

De-allocate all
To de-allocate all the allocations in the window, press <F2>. De-allocate Menu, see page 94.

The prompts for each line are:

Type & item
(Display only.) The type and number of the item you are allocating the selected transaction to.

Date XE "item date" 
(Display only.) The transaction date of the item being allocated to. This is referred to below as the ‘item date’.

Original
(Display only.) The total value of the item being allocated to. This is shown in the item’s entry currency.

Outstanding
(Display only.) The amount of the item which has not been allocated. This is shown in the item’s entry currency.

Allocated XE "allocated amount" 
The amount allocated to this item, in the item’s entry currency. You can alter this, if necessary.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

Note
In order to calculate the exchange gain or loss on the allocation, Debtors Ledger converts this amount to base currency using the exchange rates recorded for the item. (For a definition of ‘item’, see page 88.)

Name
(Display only.) The customer’s name as defined in Customer Maintenance.

Narrative
(Display only.) The narrative entered for the item. 

Branch
(Branch customers only.) (Display only.) The branch customer code and name.

Allocated
(Only if the transaction’s entry currency differs from the item’s entry currency.) The amount allocated to this item, in the transaction’s entry currency. Debtors Ledger calculates the default value from the value in the item’s entry currency entered at the ‘Allocated’ prompt above, using the exchange rates for the transaction date. Providing the exchange rates are not fixed, you can alter this value.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

Note
In order to calculate the exchange gain or loss on the allocation, Debtors Ledger converts this amount to base currency using the exchange rates recorded for the transaction. (For a definition of ‘transaction’, see page 88.)

Gain/loss XE "exchange gain & loss" 

 XE "gains on foreign exchange" 

 XE "losses on foreign exchange" 
(Display only.) The difference between the base currency value of the amount allocated in transaction entry currency and the base currency value of the amount allocated in item entry currency.

Note
Exchange gains are shown as positive values, and exchange losses are shown as negative values.

At the bottom of the window:

Balance to allocate
(Display only.) This shows, in its entry currency, the unallocated amount remaining on the transaction being allocated.

On exit
If you are allocating a base currency payment and there is an unallocated amount remaining which is less than the write off variance set in System Parameters  Acceptable Allocation Discrepancy Window, see page 95.

If there is a discrepancy between the settlement discount recorded for the transaction and that recorded on the items it is allocated to  Override Settlement Discount Window, see page 97.

If there is an overall exchange gain or loss on the allocation which is greater than the tolerance set in System Parameters  Excessive Exchange Gain/Loss Window, see page 96.

Otherwise  Window from which you invoked this window.

Unallocated Items

Figure 16: Unallocated Items Window XE "Unallocated Items Window" 
This window appears when you press <F1> in the Allocations Window
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Note
The title of this window reflects the transaction type selected in the Current Settings Window; for example if you selected ‘Invoices’, the title is Unallocated Invoices, if you selected ‘All’, the title is Unallocated Items, etc. If you have not selected a transaction type, the window title reflects the default item type.

Purpose
This window lists items on the customer’s account to which you can allocate the selected transaction. 


If you entered selection criteria in the Current Settings Window, the items listed are restricted according to the criteria you entered. These criteria can be transaction type, date and currency. 


If you have not entered selection criteria in the Current Settings Window, the item types listed in the Unallocated Items Window default as follows:

· If you are allocating a credit transaction, the items listed are restricted to invoices by default.


· If you are allocating a debit transaction, the items listed are restricted to payments by default.

Note
You can change the default item type via the Current Settings Window.


This window enables you to select items to allocate the transaction to. You can select items to allocate individually, by range, or you can ‘auto-allocate’; i.e. let Debtors Ledger automatically allocate against the earliest items listed in the window. You can also de-allocate previous allocations in this window.

Note
If the ‘Allocate next period transactions’ System Parameter is set to N, the items listed are restricted to current period transactions.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Allocate item
To allocate the transaction to a particular item, move the cursor to the required item and press <Return>. The prompts are described below. 

Allocate part of item XE "part allocate" 
You can allocate part of the item by over-writing the default amount in the ‘To allocate’ prompt with the required amount.

Allocate range
To automatically allocate the transaction to a range of items, move the cursor to the first item in the range and press <F1>. A small ‘s’ appears on the right hand side of the line, indicating it is the start of the range.


Then move the cursor to last item in the range you want to allocate against and press <Return>. Debtors Ledger then allocates the unallocated amount from the transaction to the items in the selected range in the order in which they are listed. Debtors Ledger allocates the full outstanding amount on each item until the unallocated amount on the transaction is used up. Debtors Ledger then redisplays the items in the window showing the new allocations.

Auto-allocate XE "auto-allocate" 
To automatically allocate the remaining outstanding balance on the transaction to the items in the window, press <F3>. Debtors Ledger then allocates the unallocated amount from the transaction to the items in the window in the order in which they are listed, starting with the first item in the list. Debtors Ledger allocates the full outstanding amount on each item until the unallocated amount on the transaction is used up. Debtors Ledger then redisplays the items in the window showing the new allocations.

De-allocate item
To de-allocate one item, move the cursor to the unwanted allocation and press <F2>.  De-allocate Menu, see page 94.

De-allocate range
To de-allocate a range of items, move the cursor to the first unwanted allocation in the range and press <F2>.  De-allocate Menu, see page 94.

De-allocate all
To de-allocate all the allocations in the window, press <F2>. De-allocate Menu, see page 94.

The prompts for each line are:

Type… item
(Display only.) The type and item reference identifying the item.

Date XE "item date" 
(Display only.) The transaction date of the item; i.e. the ‘item date’.

Original
(Display only.) The total value of the item. This is shown in the item’s entry currency.

Outstanding
(Display only.) The amount of the item which has not been allocated. This is shown in the item’s entry currency.

To Allocate  XE "allocated amount" 
The amount you want to allocate to this item, in the item’s entry currency. The default is the outstanding amount on the item, or the remaining unallocated amount on the transaction, whichever is the lesser.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

Narrative
(Display only.) The narrative on the item.

To allocate
(Only if the transaction’s entry currency differs from the item’s entry currency.) The amount allocated to this item, in the transaction’s entry currency. Debtors Ledger calculates the default value from the value in the item’s entry currency entered at the ‘To allocate’ prompt above, using the exchange rates for the transaction date. Providing the exchange rates are not fixed, you can alter this value.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

At the bottom of the window:

Balance to allocate
(Display only.) This is the unallocated amount of the transaction taking into account any allocations against items that have been made in the current window. The value is in the entry currency of the transaction.

On exit
 Allocations Window, see page 87.

Current Settings

Figure 17: Current Settings Window XE "Current Settings Window" 
This window appears when you press <F3> in the Allocations Window
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Purpose
This window enables you to enter criteria by which you can restrict the items displayed in the Unallocated Items Window. 

The prompts are:

Item type
Enter one of the following, or press <F1> for a pop-up enquiry:

· A
to display all transactions regardless of transaction type.


· C
to restrict the display of unallocated items to credits with a non-zero unallocated amount. This is only available if the transaction being allocated is a debit.


· D
to restrict the display of unallocated items to debits with a non-zero unallocated amount. This is only available if the transaction being allocated is a credit.


· I
to restrict the display of unallocated items to invoices with a non-zero unallocated amount. This is only available if the transaction being allocated is a credit. This is the default when allocating credit transactions.


· P
to restrict the display of unallocated items to payments with a non-zero unallocated amount. This is only available if the transaction being allocated is a debit. This is the default when allocating debit transactions.

Up to date
If you want to limit the display of unallocated items by their transaction date, enter a date here. Any unallocated items dated later than this will be excluded from the display. 


To set  the date to the last statement date for the customer’s account, press <F1>. 


Leave blank for no restriction by date.

Currency
If you want to restrict the display of unallocated items to those in a particular entry currency, enter the code of that currency here. 


To list valid trading currencies for the current customer, press <F1>.


Leave blank for no restriction by currency.

On completion
 Unallocated Items Window, see page 90.

On exit
 Allocations Window, see page 87.

De-allocate Menu
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Figure 18: De-allocate Menu XE "De-allocate Menu" 
This menu appears when you press <F2> in either the Allocations Window or the Unallocated Items Window.

The options are:

All XE "de-allocate" 
De-allocate all the allocated items in the window.You are asked for confirmation before the items are de-allocated.  The window from which you invoked the menu.

Range
De-allocate a range of items. A small ‘s’ appears on the right hand side of the selected line, indicating that it is the start of the range.


Move the cursor to last item in the range you want to de-allocate and press <Return>. Debtors Ledger then de-allocates all the items in the selected range.  The window from which you invoked the menu. 

Item
De-allocate the selected item. The window from which you invoked the menu.

Exit
Return to window from which you invoked this menu.

Acceptable Allocation Discrepancy

Figure 19: Acceptable Allocation Discrepancy Window XE "Acceptable Allocation Discrepancy Window" 
This window appears when you exit from the Allocations Window when you are allocating a base currency payment if there is an unallocated amount remaining which is less than the write off variance set in System Parameters
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Purpose XE "write off small discrepancies" 

 XE "discrepancies in payments" 

 XE "discounts:write off discrepancies as" 

 XE "small discrepancies" 
This window lets you write off as discount small discrepancies on base currency payments. This is useful where, for example, a customer has made a minor error when paying an invoice.

Example
A customer makes a payment in base currency of 105.57 for an invoice of 105.77 (in the same currency) and you want to write off the discrepancy of 0.20 as a discount. 


To do this you enter a payment transaction for 105.57. When you allocate the payment to the invoice, you record an allocated amount of 105.77, leaving a balance to allocate of -0.20. When you exit from the Allocations Window, the Acceptable Allocation Discrepancy Window appears enabling you to write off the discrepancy as discount.


This example assumes you have set the write off variance to 0.20 or more in System Parameters.

Further information
For further information about the ‘Write off variance’ System Parameter, see page 265.

The prompts are:

Total transaction value
(Display only.) The overall value of the transaction in base currency.

Unallocated remainder
(Display only.) The amount of the transaction in base currency that remains unallocated. This has been checked against, and found to fall within, the tolerance level set in System Parameters.

Write off unallocated remainder
(Y/N.) Set this to Y to write off the unallocated remainder shown above to the discount account of the cash book to which the payment is to be posted. Set it to N to leave the outstanding amount for future allocation.

Exit
( Window from which you invoked allocation.

Excessive Exchange Gain/Loss

Figure 20: Excessive Exchange Gain/Loss Window XE "Excessive Exchange Gain/Loss Window" 
This window appears when you exit from the Allocations Window If there is an overall exchange gain or loss on the allocation which is greater than the tolerance set in System Parameters
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Purpose XE "exchange gain & loss:excessive" 

 XE "gains on foreign exchange:excessive" 

 XE "losses on foreign exchange:excessive" 
This window warns you when an allocation will result in an exchange gain or loss that lies outside the tolerance levels that you have established in System Parameters. It does not prevent posting the batch. 

The items displayed in the window are:

Total transaction value
(Display only.) The overall value of the transaction in base currency.

Exchange gain/loss
(Display only.) The exchange gain or loss on this transaction. This has been checked against, and found to fall outside, the tolerance levels set in System Parameters.


A positive figure indicates an exchange gain, a negative figure indicates an exchange loss.

Note
If your system is configured to use Global 3000 Cash Manager and to defer exchange gains and losses, you are still presented with the above window if the gain or loss that would be deferred exceeds the tolerance set in System Parameters.

Tolerance XE "tolerance for exchange gain & loss" 
(Display only.) If there is an exchange gain on the allocation, this shows the tolerance for exchange gains set in System Parameters. If there is an exchange loss on the allocation, this shows the tolerance for exchange losses set in System Parameters. The tolerance is shown in base currency.

On exit
( Window from which you invoked allocation.

Override Settlement Discount

Figure 21: Override Settlement Discount Window XE "Override Settlement Discount Window" 
This window appears when you exit from the Allocations Window If there is a discrepancy between the settlement discount recorded for the transaction and that recorded on the items it is allocated to
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Purpose XE "discounts:override" 

 XE "settlement discounts" \t "See discounts" 
This window displays the settlement discount entered for the payment and that expected for the items the payment is allocated to. The window gives you the option of resetting the discount on the payment to that expected for the items.

The prompts are:

Settlement discount entered for payment
(Display only.) The discount entered for the payment you are allocating.

Settlement discount expected from allocated items
(Display only.) The total discount expected for the items you allocated the transaction to, excluding expired discounts. When calculating this figure, Debtors Ledger uses the payment date to determine whether the discounts have expired.

Use discount from allocated items
(Y/N.) Enter one of the following:

· Y if you want to set the discount on the transaction to the total discount expected for the items the transaction is allocated to.  Unallocated Items Window (see page 90). This enables you to adjust the allocations accordingly.


· N if you want to confirm the discount you entered for the transaction.  Items in Batch Window.

Confirm Analysis Menu
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Figure 22: Confirm Analysis Menu XE "Confirm Analysis Menu" 
This menu appears when you complete an item line in the Items in Batch Window and the tax and General Ledger analysis is complete.

Note
This menu only appears when tax or General Ledger analysis is in use.

The options are:

Tax analysis
Enter or amend the tax analysis.  Tax Analysis Window, see page 99.

GL analysis
Enter or amend the General Ledger analysis.  GL Analysis Window, see page 101.

Exit (confirm)
Next line in Items in Batch Window, see page 64.

Tax Analysis

Figure 23: Tax Analysis Window

 XE "Tax Analysis Window" 
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This window appears if tax analysis is in use:

· When you complete an item line in the Items in Batch (Invoices) Window when the tax distribution is incomplete.

· When you select Amend Details from the Tax Analysis Menu.

Note
The tax abbreviation used in this window depends on the three-character tax abbreviation defined in Administration Parameters. In Figure 23, the tax abbreviation is ‘VAT’.

Purpose XE "tax analysis" 

 XE "multiple tax codes" 
This window lists any existing tax analysis for the transaction and it enables you to enter and amend the tax analysis.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:tax analysis"  
To enter a new line of tax analysis, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. 

Amend XE "amend:tax analysis" 
To amend an existing line, move the cursor to the required line and press <Return>. 

Delete XE "delete:tax analysis" 
To delete a line, move the cursor to the unwanted line and press <F7>. Debtors Ledger asks you for confirmation before it deletes the line. 

Note
You can press <F9> at any time to abort entering the tax analysis and return to the Items in Batch Window.

The prompts for each line are:

Tax 
Enter the tax code as defined in Administration Parameters. Press <F1> for a pop-up enquiry.

Title
(Display only.) The title of the tax code.

Net 
Enter the net amount in entry currency that the selected tax code applies to.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

Tax 
The tax amount is automatically calculated and displayed. This can be changed if required.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

Name
(Not when analysis is by batch.) (Display only.) The customer’s name as defined in Customer Maintenance.

GL pc & a/c
(Display only.) The output tax profit centre and control account defined for the tax code in Company Parameters.

Tax base XE "tax:exchange rate table" 

 XE "foreign currency transactions:tax" 
(Display only.) For foreign currency transactions only, the foreign currency tax amount is automatically converted to base currency using the exchange rates for the transaction date held in the tax exchange rate table.

At the bottom of the window:

Remainder - net
(Display only.) This shows the net amount that needs to be analysed to a tax code. The remainder is shown in entry currency and, for foreign currency transactions, in base currency.

Note
The total net and total tax (including exempt amounts) must agree with the amounts you entered for the item line in the Items in Batch Window.

On exit
 Tax Analysis menu.

Tax Analysis Menu
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Figure 24: Tax Analysis Menu XE "Tax Analysis Menu" 
This menu appears when you exit from the Tax Analysis Window, and when you select Tax Analysis from either the Confirm Analysis Menu or the GL Analysis Menu.

The options are:

Amend details
Select this option to amend the tax analysis details.  Tax Analysis Window, see page 99.

Confirm details
Select this option to confirm the tax analysis details and exit from the window. 


If the General Ledger distribution is complete  Items in Batch Window, see page 64.


Otherwise  GL Analysis Window, see page 101.

Reset details XE "reset tax analysis" 

 XE "tax analysis:reset" 
Select this option to delete the existing tax analysis codes and enter new ones. You are asked to confirm the deletion, the Tax Analysis window is cleared and the cursor is positioned on the tax code prompt for entry of new details.

GL analysis
Select this option to enter the General Ledger Analysis .  GL Analysis window.

General Ledger Analysis

Figure 25: GL Analysis Window XE "GL Analysis Window" 
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This window appears if General Ledger analysis is in use:

· When you complete an item line in the Items in Batch (Invoices) Window when the distribution is incomplete. (If relevant it is preceded by the Tax Analysis Window.)

· When you select Amend Details from the GL Analysis Menu.

· When you exit from the Items in Batch Window when General Ledger analysis by batch is in use.

Purpose XE "General Ledger:analysis (distribution)" 
This window lists any existing General Ledger analysis for the transaction and it enables you to enter and amend the analysis. 

Note
If your system is configured to validate General Ledger accounts against the off-line chart of accounts, the word ‘Off-line’ appears in the title of this window.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:General Ledger analysis (distribution)"  
To enter a new line, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. 

Amend XE "amend:General Ledger analysis (distribution)" 
To amend an existing line, move the cursor to the required line and press <Return>. 

Delete XE "delete:General Ledger analysis (distribution)" 
To delete a line, move the cursor to the unwanted line and press <F7>. Debtors Ledger asks you for confirmation before it deletes the line. 

Note
You can press <F9> at any time to abort entering the General Ledger analysis and return to the Items in Batch Window.

The prompts are:

PC XE "profit centres" 
Enter the profit centre code. The default is the profit centre defined for the customer in the Company Details Window of Customer Maintenance. Press <F1> for a pop-up enquiry.

Note XE "chart of accounts" 

 XE "off-line chart of accounts" 
If your system is configured to validate General Ledger accounts against the off-line chart of accounts, this pop-up enquiry only lists profit centres defined in the off-line chart of accounts in Company Parameters. 

Account XE "General Ledger:accounts" 
Enter the account code. The default is the account defined for the customer in the Company Details Window of Customer Maintenance. Press <F1> for a pop-up enquiry of valid accounts.

Note XE "chart of accounts" 

 XE "off-line chart of accounts" 
If your system is configured to validate General Ledger accounts against the off-line chart of accounts, the accounts listed in this pop-up enquiry are restricted to those defined for the selected profit centre in the off-line chart of accounts in Company Parameters. 

Title
(Display only.) The title of the General Ledger account.

Amount
Enter the amount in entry currency that you want to distribute to the selected profit centre/account code combination. If tax analysis is in use, this is the net amount, as the tax amount is automatically assigned to the relevant General Ledger tax accounts. The default is the remaining amount.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

Note XE "foreign currency transactions:General Ledger analysis" 
For foreign currency transactions, although you enter the amount to be distributed in the foreign currency, it is the base amount which is posted to General Ledger. 

Name
(Not when analysis is by batch.) (Display only.) The customer’s name as defined in Customer Maintenance.

Narrative
Enter the narrative in up to 25 characters. The defaults are determined by the settings in the General Ledger Interface Window of system parameters.

<F1>
For foreign currency transactions, press <F1> to view the exchange rate details for the transaction  Currency Information Window, see page 108.

<F3>
Press <F3> to display any notes recorded for the customer. An indicator to the left of the second comment line shows if there are any notes recorded for the customer.

Comment
Two 30-character prompts for further comments. The defaults are determined by the settings in the General Ledger Interface Window of System Parameters.

(Notes)
(Not when analysis is by batch.) (Display only.) The word ‘notes’ appears if any notes are recorded for the customer. You can view notes by pressing <F3> at the ‘Narrative’ prompt.

Note
You can enter notes for the customer via the Customer Maintenance, and Customer Enquiries options.

Branch
(Not when analysis is by batch.) (Branch customers only.) (Display only.) The branch customer code and account name.

Units XE "units" 
(Only if the selected account is set up for entry of units.) Enter the number of units.

Base amount XE "foreign currency transactions:General Ledger analysis"  
(Foreign currency transactions only.) (Display only.) This is the base currency value of the current line of GL analysis. Debtors Ledger calculates this from the amount entered in entry currency above, using the ratio of transaction net value in entry currency to its value in base currency. 

On completion
If any analysis categories have been defined for the selected account  General Ledger Transaction Analysis Window.


Otherwise  next line in the window.

At the bottom of the window:

Remainder - net
(Display only.) This is the value of the net portion of the transaction that remains to analysed. The remainder is shown in entry currency and, for foreign currency transactions, in base currency.

On exit
 GL Analysis Menu, see page 105.

General Ledger Transaction Analysis

Figure 26: General Ledger Transaction Analysis Window XE "General Ledger Transaction Analysis Window" 
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This window appears after you enter a General Ledger account code in either the Items in Batch Window or the GL Analysis Window.

Note
General Ledger transaction analysis is only available:

· If you are validating accounts against the on-line General Ledger chart of accounts. 


· For accounts for which at least one analysis category has been defined. 

Purpose XE "add:General Ledger transaction analysis"  

 XE "amend:General Ledger transaction analysis" 

 XE "transaction analysis" \r "analysisCategory" 

 XE "General Ledger:transaction analysis" \r "analysisCategory" 
This window enables you to enter and amend relevant analysis codes for the current transaction.

Note XE "analysis categories (General Ledger)" \r "analysisCategory" 
This window appears when you amend a transaction, not just when you create one. So you can amend the analysis code at any time until you post the batch. 

The prompts are:

Note
The name of the next prompt reflects the description defined for the analysis category in General Ledger. In Figure 26, it is ‘Sales Reps’.

Code
Enter the analysis code for the transaction. This is posted to General Ledger along with the other transaction details. Press <F1> for a pop-up enquiry. 


If the analysis category is defined as requiring validation, the code you enter must be valid for the category.


You can only leave the code blank if this is allowed for the category as it is defined in General Ledger .

(Description)
(Display only.) The code’s description is displayed for confirmation.

On completion
If there are two analysis categories for the transaction, and this is the first one, this window is displayed again for the second analysis category.


Otherwise:

· If you entered the window via the GL Analysis Window  GL Analysis Menu.


· If you entered the window immediately after the Items in Batch Window  Confirm Analysis Menu, see page 98.

General Ledger Analysis Menu
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Figure 27: GL Analysis Menu XE "GL Analysis Menu" 
This menu appears when you exit from the GL Analysis window and when you select GL Analysis from either the Confirm Analysis Menu or the Tax Analysis Menu.

The options are:

Amend details
Select this option to amend the General Ledger analysis details.  GL Analysis Window, see page 101.

Confirm details
Select this option to confirm the General Ledger analysis details.  Items in Batch Window, see page 64.

Reset details XE "reset General Ledger analysis (distribution)" 

 XE “General Ledger:analysis (distribution):reset" 
Select this option to delete the existing General Ledger analysis details and enter new ones. You are asked to confirm the deletion, the GL Analysis window is cleared and the cursor is positioned on the first prompt for entry of new details.

Tax analysis
Enter or amend the tax analysis.  Tax Analysis Window, see page 99.

Settlement Terms Details

Figure 28: Settlement Terms Details Window XE "Settlement Terms Details Window" 
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This window appears when you press <F2> at the Terms Code prompt in the Items in Batch (Invoices) Window.

Purpose XE "amend:trading terms for transaction" 

 XE "trading terms:change for transaction" 
This window enables you to enter non-standard trading terms for the selected transaction.

Note XE "tax analysis:non-standard trading terms" 
If you change the trading terms of an existing transaction, any tax analysis already entered for the transaction is invalidated and you are prompted for a new tax analysis.

The prompts are:

Terms code
Enter the trading terms code. Press <F1> for a pop-up enquiry.

Discount XE "discounts" 
Enter the settlement discount in entry currency.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

Date
Enter the date the invoice is due. The default is calculated from the terms code due date.

On completion
 Items in Batch Window, see page 64.

Tax Details

Figure 29: Tax Details Window XE "Tax Details Window" 
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This window appears when you press <F3> at the Terms Code prompt in the Items in Batch Window.

Purpose XE "tax:country" 

 XE "tax:registrations" 
This window enables you to change the customer’s tax country and registration codes for the transaction.

The prompts are:

Country XE "country" 
The customer’s country code for this transaction. Press <F1> for a pop-up enquiry.

Registration XE "registration" 
The customer’s tax registration code for this transaction.

On completion
 Items in Batch Window, see page 64.

Currency Menu
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Figure 30: Currency Menu XE "Currency Menu" 
This menu appears when you do one of the following and the cash book and base currencies differ for a payment, customer refund or dishonoured cheque transaction:

· Press <F1> at the ‘Narrative’ prompt in the Items in Batch Window in Transaction Entry.

· Select a transaction in the Transactions Window (Currency Format) in Enquiries.

The options are:

Cash book
View the exchange rate details for the conversion from entry currency to cash book currency. If a floating exchange rate is involved in the conversion, and the currency information has not been confirmed, this option also lets you enter a spot rate for the transaction, or a specific value in cash book currency.

Base
View the exchange rate details for the conversion from entry currency to the company’s base currency. If a floating exchange rate is involved in the conversion, and the currency information has not been confirmed, this option also lets you enter a spot rate for the transaction, or a specific value in the company’s base currency.

On selection
 Currency Information Window. 

Note
When you invoke this menu during Enquiries, you cannot change any of the information in the Currency Information Window.

Exit
Return to the window from which you invoked this menu.

Currency Information 

Figure 31: Currency Information Window XE "Currency Information Window" 
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This window appears when you do one of the following:

· Press <F1> at the ‘Narrative’ prompt in the Items in Batch Window in Transaction Entry.

· Select a transaction in the Transactions Window (Currency Format) in Enquiries.

· Select an option from the Currency Menu.

Note
For transactions which post to Cash Manager, this window is preceded by the Currency Menu when the cash book and base currencies differ.

Purpose XE "currencies" \r "CurrencyInformationWindow" 

 XE "exchange rates" \r "CurrencyInformationWindow" 

 XE "foreign currency transactions" \r "CurrencyInformationWindow" 

 XE "base currency" \r "CurrencyInformationWindow" 

 XE "spot rates" \r "CurrencyInformationWindow" 

 XE "cross rates" \r "CurrencyInformationWindow" 

 XE "cash book currency" \r "CurrencyInformationWindow" 

 XE "currency information" \r "CurrencyInformationWindow" 

 XE "transactions:foreign currency" \r "CurrencyInformationWindow" 
This window provides detailed information about how the value in entry currency is converted into cash book currency or base currency, or to both if they are the same. Which currency conversion is shown (whether to cash book or base currency or both) is determined by whether the cash book currency is relevant for the selected transaction and how you invoked the window, and is indicated in the lower part of the window.


When you invoke this window from the Items in Batch Window during Transaction Entry, you can amend the currency information in this window if one of the exchange rates involved in the conversion is a floating rate, and, for transactions which post to Cash Manager, the currency information has not been confirmed for the transaction. You can amend the currency information by entering:

· A spot rate for the transaction to override the floating rate.


· A specific value in base or cash book currency, from which Debtors Ledger calculates a spot rate for the transaction.


· A ‘cross rate’ between the entry and base or cash book currency, if the conversion involves a multi-part exchange rate. Debtors Ledger uses the cross rate you enter and the fixed rate or rates involved to derive a spot rate for the transaction.


If you use one of these options to override a floating rate with a spot rate for the transaction, Debtors Ledger recalculates the base value of the General Ledger analysis lines of the transaction, accordingly.

Definitions XE "floating exchange rates" 

 XE "currency parameters" \t "See Installation & Set-up Manual" 

 XE "terminology:exchange rates" 
In the Global 3000 manuals we use the following terminology for exchange rates:

· Floating rate. A variable exchange rate linking two currencies, neither of which is a sub-currency. Floating rates are recorded in the exchange rate tables in Currency Parameters, and can be overridden for specific transactions by a spot rate.

 XE "fixed rates" 
· Fixed rate. The exchange rate between a master currency and one of its sub-currencies which is fixed at any one time. Fixed rates are recorded in the exchange rate tables in Currency Parameters. Global 3000 never allows a fixed exchange rate to be overridden for a transaction.

 XE "multi-part exchange rates" 
· Multi-part exchange rate. Currency conversions that involve more than one exchange rate; for example, converting from a euro sub-currency to an independent currency such as the US dollar. The currency conversion involves two exchanges rates: the fixed rate between the sub-currency and the euro, and the floating rate between the euro and the US dollar.


· Spot rate. A ‘one-off’ exchange rate entered to over-ride a floating rate for a specific transaction.

 XE "audit rates" 
· Audit rate. The overall rate between two currencies which are linked by a multi-part exchange rate. Global 3000 derives the audit rate from the two currency values involved.


· Cross rate. A ‘one-off’ exchange rate entered to over-ride a multi-part exchange rate for a specific transaction. Global 3000 automatically derives a spot rate for the variable element of the multi-part exchange rate using the fixed rate or rates involved and the ‘cross rate’ you enter.

Note
All the details in this window are display-only: 

· If all the exchange rates involved in the currency conversion are fixed.

· If the currency information for the transaction has been confirmed.

· When you invoke this window during Enquiries.

The prompts are:

Transaction entered in XE "entry currency" 
(Display only.) The name and code of the currency you entered the transaction in; i.e. the entry currency.

Converted to
(Display only.) The name and code of the currency being converted to. 


If the cash book currency is relevant for the transaction and it is different from base currency, this is either the cash book currency or the base currency, depending on the option you chose from the Currency Menu. Otherwise, this is base currency.

Using
(Display only.) The names and codes of any currencies involved in the conversion.

Transaction entered as
(Display only.) The amount you entered in entry currency, and the currency code.

Exchanged at
All the exchange rates involved in the conversion are listed here in the order in which they are applied. 


Each exchange rate is presented as the number of units of one currency that correspond to one unit of the other currency.


Fixed rates are display-only and are indicated by the word ‘fixed’ appearing in brackets on the right hand side. You cannot override them with a spot rate. 


Floating rates are indicated by the absence of the word ‘fixed’, and you can enter a spot rate to override them. When you enter a spot rate, the amount in the currency being converted to, and the audit rate are automatically adjusted accordingly.

Note
When you first enter this window for a new transaction, a floating rate defaults to the house exchange rate in force on the transaction date. If you enter a spot rate for the transaction, it is recorded with the transaction and displayed when you subsequently enter the window.

Transaction converts to
The value of the transaction in the currency being converted to. Whether this is the base currency, the cash book currency or both cash book and base currency is indicated by the words ‘book’, ‘base’ or ‘book & base’ appearing in brackets on the right hand side. 


You can override the value in this currency, if a floating rate is involved in the conversion. Debtors Ledger uses this new value, the value in entry currency, and any fixed rates involved, to derive a spot rate for the transaction. This is then displayed in the appropriate slot above.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency.

Audit rate XE "audit rates" 

 XE "overall exchange rates" 
(Only currency conversions which involve multi-part exchange rates.) If the currency conversion involves a multi-part exchange rate, the overall or ‘audit’ rate is shown here. Debtors Ledger derives this value from the value in entry currency and the value in the currency being converted to.


If one of the exchange rates involved is a floating rate, you can enter a cross rate that relates the entry currency to the currency being converted to. Debtors Ledger derives a spot rate for the transaction from the cross rate you enter and the fixed exchange rate or rates involved. It then displays the new spot rate in the appropriate slot above and adjusts the value in the currency being converted to accordingly. 


If only one exchange rate is involved in the currency conversion, it is displayed here.

On confirmation
You are returned to the menu or window from which you invoked the Currency Information Window.

Batch Options
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Figure 32: Batch Options Menu XE "Batch Options Menu" 

 XE "batches:options" 
This menu appears when you select a batch in the Debtors Batches Window.

The options are:

Amend details XE "amend:batches" 
View and, if the batch is open, amend the batch’s transaction details.  Items in Batch Window. This window varies according to the batch type:

· For invoice batches, see page 64.


· For credit note batches, see page 71.


· For credit claim batches, see page 72.


· For journal batches, see page 75.


· For reversal journal batches, see page 76.


· For payment batches, see page 77.


· For customer refund batches, see page 82.


· For dishonoured cheque batches, see page 83.


· For allocation batches, see page 85.

Delete batch XE "delete:batches" 
(Open and empty batches only.) Delete the batch. You are asked for confirmation before the batch is deleted.

Amend header XE "header details, amend for batch" 
(Open and empty batches only.) Amend the batch’s header details.  Debtors Batches Window, see page 58. 

Note XE "cash books" 

 XE "allocate batch now" 

 XE "control totals" 

 XE "title of batch" 
You can only amend the following prompts: the ‘Title’, ‘Allocate batch now’, ‘Cash book’, and ‘Control total’.

Post batch XE "posting batches" 
Post the batch. This commits the transactions, updating the customer and company balances.  Please Confirm Posting Required Window.

Notes
You cannot change any of the batch or transaction details after you post a batch. We therefore suggest that before you post each batch, you print and thoroughly check it and make any necessary amendments. 

Print batch XE "print:batches" 

 XE "batches:print" 
Print, display, inspect, or export the batch details.  Action Menu. For full details of the Action Menu, see the Global 3000 Installation & Set-up Manual.

Printed example
For a printed example of this report, see the Sample Reports Section, page 285.

Exit batch
Return to the Debtors Batches Window, see page 58.

Please Confirm Posting Required

Figure 33: Please Confirm Posting Required Window XE "Please Confirm Posting Required Window" 
This window appears when you select Post Batch from the Batch Options Menu
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Purpose XE "posting batches" 

 XE "batches:posting"  
This window displays details of the selected batch, and it enables you to initiate the posting process.

 XE "historical base currency balances" 

 XE "trading currency totals" 
When you post a batch, Debtors Ledger:

· Formally writes the transactions in the batch into their customer accounts. This includes adding the entry currency value of each transaction to the appropriate account trading currency total, and adding the base currency value recorded for each transaction to the historical base currency balances.


· Updates the company control totals.


· Marks the batch as posted. The transactions in the batch then become available for allocation.


· Realises exchange gains and losses for foreign currency batches that do not qualify for exchange gain/loss deferral.

 XE "on-line postings:General Ledger" 

 XE "General Ledger:postings" 
· If on-line posting to General Ledger is selected, Debtors Ledger posts the analysis for the batch contents to General Ledger. It also exports the details through any scenarios that have been set up for the ‘GL analysis at close batch’ start point.

 XE "on-line postings:Cash Manager" 

 XE "Cash Manager:postings" 
· If on-line posting to Cash Manager is selected, Debtors Ledger posts  payment, refund and dishonoured cheque batches to Cash Manager. It also exports the details through any export scenarios that have been set up for the ‘cash book at close batch’ start point.

Further information
For further information about selecting on-line posting to Cash Manager and General Ledger, see Administration Parameters in the Global 3000 Installation & Set-up Manual. For further information about setting up scenarios for export, see Scenario Maintenance in the Global 3000 Installation & Set-up Manual. 

Warning
Posting a batch is irreversible, and you cannot change any of the batch or transaction details after it is posted.

We therefore suggest that before you post a batch, you print and thoroughly check it and make any necessary amendments. 

Note XE "daybook:& posting batches" 
You cannot post a batch when the daybook is being printed.

The prompts are:

Batch
(Display only.) The number of the selected batch.

Period
(Display only.) The Debtors Ledger period to which the batch is to be posted, either current or next. All the transactions in the batch are posted to this period regardless of their transaction date.

Type
(Display only.) The type of the selected batch.

Items
(Display only.) The number of entries in the selected batch.

Control total XE "control totals:batch" 
(Display only.) The control total, if any, entered on the batch header. Debtors Ledger checks this against the ‘Total entered’ displayed below. 

If the Control total is set to zero, there is no control total checking. 

Total entered XE "total entered in batch" 
(Display only.) The actual sum of the values of the entered transactions. For single currency batches, this and the control total are in the batch currency. 


For multi-currency batches this and the control total are ‘hash totals’; i.e. totals of the transaction amounts including tax regardless of currency. For example, a hash total of 2350.00 French francs and 117.50 British pounds, would be 2467.50.


If the ‘Total entered’ differs from the ‘Control total’ displayed above, you are prevented from closing the batch until either the control total or the sum of the transactions has been corrected.

Do you want to post this batch now
(Y/N.) This prompt is the final confirmation requested by the ledger that the posting is to proceed. Enter Y to proceed with the posting. Enter N to return to the Batch Options Menu without closing the selected batch.

On completion
A progress window is displayed while the batch is being posted. 

 XE "on-line postings:General Ledger" 

 XE "General Ledger:postings" 
If on-line posting to General Ledger is selected in Administration Parameters:

· Debtors Ledger creates the General Ledger transfer file, and then automatically transfers it into General Ledger. Debtors Ledger does this by invoking the General Ledger Auto-Entry program. The Auto-Entry windows appear on the screen, but no keyboard input is required. 

 XE "reports:on-line postings" 
· If the option to print the Auto-Entry report is selected in Administration Parameters, a report of the transferred transactions is printed.


· If the option for immediate posting of the transferred batches is selected for the interface in General Ledger Interface Definitions, the General Ledger batch is posted as soon as the transfer is complete.

 XE "on-line postings:Cash Manager" 

 XE "Cash Manager:postings" 
If on-line posting to Cash Manager is selected in Administration Parameters:

· Debtors Ledger creates the Cash Manager transfer file, and then automatically transfers it into Cash Manager. Debtors Ledger does this by invoking the Cash Manager Auto-Transfer program. The Auto-Transfer windows appear on the screen, but no keyboard input is required. 

 XE "reports:on-line postings" 
· If the option to print the Auto-Transfer report is selected in Administration Parameters, a report of the transferred transactions is printed.


· If the option for immediate closing of the transferred batches is selected for the interface in Cash Manager Interface Definitions, the Cash Manager batch is closed as soon as the transfer is complete.


When all the processing is finished  Debtors Batches Window, see page 58.

Note XE "*bad batch status" 

 XE "bad batch status" 
If, for any reason, the posting does not complete, the batch is given the ‘*BAD’ status. To recover the batch, take any necessary corrective action, and then restart the posting by selecting the Post Batch option from the Batch Options menu.

Auto-Transfer

Introduction XE "auto-entry" \t "See auto-transfers" 

 XE "auto-transfers" \r "AutoTransfer" 

 XE "transfer batches from other systems" \t "See auto-transfers" 

 XE "analysis" \t "See General Ledger analysis, tax analysis" 

 XE "SOP:auto-transfers" 
The Auto-Transfer option enables you to automatically enter into Debtors Ledger, transactions that were generated in other modules, e.g. Global 3000 Sales Order Processing. 


Before you can use this option, you must create an auto-transfer interface definition for each module from which you want to transfer transactions. You do this through the Interface Definitions. For further information, see page 272.

Note
These interface definitions must be defined for importing data.


You must also define interfacing details within the other modules you want to transfer data from. For information about how to do this, see the manual for the relevant modules.


The transactions are passed in a transfer file, which is created by the other module as often as necessary, daily or monthly, for example. When a transfer file is created, it is assigned a sequence number. The sequence number of the last file of each type which was transferred into Debtors Ledger is stored on the interface control in Debtors Ledger. This ensures that the same transfer file is not posted twice. Each transfer file can contain up to nine transaction batches although normally only invoices and credit note batches are created.


If the other modules run in a remote location, you need to transmit the transfer files to the Debtors Ledger computer before you can auto-transfer them into Debtors Ledger.


The auto-transfer program creates Debtors Ledger batches. These batches can be printed and, if necessary, posted in the normal way via Enter Transactions. You can define, via an indicator on the interface definition, whether the transferred batches are posted automatically, or are left open.

Note XE “General Ledger:analysis (distribution):auto-transfers" 
When General Ledger analysis is in use, and General Ledger analysis narrative and comments are not passed in the transfer file, the auto-transfer program builds up narratives and comments according to the settings in the GL Interface Window in system parameters.

Auto-Transfer Window

Figure 34: Auto-Transfer Window XE "Auto-Transfer Window" 
This window appears when you select Auto-Transfer from the Transaction Processing Menu
[image: image55.png]Source —NextFile— Company/Period
Id Title File-ld Unit (It on-line)
|
Lasttransfer done by i an [15/03798 at [13.54.23
0K Cancel






Purpose
This window lists the auto-transfer interfaces which have been defined for importing data. For each interface the window shows details of the next file to be transferred, and details of the last transfer done. This window enables you to select an interface for the auto-transfer.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an interface for the auto-transfer, move the cursor to the required entry and press <Return>.  Proceed with Auto-Entry Window.

The details displayed in this window are:

Source id XE "source id" 
The id of the other module as defined in the interface definition.

Title
The title of the other module as defined in the interface definition.

File id XE "next transfer file id" 
The id of the next file to be posted.

Unit XE "units:auto-transfer file" 
The GSM unit the transfer file resides on, as defined in the interface definition.

Company/period
If the file is on‑line, the company and year and period of the transfer file is displayed here. If the file is not on the specified unit, the message ‘*Not On‑Line’ is displayed here.

Last transfer done by…on…at XE "last transfer" 
The date and time of the last auto-transfer for this interface, and the id of the operator who ran it.

On exit
 Transaction Processing Menu.

Proceed with Auto-Entry

Figure 35: Proceed with Auto-Entry Window XE "Proceed with Auto-Entry Window"  

This window appears when you select an interface in the Auto-Transfer Window
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Purpose
This window presents you with details of the transfer file and enables you to confirm that you want to proceed with the auto-transfer.


If the file is for a period which has already been closed, you are warned that if you continue, the file will be posted to the current period in Debtors Ledger.

The prompt is:

Do you wish to proceed with auto-entry
(Y/N.) Enter Y when you are ready to start the auto-transfer.

On completion
When the auto-transfer completes successfully  Auto-Transfer Window.

Note XE "posting batches:auto-transfers" 
If the option to post the auto-transferred batches immediately is selected, the batches are posted when all the batches in the transfer file have been successfully transferred.

Errors XE "errors:auto-transfers" 
If errors are found in the transfer file after the transfer has started, the auto‑transfer terminates and the batches are reversed. You need to correct the errors in the source module and re‑create the transfer file. 


If the auto‑transfer is aborted by a hardware failure, you need to start the auto-transfer again. The auto-transfer program then deletes any Debtors Ledger batches created by the aborted run, before it processes the auto-transfer file again. 


If the message ‘Insufficient free space for...’ (followed by a record name) appears, you need to use Speedbase generation utility to increase the record set and then start the auto-transfer again. 


The interface record controls whether the transferred batches are posted or left open. If the option to post is selected, the posting occurs when all batches in the transfer file have been successfully created. If the posting does not complete because of a hardware problem, post the batches individually in Enter Transactions in the normal way.

Session Bank Deposit Report

Introduction XE "session bank deposit report" \r "SessionBankDepositReport" 

 XE "bank:deposit report" \r "SessionBankDepositReport" 

 XE "payments:bank deposit report" \r "SessionBankDepositReport" 

 XE "reports:end of session" \r "EndofSessionReports"  
This report shows the postings to each cash book in the current session. For each posting the following are shown: the drawer, bank and branch name, date received and the amounts in entry and cash book currencies.


You can run this report as soon as you have entered and posted the day’s receipts. 

Warning
Closing the session clears the bank deposit details for the session, so if you want to print this report, you must do so before you close the session.

Printed example
For a printed example of this report, see the Sample Reports Section, page 286.

Session Bank Deposit Report Window

Figure 36: Session Bank Deposit Report Window XE "Session Bank Deposit Report Window" 
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This window appears when you select Print Session Banking Report from the Transaction Processing Menu.

Purpose
This window enables you to initiate the printing of the session bank deposit report.

The prompt is:

Do you want to run the report now
(Y/N.) Enter Y when you are ready to run the report.

On completion
 Action Menu. This is described in the Global 3000 Installation & Set-up Manual.

Daybook Report

Introduction XE "daybook" \r "Daybook" 

 XE "auditing:daybook" \r "Daybook" 
The current daybook records, for all companies, details of batches as they are posted. When the current daybook is printed, it lists details of all the batches posted since its number was last incremented. You can print the current daybook as often as you need to. When you print it, you have the option of incrementing its number. This effectively closes off the current daybook and starts a new one. Daybooks are numbered consecutively, and when printed with full details and filed, they provide a full and continuous audit trail.


You can print current and previous daybooks in full detail, with or without narratives and comment lines, in either batch number or transaction type sequence. Alternatively you can print a report summary. You can print the daybook in one format or sequence and later reprint it in another format or sequence.


This program can export the details from the detailed option for use in other applications such as spreadsheet and word processing packages.

Note
You must print the daybook and increment its number before you can close the session.

Printed example
For printed examples of this report, see the Sample Reports Section, page 287.

Daybook Report Options
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Figure 37: Daybook Report Options Menu XE "Daybook Report Options Menu" 
This menu appears when you select Print Daybook from the Transaction Processing Menu.

The options are:

Detailed daybook print XE "detailed daybook" 
Print or export transaction by transaction details of posted batches and list unposted and deleted batches as one line entries. For each transaction in a posted batch the details shown are:

· Date.


· Account name.


· The number of the last daybook on which a transaction relating to this account appeared. (The batch and item numbers of the last transaction are also printed if you select the ‘Print narrative’ option.)


· Document number.


· Net, tax and total amounts in entry currency.


The following details can optionally be included:

· Transaction narrative and comments.


· General Ledger analysis.


· General Ledger analysis comment lines.


· Tax analysis.


· Net, tax and total amounts in base currency.


· When relevant, the net, tax and total amounts in cash book currency. 


You can also choose to start each new batch on a new page.


 Daybook Report Window.

Daybook summary XE "summary daybook" 
Print a Daybook summary report. Totals are printed for the daybook, the current and next periods, and the year to date for the following:

· Balance brought forward.


· Invoices.


· Credits.


· Payments.


· Discounts.


· Journal debits.


· Journal credits.


· Exchange gain/loss.


· Ledger balances.


In addition tax and General Ledger analysis totals are given separately for each company for every financial period included in the report. These appear for all companies included in the daybook.


 Daybook Report Window.

Note
If all the companies have the same base currency and are in the same financial period, the summary totals listed above are printed for the ledger as a whole, and the words ‘Ledger Totals’ appear in the heading.


If the companies have different base currencies, or are in different financial periods, the summary totals listed above are printed for the selected company only. In this case a warning appears on the screen and the words ‘Company XX Totals’ appear in the heading. (Where XX is the company code.)


The tax and General Ledger analysis totals are always printed for all companies included in the daybook.

Exit
 Transaction Processing Menu.

Daybook Report Window

Figure 38: Daybook Report Window XE "Daybook Report Window" 
This window appears when you select Detailed Daybook Print or Daybook Summary from the Daybook Report Options Menu
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Purpose
This window enables you to enter selection options for the daybook report.

The prompts are:

Number of batches 
(Display only.) The number of batches that are open, and that have been posted and printed since the daybook number was last incremented.

Current daybook number
The number of the current daybook. If the current daybook contains no posted batches, the words ‘is empty’ appears alongside the number. 

Print daybook(s) from...to
(When there are posted batches in the current daybook.) Enter the numbers of the daybooks you want to print or export. The default is the current daybook.

Reprint daybook(s) from...to XE "reprint daybooks" 

 XE "reprint daybooks" 
(When the current daybook is empty.) Enter the numbers of the previous daybooks you want to print or export. The default is all.

Note
You are only prompted for the remaining items in the window if you selected the detailed daybook option.

Print narratives on daybook XE "narratives:print on daybook" 
(Y/N.) Enter Y to include the transaction narrative and comments, the item number, and the batch and item number of the last transaction relating to the account.

Print GL and tax analysis XE “General Ledger:analysis (distribution):print on daybook"  
(Y/N.) Enter Y to include details of the General Ledger analysis and tax postings arising from each transaction. Enter N to suppress these details.

Print GL analysis comments
(Only if you entered Y at the previous prompt.) (Y/N.) Enter Y to include the General Ledger analysis comment lines. Enter N to suppress these lines.

Show base and book values
(Multi-currency systems only.) (Y/N.) Enter Y to print or export:

· Transaction amounts in both base and entry currencies and, when relevant, also in cash book currency. 


· Details of the exchange rates used for any currency conversions relating to each transaction.


Enter N to suppress this information and to just show the transaction values in entry currency.

Note
Batch totals are always shown in base currency regardless of the option you select here.

Note
Exchange rates are expressed on reports as the number of units of one currency that equate to a single unit of the other currency. For multi-part exchange rates, the rate shown is either the floating exchange rate involved, or the audit rate, depending on the option selected in Administration Parameters.

Start each posted batch on a new page XE "new page, start each batch on" 
(Y/N.) Enter Y to start each posted batch on a new page, otherwise enter N.

On completion
If you selected the detailed option  Report Sequence Menu.


If you selected the summary option Action Menu, for details see the Global 3000 Installation & Set-up Manual.


When the processing is complete:

· If you are printing the current daybook  Daybook Number Update Window.


· Otherwise  Transaction Processing Menu.

Report Sequence Menu

[image: image60.png]By Type





Figure 39: Report Sequence Menu XE "Report Sequence Menu" 
This menu appears when you complete your replies in the Daybook Report Window for a detailed daybook print.

Purpose
This menu enables you to select the way the batches are sequenced in the detailed daybook report.

Note
You cannot post batches while the daybook is printing.

The options are:

By batch number
Print the report in batch number order.

By type
Print the batches in transaction type order, with each transaction type starting on a new page.

On selection
When you select either option  Action Menu. This enables you to display, print or export the report. For details of the Action Menu, see the Global 3000 Installation & Set-up Manual. 


When the processing is complete:

· If you are printing the current daybook  Daybook Number Update Window.


· Otherwise  Transaction Processing Menu.

Daybook Number Update

Figure 40: Daybook Number Update Window XE "Daybook Number Update Window" 
This window appears when processing for a current daybook print finishes
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Purpose XE "increment daybook number" 
This window displays the next current daybook number, and gives you the option of incrementing the daybook number accordingly.

The prompt is:

OK to continue
(Y/N.) Enter Y if you want to increment the daybook number. This effectively closes off the current daybook and starts a new one.  If you do not want to increment the daybook number, enter N.

Note
You have to increment the daybook number before you can close the current session.

On completion
The report is printed and you are returned to the Transaction Processing Menu.

Close Session

Introduction XE "close session" \r "CloseSession" 

 XE "sessions" \r "CloseSession" 

 XE "end of session" \r "CloseSession" 
A session normally consists of a day’s processing, but can be longer or shorter. 


Close Session performs the following processing for all companies:

· It clears all posted batches from the list of current session batches.


· It clears the current session bank deposit details.


· It purges the current session control totals from the company balances.

 XE "Cash Manager:postings" 

 XE "manual postings:Cash Manager" 
· If manual posting to Cash Manager is in use, Close Session creates the Cash Manager transfer file. To transfer this into Cash Manager, you need to go into Cash Manager and manually invoke the Auto-Transfers option. For further information, see the Cash Manager manual.


Before you close the session, you need to:

· Print the session bank deposit report.


· Print the current daybook and increment its number.

Note
The ‘On-line posting to Cash Manager’ Administration Parameter, determines whether posting to Cash Manager is manual or on-line. For further information, see the Global 3000 Installation & Set-up Manual.

Close Session Window

Figure 41: Close Session Window XE "Close Session Window" 
This window appears when you select Close Session from the Transaction Processing Menu
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Purpose
This window displays details of the number of batches open, posted and printed. It enables you to initiate the Close Session processing.

The prompts are:

Batches open
(Display only.) The number of open batches.

Posted
(Display only.) The number of batches that have been posted since the last session was closed.

Printed
(Display only.) The number of batches posted in the current session that have been printed on the daybook. 

Note
You cannot close the session until all posted batches have been printed on the daybook, and the daybook’s number has been incremented.

Do you want to close the session now
(Y/N.) Enter Y when you are ready to close the session.

On completion
 Transaction Processing Menu.

Section Four:

End of Period Processing

Contents XE "End of Period Processing" \r "EndofPeriodProcessing" 
131
Protect/Unprotect Period

This option enables you to prevent any further transactions being entered into the current period while you complete the end of period procedures. It also enables you to release the protection if you need to make further adjustments before closing the period.

132
Trial Balance Report

This option provides three different reports: the Company Trial Balance report, the Account Balances report and the Currency Exposure report. 
138
Statements

This program can print customer statements using standard format stationery which includes a tear-off portion for the customer to return as a remittance advice. Alternatively the program can export the details to a word processing package for merging into a standard form.

144
Tax Reports

This option enables you to print the Tax Analysis Report which provides details of the tax analysis for the period, and the EC Sales List report which shows the information you need to fill in the quarterly EC Sales List form

147
Print GL Analysis Report

This program lists General Ledger analysis for the current period. 

149
Create GL Transfer File

When manual posting to General Ledger is in use, this option creates the Global 3000 General Ledger transfer file from outstanding General Ledger analysis details for the current period. All outstanding General Ledger analysis details must be transferred to the transfer file prior to closing the Debtors Ledger period.

152
Close Period

This option closes the current period and opens the next period as the new current period, rolls forward the customer and company period totals, and creates balance forward transactions for all balance forward-type customers. 

155
Purge Transactions

This program purges or archives old transactions according to the settings of the parameters in the History Options Window of system parameters.

Protect/Unprotect Period 

Introduction XE "protect period" \r "ProtectUnprotectPeriod" 

 XE "unprotect period" \r "ProtectUnprotectPeriod" 
Protecting the current period, prevents any further transactions being entered into the current period. In a multi‑user environment, this stops other users from affecting the current period while you complete the end of period procedures. Other users can, however, enter batches into the ‘next period’. This allows invoice entry to continue while you are finalising the current period. 

Note
If your system is configured to prevent the allocation of next period transactions, customer statements exclude next period transactions, and the customer’s balance is printed on the statement as at the end of the current period. 


You can release the protection on the period to make adjustments before finally closing the period, by simply running this program again.

Protect/ Unprotect Period Window

Figure 42: Protect/ Unprotect Period Window XE "Protect/ Unprotect Period Window" 
This window appears when you select Protect/Unprotect Period from the End of Period Processing Menu
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Purpose
This window enables you to initiate the protecting or un-protecting of the current period.


The window displays details of the selected company and the current period.

Operation
When you are ready to initiate the process, select OK to continue. If the period is unprotected, it is protected, and if it is protected it is unprotected.  End of Period Processing Menu.

Trial Balance Report 

Introduction XE "trial balance report" \r "TrialBalanceReport" 

 XE "reports:end of period" \r "EndofPeriodReports" 
The Trial Balance Report option provides three different reports: the Company Trial Balance report, the Account Balances report and the Currency Exposure report. These are described in detail below.


All three reports can export the details for use in other applications such as spreadsheets and word processing packages.


The Account Balances report program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

Company trial balance XE "company trial balance" 
The Company Trial Balance report provides an analysis by account of the closing balance on the ledger for the selected company at the end of the current financial period. If next period posting is allowed, the report also shows the total posted so far to the next period and the overall balance arising. All the figures are shown in the company’s base currency and are drawn from the historical base currency balances held for each account.  

Account balances report XE "account balances report" 
The Account Balances report shows the balance on selected accounts for the last day of the current or next period. The following details are printed on the report:

· Account. The account code and name.


· Account balance. This optional column shows the trading currency totals for each account. An additional option enables the account balance to be shown in account currency. This is calculated from the trading currency totals using the closing exchange rates.


· Base currency value at entry. This is the value in base currency calculated using the exchange rates recorded for individual transactions during transaction entry. 

 XE "closing rates" 
· Closing rate. The closing rates are the exchange rates in force on the last day of the selected period. You can select the exchange rate table the closing rates are drawn from. The closing rates are shown for single currency accounts when relevant. For multi-currency accounts the closing rates are only shown when the currency breakdown option is selected.


The exchange rates are expressed as the number of units of one currency that equate to a single unit of the other currency. For multi-part exchange rates, the rate shown is either the floating exchange rate involved, or the audit rate, depending on the option selected in Administration Parameters.


· Base currency value at closing rate. This is the account balance in the company base currency calculated using the closing rates.

 XE "unrealised exchange gain & loss" 

 XE "exchange gain & loss:unrealised" 

 XE "gains on foreign exchange:unrealised" 

 XE "losses on foreign exchange:unrealised" 
· Unrealised gain/loss. This shows the difference between the account balance in base currency calculated at the entry rates and that calculated at the closing rates. 

Note
If you require a more detailed analysis of an account’s balance, run the Aged Debt report. 

Currency exposure report XE "currency exposure report" 

 XE "currencies:exposure report" 
The Currency Exposure report, available on multi-currency ledgers, shows the total exposure in any selected currency broken down by account for the current or next financial period. You can run the report for a specific currency or for all currencies.

 XE "unrealised exchange gain & loss" 

 XE "exchange gain & loss:unrealised" 

 XE "gains on foreign exchange:unrealised" 

 XE "losses on foreign exchange:unrealised" 
For each account the report shows the total value of transactions in the selected currency, its value in base currency calculated using the exchange rates recorded for individual transactions during transaction entry, the value in base currency calculated using the closing rates, and any unrealised exchange gain or loss.


As with the Account Balances report, the closing rates are the exchange rates in force on the last day of the selected period, and you can select the exchange rate table the closing rates are drawn from.

Printed example
For printed examples of these reports, see page 289 of the Sample Reports Section.

Trial Balance Menu
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Figure 43: Trial Balance Menu XE "Trial Balance Menu" 
This menu appears when you select Print Trial Balance Report from the End of Period Processing Menu.

Note
If you have not already selected a company, this window is preceded by the Company Selection Window. For further details, see page 276.

The options are:

Company
Print the Company Trial Balance report for the currently selected company.  Trial Balance for Company Window.

Account
Print the Account Balances report for selected accounts.  Account Balances for Company Window, see page 135.

Currency
(Multi-currency ledgers only.) Print the Currency Exposure report for one or all currencies.   Currency Exposure Window, see page 136.

Exit
 End of Period Processing Menu.

Trial Balance for Company

Figure 44: Trial Balance for Company Window XE "Trial Balance for Company Window" 
This window appears when you select Company from the Trial Balance Menu
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Purpose XE "company trial balance" 
This window enables you to specify whether you want to print accounts with a zero balance on the report.

The prompts are:

Company base currency
(Display only.) The base currency of the selected company.

Print zero accounts
(Y/N.) Enter Y to print accounts with a zero balance. Enter N to exclude them.

On completion
 Action Menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

Account Balances for Company

Figure 45: Account Balances for Company Window XE "Account Balances for Company Window" 
This window appears when you select Account from the Trial Balance Window
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Purpose XE "account balances report" 
This window enables you to enter selection criteria for the Account Balances report.

The prompts are:

Company base currency
(Display only.) The base currency of the currently selected company. 

Start... end account
Enter the codes of the first and last accounts in the range of accounts you want to include in the report.


Alternatively press <F3> at the ‘Start’ prompt to make the selection via a ‘named list’ instead of through the selection options in this window. A pop-up enquiry appears listing named lists. When you select a list  Action Menu.

Further information
For information about named lists and the Action Menu, see the Global 3000 Installation & Set-up Manual.

Include next period
(Only if next period posting is enabled in System Parameters.) Enter one of the following:

· Y to include postings to the next financial period and to show balances and totals as at the end of the next period. 


· N to exclude postings to the next financial period and to show balances and totals as at the end of the current period.

Report date XE "closing rates" 
(Display only.) The end date of the period for which you are running the report. The exchange rates in force on this date are used for the closing rates on the report.

Print currency details
(Multi-currency ledgers only.) Enter Y to include a currency breakdown of the outstanding balance on each of the selected accounts. Enter N if this is not required.

Show balance in account currency
(Only if you entered Y at the ‘Print currency details’ prompt above.) Enter Y to show the account balance in account currency for multi-currency accounts. Enter N if this is not required. 

Exchange rate table XE "exchange rate tables:account balances report"  
(Multi-currency ledgers only.) Enter the code of the exchange rate table you want Debtors Ledger to draw the closing rates from. The default is the house exchange rate table. Press <F1> for a pop-up enquiry. 

Print zero accounts
(Y/N.) Enter Y to print accounts with a zero balance. Enter N to exclude them.

On completion
 Action Menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

Currency Exposure

Figure 46: Currency Exposure Window XE "Currency Exposure Window" 
This window appears when you select Currency from the Trial Balance Menu
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Purpose XE "currency exposure report" 

 XE "currencies:exposure report" 
This window enables you to enter selection criteria for the Currency Exposure report.

The prompts are:

Currency
Enter the currency for which the analysis is required, or leave blank to print an analysis for all currencies except base currency. Press <F1> for a pop-up enquiry.

Include next period
(Only if next period posting is enabled in System Parameters.) Enter one of the following:

· Y to include postings to the next financial period and to show balances and totals as at the end of the next period. 


· N to exclude postings to the next financial period and to show balances and totals as at the end of the current period.

Report date XE "closing rates" 
(Display only.) The end date of the period for which you are running the report. The exchange rates in force on this date are used for the closing rates on the report.

Exchange rate table XE "exchange rate tables:currency exposure report"  
Enter the code of the exchange rate table you want Debtors Ledger to draw the closing rates from. The default is the house exchange rate table. Press <F1> for a pop-up enquiry. 

On completion
 Action Menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

Statements 

Introduction XE "statements" \r "Statements" 
This program can print customer statements using standard format statement stationery which includes a tear-off portion for the customer to return as a remittance advice. Alternatively the program can export the details to a word processing package for merging into a standard form.

 XE "diary statements" 
Two types of statement can be produced: 

· Diary statements, which are normally printed during the end of period procedure and can be produced either for the entire ledger or for a selected range of accounts. Diary statements can be printed during a period, but transactions for balance forward accounts are consolidated when the period is closed, so statements for these customers should be printed before the period is closed.

 XE "requested statements" 
· Requested statements, which can be printed at any time for individually selected accounts. 

Note
You can also print or export requested statements for individual customers via the Statement option of the Enquiry Options Menu in Customer Enquiries.

Impact of currency XE "currencies:statements" 

 XE "foreign currency transactions:statements" 
On multi-currency statements, the transactions are grouped by their entry currency and the total amount owed in each currency is shown. 


There is an option to print each currency on a separate page with the currency totals shown in the statement total boxes.


A further option enables the total amount due to be shown in account currency on the last page of the statement. Debtors Ledger calculates this amount from the totals in each entry currency using the house exchange rates in force on the statement date. This is printed for information only and is clearly stated to be subject to fluctuations in exchange rate values.

Definition XE "multi-currency statements" 
In this manual the term ‘multi-currency statement’ is used to mean a statement which either contains transactions in more than one currency, or which contains transactions in one currency but that currency is not the customer’s account currency.

Note XE "sub-currencies:statements" 

 XE "master currencies:statements" 
When the customer’s account currency is a sub-currency, transactions entered in its master currency appear on the statement in account currency. Similarly, when the customer’s account currency is a master currency, transactions entered in its sub-currencies appear on the statement in account currency.

Special stationery XE "stationery" 

 XE "special stationery" 
The standard Global 3000 format statement stationery can be obtained from your dealer. If you require a customised layout, contact your supplier who can tailor the statement program. 

Global 3000 Review
This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

Data export
This program can also export the details for use in other applications such as spreadsheets and word processing packages.

System parameters
‘Statement print options’ in Debtors Ledger system parameters determine:

· The print unit.


· Whether your company address is printed.


· Whether zero balances are printed.


· The zero balance tolerance.


· Whether zero transactions are printed.


· Whether the aged balances are printed.


· Whether consolidated buying group statements are printed.


· Whether different currencies are printed on separate pages.


· Whether the total amount due is shown in account currency on multi-currency statements.


· The default statement message.

Further information
For further information on these system parameters, see page 266.


In addition, if your system is configured to prevent the allocation of next period transactions, customer statements exclude next period transactions, and the customer’s balance is printed on the statement as at the end of the current period. 

Printed example
For a printed example of a statement printed on standard Global 3000 format stationery, and a statement produced in Microsoft Word from exported details, see page 292 of the Sample Reports Section. 

Print Run Options Menu
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Figure 47: Print Run Options Menu XE "Print Run Options Menu" 
This menu appears when you select one of the following:

· Statement Print from the End of Period Processing menu.

· Statements from the Customer Export menu.

The options are:

New statement run XE "new statement run" 
Select this option to initiate a new diary statement run. Diary statements print all outstanding transactions for selected customers, optionally including all fully allocated transactions added to the account since the last diary statement.


For balance-forward accounts, outstanding transactions for previous periods are grouped into up to four balance forward transactions, but are printed on the statement as a single balance forward transaction. 


For ‘open-item as balance-forward’ accounts, outstanding transactions from previous diary statements are grouped into a single balance forward transaction.


 Statement Print for Company Window. 

Further information
For further information, see ‘Balance method’ in Customer Details, page 209.

Repeat last print XE "repeat last statement print" 

 XE "reprint statements" 
Select this option to reprint the entire last diary statement run.  Standard Print Options Window, see page 47.

Print previous run XE "print previous statement run" 
Select this option to reprint selected statements from a previous diary statement run.  Statement Print for Company Window. This enables you to select the required diary statement print run number and any further selection criteria. The statement will be re-printed for the selected accounts only if that was the last diary statement printed for the account. 

Note
Statements are only reprinted via this option if the selected statement run contained the last diary statement for the customer. Any accounts outside the range selected on the original run are not included.

Individual statement XE "individual statements" 

 XE "requested statements" 
Select this option to print a requested statement for an individual account. These statements include all outstanding transactions, and optionally include all fully allocated transactions added to the account since the last diary statement. A requested statement has no effect on subsequent diary statements.  Individual Statement Window, see page 143.

Exit
 End of Period Processing Menu.

Statement Print for Company

Figure 48: Statement Print for Company XE "Statement Print for Company" 
This window appears when you select New Statement Run or Print Previous Run from the Print Run Options Menu and when you complete your replies in the Individual Statement Window
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Purpose
This window enables you to enter the selection criteria for the statement run.

The prompts are:

Statement run number XE "number of statement run" 
(Diary statement runs only.) For new diary statement runs, the run number is allocated automatically. For reprints, enter the number of the run you want to reprint. 

Sequence by
(Diary statement runs only.) Enter A to print the statements in account code order. Enter N to print in alphabetical order of customer names. A pop-up enquiry is available.

Range
(Diary statement runs only.) If printing in account code sequence, enter the first and last accounts to be printed or leave blank to accept the defaults of first and last accounts for the selected company. If the ‘from’ account code does not exist it defaults to the next on file. 


If printing in customer name sequence, enter the name (a partial name will do) to start and end the range.


Pop-up enquiries are available.


Alternatively press <F3> at the ‘from’ prompt to make the selection via a ‘named list’ instead of through the selection options in this window. A pop-up enquiry appears listing existing named lists. When you select a list  Action Menu.

Further information
For information on named lists and the Action Menu, see the Global 3000 Installation & Set-up Manual.

Credit rating XE "credit ratings:select statements by" 
(Diary statement runs only.) Enter a credit rating code to restrict the statement run to accounts with that code, or leave blank for no selection by credit rating code. A pop-up enquiry is available.

Suspended accounts XE "suspended accounts" 
(Diary statement runs only.) Enter Y to select only suspended accounts, N to select only active accounts, or A to include both. If you entered a credit rating code above, this prompt is skipped. A pop-up enquiry is available.

Over credit limit only
(Diary statement runs only.) Enter Y to select only accounts with an outstanding balance over the credit limit. Enter N to ignore the credit limit.

Currency code XE "currencies:select statements by" 
(Diary statement runs only.) Enter a currency code to restrict the report to accounts with that account currency or leave blank for no selection by account currency. A pop-up enquiry is available.

Sales rep... Territory... Classification 1-4 XE "sales representatives:select statements by" 

 XE "territories:select statements by" 
(Diary statement runs only.) You can optionally enter a code for each of these to restrict the report to accounts with that code. Pop-up enquiries are available.

Statement date
Enter the date for the statement and remittance advice note. This must not be after the last day of the current period. This date is not used to select transactions to be included. However, it is the effective date for ageing when ageing is done by the days from invoice date method.

Statement message XE "message on statements" 
Enter a message of up to 40 characters to be printed on each statement, or leave blank to use the standard message from system parameters.

On completion
 Action Menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

Individual Statement 

Figure 49: Individual Statement Window XE "Individual Statement Window" 
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This window appears when you select Individual Statement from the Print Run Options Menu.

Purpose XE "individual statements" 

 XE "requested statements" 
This window enables you to enter the account code for a requested statement.

The prompt is:

Account code
Enter the code of the required customer. Press <F1> for a pop-up enquiry.

On completion
 Statement Print for Company Window, see page 141.

Tax Reports
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Figure 50: Tax Reports Menu XE "Tax Reports Menu" 

 XE "tax:reports" \r "TaxReports" 
This menu appears when you select Tax Reports from the End of Period Processing Menu.

The options are:

Print tax analysis report
This report provides details of the tax analysis for the period. You should print this report immediately prior to closing the period.  Tax Analysis Report Window.

Print EC sales list report
This report provides the information you need to enter on the quarterly EC Sales List form.  EC Sales List Window, see page 145.

Exit
 End of Period Processing Menu.

Tax Analysis Report

Figure 51: Tax Analysis Report Window XE "Tax Analysis Report Window" 

 XE "tax analysis:report" 
This window appears when you select Print Tax Analysis Report from the Tax Reports Menu 
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Purpose
The tax analysis report prints details of the tax analysis for the current period. The reports should be filed as a record of the tax analysis for the period. This window enables you to enter the selection options for the tax analysis report.


You should print this report immediately before you run Close Period. 

Printed example
For a printed example of this report, see the Sample Reports Section, page 293.

Warning
Tax analysis details are purged by Purge Transactions.

The prompts are:

Company
Enter the code of the company you want to run the report for. If all companies are in the same financial period, you can leave the prompt blank to run the report for all companies. A pop-up enquiry is available.

Current year, period, end date
(Display only.) Details of the current year and period are displayed here.

Do you want a summary report only
(Y/N.) Enter Y to print a summary report showing totals by company and tax code. Enter N to print a detailed report showing the analysis by transaction. 

On confirmation
 Tax Reports Menu, see page 144.

EC Sales List

Figure 52: EC Sales List Window XE "EC Sales List Window" 
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This window appears when you select Print EC Sales List Report from the Tax Reports Menu.

Purpose XE "EC Sales List (ESL)" 
This report prints the details that you need to fill in the quarterly EC Sales List (ESL) form. 


The report can be run in draft form at any time. When you run the final report for the quarter, you increment the ESL quarter number. 

Printed example
For a printed example of this report, see the Sample Reports Section, page 294.

Note
You cannot print this report if there are any unposted batches.

The prompts are:

For quarter XE "quarter for ESL" 
(First time you run this program only.) If this is the first time you have run the program, enter the number of the required quarter. This can be 1, 2, 3 or 4 depending on the time of year.


When you subsequently run the program the quarter is displayed.

Note
You increment the quarter, via the End of Report Confirmation Window, when you print the final report for a quarter.

Ending
(Display only.) The last day of the selected quarter. This is defined by the tax office.

On confirmation
 End of Report Confirmation Window.

End of Report Confirmation

Figure 53: End of Report Confirmation Window XE "End of Report Confirmation Window" 

[image: image74.png]End of Report Confirmation

The next Sales List number wil be 2

Incrementthe ESL quarter? E

oK. Cancel





This window appears when you confirm your replies in the EC Sales List Window.

Purpose
This window enables you to increment the ESL quarter. You do this when you run the final report for the quarter. 

Warning
After you increment the quarter, you cannot print the report again for the previous quarter.

The prompts are:

The next sales list number will be
(Display only.) The number of the next ESL.

Increment the ESL quarter XE "increment the ESL quarter" 
(Y/N.) Enter Y to increment the ESL quarter. You should only increment this number when you print the final report for the quarter. After you increment the number you cannot print the report again for the previous quarter. 


Enter N if you are printing a draft report for the quarter.

On completion
You are asked for confirmation  Tax Reports Menu.

GL Analysis Report 

Introduction XE "General Ledger:analysis (distribution):report" 

 XE "manual postings:General Ledger" 

 XE "General Ledger:postings" 
This report is designed for use in systems that post to General Ledger manually. It lists outstanding General Ledger analysis details for the current period. You should run it directly before you create the General Ledger transfer file so you can reconcile the journals produced.


You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

Note
You select how Debtors Ledger posts to General Ledger (manually or on-line) via the ‘On-line posting to General Ledger’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Printed example
For a printed example of this report, see the Sample Reports Section, page 295.

GL Analysis Report Window

Figure 54: GL Analysis Report Window

 XE "GL Analysis Report Window" 
This window appears when you select Print GL Analysis Report from the End of Period Processing Menu
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Purpose
This window enables you to enter selection options for the report.

The prompts are:

Company
Enter the code of the company you want to run the report for. If all companies are in the same financial period, you can leave the prompt blank to run the report for all companies. A pop-up enquiry is available.

Current year, period, end date
(Display only.) Details of the current year and period are displayed here.

Print summary report only
(Y/N.) Enter Y to print a summary report showing totals by company, profit centre and account. Enter N to print a detailed report showing the analysis by transaction. 

Print GL analysis comments
(Detailed reports only.) Enter Y to print the General Ledger analysis comments, enter N to exclude them.

Print entry currency
(Detailed reports in multi-currency ledgers only.) Enter Y to print the value of each transaction in entry currency as well as its value in base currency. Enter N to just print the values in base currency.

On confirmation
 Action Menu. This is documented in full in the Global 3000 Installation & Set-up Manual.

Create GL Transfer File

Introduction XE "General Ledger:transfer file" \r "CreateGLTransferFile" 

 XE "create General Ledger transfer file" \r "CreateGLTransferFile" 

 XE "on-line postings:General Ledger" 

 XE "General Ledger:postings" 

 XE "manual postings:General Ledger" \r "CreateGLTransferFile" 
When posting to General Ledger, the transfer files can be generated and transferred into General Ledger in two ways:

· Via the ‘on-line posting’ option. In this option the transfer file is automatically generated and transferred into General Ledger whenever a batch is posted.


· Manually via a two stage process. First the transfer file is generated when you run the Create General Ledger Transfer File option. Then you manually invoke the auto-entry program in General Ledger. This method must be used if the modules are on different computers.


You select the method to be used via the ‘On-line posting to General Ledger’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Note
The on-line posting option only works for ‘BOS’ format interfaces. For all other interface formats, you must invoke the transfers manually, regardless of the setting of the parameter.


The Create GL Transfer File is used when the manual posting option is selected, to create the General Ledger transfer file from outstanding General Ledger analysis details for the current period; i.e. all the General Ledger analysis details from all batches posted since you last ran the function for the same company. 


You can create the transfer file at any time. However all outstanding General Ledger analysis details must be transferred to the transfer file prior to closing the Debtors Ledger period.


Before you can run the transfer you need to:

· Post all current period batches. 


· Print the current daybook and increment its number.


· Run Close Session.


· Print the GL Analysis Report, if you want a report of the transfer details.


· Ensure you have exclusive use of the ledger by using the Protect Period function described on page 131.

Interface definitions
Whichever posting option you choose (manual or on-line), you need to define the details of the transfer file in the General Ledger Interface window in system parameters. For further information, see page 259. 


You also need to enter equivalent details in the Interface Definitions Window in General Ledger. For further information, see the General Ledger Manual.

GL Transfer File Details Window

Figure 55: GL Transfer File Details Window XE "GL Transfer File Details Window" 
This window appears when you select Create GL Transfer File from the End of Period Processing Menu
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Purpose
This window displays details of the General Ledger transfer file through which the analysis details will be passed to the General Ledger, and if your system is multi-company it asks you to select the company.

The prompts are:

Previous transfer sequence
(Display only.) The last transfer file sequence number, as recorded in the General Ledger Interface Window in system parameters.

Operator XE "operator id" 
(Display only.) The id of the operator who ran the last transfer.

Date, time
(Display only.) The date and time of the last transfer.

Current transfer company
(Multi-company ledgers only.) Enter the code of the company you want to run the transfer for. If all companies are in the same financial period, you can leave the prompt blank to run the transfer for all companies. A pop-up enquiry is available.

Year, period, ending
(Display only.) Details of the Debtors Ledger financial period.

Filename XE "file name:General Ledger  transfer file" 
(Display only.) The file name of the transfer file. This is a concatenation of ‘GLX’, the source id defined in the General Ledger Interface Window of system parameters, and the next sequence number.

Example
Where the source id is DL and the next sequence number is 006, the filename would be ‘GLXDL006’.

Unit XE "units:auto-transfer file" 
(Display only.) The GSM unit id, as defined in the General Ledger Interface Window in system parameters.

On confirmation
The transfer file is created and you are returned to this window.

Note
If for any reason the procedure is aborted before the transfer file is successfully created, you need to re-run the procedure. 

Close Period 

Introduction XE "close period" \r "ClosePeriod" 

 XE "end of period" \r "ClosePeriod" 

 XE "periods, financial" \r "ClosePeriod" 

 XE "financial periods:close" \r "ClosePeriod" 
The Close Period program:

· Closes the current period.


· Opens the next period as the new current period.


· Opens the new next period.


· Rolls forward the customer and company period totals.


· Creates balance forward transactions for all balance forward-type accounts. 


· Optionally invokes the Purge Transactions program to purge all completed transactions.

Note
You can also run the Purge Transactions function separately immediately after closing any session within a period.


Before closing the period, you should ensure the following procedures are carried out:

· Auto-transfer all transfer files from sub-systems, such as Sales Order Processing, into Debtors Ledger. 


· Post all current period batches.


· Delete all empty batches for the period.


· Print the Session Bank Deposit Report.


· Print the Daybook, and increment the Daybook number.


· Close the Session.


· Run the Protect Period function to prevent further postings.


· Print the End of Period reports and any other reports required for the current period.


· If manual posting to General Ledger is in use, create the General Ledger transfer file.


· Back up your data.

Warning
No further postings can be made to a period after it has been closed. 


When transactions dated within closed periods are auto-transferred into Debtors Ledger, they are automatically assigned to the current open period.

Note
Both  Close Period and Purge Transactions require exclusive access to the Debtors Ledger database. You need to ask all users to exit from Debtors Ledger and related modules while the process is being run. 

Close Period Window

Figure 56: Close Period Window XE "Close Period Window" 
This window appears when you select Close the Period from the End of Period Processing Menu
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Purpose
This window enables you to enter selection options for the program.

Warning
Closing the period is irreversible so you should take a backup before you select the Close Period option. 

The prompts are:

Company
(Multi-company ledgers only.) Enter the code of the company you want to close the period for. If all companies are in the same financial period, you can leave the prompt blank to close the period for all companies. A pop-up enquiry is available.

Year, period, ending
(Display only.) Details of the period to be closed are displayed here.

End of the new current period XE "new period" 
(Display only.) The last day of the new period as defined in the calendar in Administration Parameters.

Reset high balance/ average days to pay XE "high balance, reset" 

 XE "average days to pay" 

 XE "days to pay" 
(Y/N.) Enter Y to reset the average days to pay and high balance statistics, otherwise N.

Purge/archive all closed transactions XE "purge transactions" 

 XE "transactions:purge" 
(Y/N.) Enter Y if you want to automatically run the Purge Transactions procedure after the period is closed, otherwise enter N. If the option to hold transaction history has been set in System Parameters, the default at this prompt is Y. Otherwise it is N. 

On confirmation
The period is closed, and, if required, transactions are archived and purged. When the processing finishes you are returned to the End of Period Processing Menu.

Note
If for any reason, the close is aborted, it can be restarted without restoring the database.

 XE "interrupt purge" 
The purge only starts after the period has been successfully closed and can safely be interrupted by pressing <Ctrl G>.

Purge Transactions

Introduction XE "purge transactions" \r "PurgeTransactions" 

 XE "transactions:purge" \r "PurgeTransactions" 

 XE "history" \r "PurgeTransactions" 
This program purges or archives old transactions according to the settings in the History Options Window of System Parameters. These parameters control whether transaction history is retained, and if it is retained, how much is retained and for how long. For further information about these parameters, see page 255.


This program can be invoked automatically at the end of the Close Period process:

· If the option to hold transaction history has been set in System Parameters, this program is always invoked when the period has been successfully closed. 


· If the option to hold no transaction history has been set in System Parameters, this program can optionally be invoked after the period has been successfully closed.

Warning
If you print zero value transactions on statements, make sure you print the statements before you run this procedure.

 XE "open item accounting" 
For open item customers, posted transactions, with a zero outstanding balance, and their allocations are eligible for purging or archiving when the period they relate to is closed. 

 XE "balance forward accounting" 
For balance forward customers, closed transactions from previous periods are purged by the Close Period program as it creates consolidated balance forward transactions.

 XE "$BARBL" 

 XE "rebuild databases" 

 XE "database rebuild" 
If transactions are purged as part of this procedure, it is recommended that you follow it with a partial database rebuild, using $BARBL, the Global 3000 Rebuild Utility, to optimise the transaction indices. This utility is available via the Rebuild option on the Speedbase Presentation Manager Menu which can be invoked from the System Maintenance Menu.

Further information
The database rebuild utility differs slightly depending on the database format. For further details:

· For native format databases, see the Global System Manager Manual.


· For C-ISAM format databases, see the Global Operating Manual for Unix.


· For Btrieve format databases, see Global System Manager Version 8.1 Notes.

Note
Purge Transactions requires exclusive access to the Debtors Ledger database. You need to ask all users to exit from Debtors Ledger and related modules while the purge is being run.

Transaction Purge Window

Figure 57: Transaction Purge Window XE "Transaction Purge Window" 
This window appears when you select Purge Transactions from the End of Period Processing Menu
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Purpose
This window enables you to initiate the purge. In multi-company systems, it enables you to select the company.

Warning
This procedure is irreversible, so take a backup before proceeding. 

The prompts are:

Company
(Multi-company ledgers only.) Enter the code of the company whose transactions you want to purge/archive. If all companies are in the same financial period, you can leave the prompt blank to run the purge for all companies. A pop-up enquiry is available.

Year, period, ending
(Display only.) Details of the current period are displayed here.

On confirmation
The purge is initiated. A window shows the progress of the purge. You are returned to this window.

 XE "interrupt purge" Note
You can safely interrupt the purge by keying <Ctrl G>.

Section Five:

Enquiries

 XE "enquiries" \r "Enquiries" 

 XE "customers:enquiries" \r "Enquiries" 
Contents

159
Customer Enquiries

This program enables you to make extensive on-screen enquiries about your customers’ details and accounts.

Customer Enquiry

Introduction
This program enables you to make extensive enquiries on your customers’ accounts.


If you are running multi-company Debtors Ledger, the transactions and most of the company balances are displayed for the currently selected company.

Customer Selection

Figure 58: Customer Selection Window XE "Customer Selection Window" 
This window appears when you select Enquiries from the Debtors Ledger Main Menu or Account Enquiries from the Customer Export Menu
[image: image79.png]Customer Enquiry for Company A1 Standext Systems Ltd

Customer Name Credit Limit Amount Due
250009 =
ANDROG1 Andrew Leonard Ltd 200000 102477.95 STR
ANDRG10 Andrews Estate Agents 10000 8088.70 STR
BLAKG1 Blakelock Insurance Brokers 100000 167100.78 STR ||
BROVOO1 Brownlow of Preston 150000 6100606 STR
CUPIO81 C.U.P. International 200000 20599.71 STR
DAUIBG1 Davies & Broun 500000 0.00 STR =

Contact Phone & Fax Number

Rep. 0w Type/HO [N

¥

(I

[paniel carter CreditCode A [Excellent
[6736 258965  [0736 457145  BalanceMethod [0 Keycust? [¢  Print?
Invoice Address Last Payment [s1763798 [ 3500.00
[anderton Lkd  Lastinvaice pezeszes [ 176.25
[is chapel Will LastStatement [31763798

St Erth — HighBalance [i5763798 [ 116574.a%
[Near Hale Terms code  [B Average days to pay

[ Open Credits [ -42181.89

[TR27 wRT CreditClaims [ 6.608





Purpose
This window lists customers and enables you to select one for enquiry.


The list of customers in the upper part of the window shows the customer code, name, and credit limit and amount due in account currency. The account currency code is also shown.


As you scroll through the list, further details are displayed for each customer in the lower part of the window.


If the customer has transactions in more than one entry currency, Debtors Ledger calculates the amount due and open credit balances in account currency from the balances in each trading currency. It does this by converting the trading currency balances into account currency using the current house exchange rates and summing the results.

Search keys
This is an enquiry mode window with four search keys: account code, customer name, customer type and account currency.

Display
Enter a full or partial code followed by <Page Down> to list customers starting from that code. Enter a full or partial code followed by <Page Up> to list customers up to that code.


Leave the code blank and press <Page Down> or <Page Up> to list all customers in ascending or descending sequence.


Press <F6> to change the search key.

Select
To select a customer for further enquiries, move the cursor to the required line and press <Return>  Enquiry Options Menu.

On exit
 The menu from which you invoked the enquiry program.

Enquiry Options
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Figure 59: Enquiry Options Menu XE "Enquiry Options Menu" 
This menu appears:

· When you select a customer for enquiry.

· When you exit from subsequent enquiry windows.

· When you select Options from the Display Menu that appears when you initiate the Enquire command in the Current List Entry window. This is part of the Global 3000 Review feature and is described in the Global 3000 Installation & Set-up Manual.

The options are:

Addresses
View the customer’s addresses.  Address Details Window, see page 162.

Branches
View the branches if the customer is a head office, or the group members if the customer is a group account.  Branches Window, see page 162.

Contacts
View the customer’s contacts.  Contact Details Window, see page 163.

Consolidation
View the customer’s balance for each company the customer has traded with.  Consolidation Details Window, see page 163.

Statistics
View the customer’s aged balances and financial statistics.  Financial Statistics Windows, see page 164.

Document XE "data export" 

 XE "document export option" 

 XE "attributes:export" 

 XE "notes:export" 

 XE "actions:export" 

 XE "reports:create in Word" 

 XE "list templates" 
Initiate the export feature for the selected customer. Use this option to export the customer’s notes, actions, attributes, etc, to create customer reports, to use a ‘list’ template to list the customer’s documents, etc. Use the Letter option below for exports requiring a contact name, such as letters and faxes. 


Selecting this option is equivalent to selecting Export from the Action Menu. For further details see the Global 3000 Installation & Set-up Manual.

Letter XE "letter export option" 

 XE "faxes" 

 XE "addresses:labels" 

 XE "labels" 
Initiate the export feature for the selected customer. This option prompts you for the contact and address to be used, and is designed for exporting letters, faxes, address labels, etc.  Address/Contact Details Window, see page 232.

Amend notes
View and amend notes and actions on this customer.  Customer Notes Window, see page 165. This window leads to the Actions on Customer Window.

Print customer
Print or display on the screen a choice of reports on this customer.  Select Report Type Menu, see page 167.

Registration
View the customer’s tax registration details.  Customer Tax Registration Codes Window, see page 169.

Statement XE "statements:export during enquiries" 

 XE "individual statements" 

 XE "requested statements" 
Print or export a requested-type statement for the selected customer.  Statement for Customer Window, see page 169.

Transactions
View transactions for the customer.  Transactions Menu, see page 170.

Attributes
View the customer’s attribute settings. Attributes for Customer Window, see page 182.

Turnover
View the customer’s turnover.  Consolidation Menu, see page 183.

Exit customer
 Customer Selection Window, see page 159.

Address Details

Figure 60: Address Details Window XE "Address Details Window" 
This window appears when you select Addresses from the Enquiry Options Menu
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Purpose XE "addresses:enquiries" 
This window displays the customer’s addresses. As you scroll through the addresses listed in the upper part of the window, the details of each one are displayed in the lower part of the window.

On exit
 Enquiry Options Menu, see page 160.

Branches

Figure 61: Branches Window XE "Branches Window" 
This window appears when you select Branches from the Enquiry Options Menu
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Purpose XE "branch accounts:enquiries" 
For a head office account, this window displays details of any linked branch office accounts. For a group account, this window displays details of the members of the group. As you scroll through the accounts listed in the upper part of the window, further details are displayed in the lower part of the window.

On exit
 Enquiry Options Menu, see page 160.

Contact Details

Figure 62: Contact Details Window XE "Contact Details Window" 
This window appears when you select Contacts from the Enquiry Options Menu
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Purpose XE "contacts:enquiries" 
This window displays the customer’s contacts. As you scroll through the contacts listed in the upper part of the window, details of each one are displayed in the lower part of the window.

On exit
 Enquiry Options Menu, see page 160.

Consolidation Details

Figure 63: Consolidation Details Window XE "Consolidation Details Window" 
This window appears when you select Consolidation from the Enquiry Options Menu
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Purpose
This window displays the customer’s balance in account currency for each company the customer has traded with. For multi-currency customers, Debtors Ledger calculates the company balance by converting the balance in each currency into account currency using the current house exchange rates, and summing the results.


The ‘Total amount due’ is a consolidation of the customers balance across all companies.

On exit
 Enquiry Options Menu, see page 160.

Financial Statistics

Figure 64: Financial Statistics Windows XE "Financial Statistics Windows" 
These windows appear when you select Statistics from the Enquiry Options Menu
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Purpose XE "financial data" 
The left side of this window displays the aged balances for the customer in account currency. How the aged balances are presented depends on the ageing option selected in system parameters:

· If the option to age by period is selected, the aged balances are based on the period end dates. For multi-currency customers, Debtors Ledger calculates the period balances in account currency by converting the trading currency period totals using the current house exchange rates, and summing the results.


· If the option to age by days is selected, the aged balances are based on the number of days from the invoice date. Debtors Ledger calculates the balances from the outstanding transactions prior to displaying them. This may take a little while if there are a large number of transactions. When the entry currency of a transaction differs from the customer’s account currency, Debtors Ledger converts the value of the transaction to account currency using the current house exchange rates prior to adding it to the appropriate aged balance.  


The right side of the window displays the amount due, next period, open credit and credit claim balances for the customer. The number of transactions contributing to each of these balances is also displayed. These balances are shown in account currency, and when necessary they are calculated by converting the corresponding totals in trading currencies using the current house exchange rates and summing the results.


When the account currency differs from base currency, the amount due is also shown in base currency.

Note
Debtors Ledger takes the GSM system date as today’s date and as the effective date when ageing by days.

On exit
 Enquiry Options Menu, see page 160.

Customer Notes

Figure 65: Customer Notes Window XE "Customer Notes Window" 
This window appears when you select Amend Notes from the Enquiry Options Menu
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Purpose XE "notes" 

 XE "customers:notes" 
This window enables you to view and amend notes about this customer. You can record free-form notes (here and via Customer Details) against each customer. This can be of use in credit control, allowing call reminders and records of conversations to be recorded against the customer. 


Notes and actions can optionally be printed or exported via the Print Customer option.


Customer notes can be entered on a quotation account if required; for example, ‘this is a telesales account for overseas customers’.


You can enter an unlimited number of lines of up to 50 characters each.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:notes" 
To create a new line, move the cursor to the line below the last line. Alternatively you can press <F5> to insert a line, or press <F4> to go into ‘Add’ mode. 

Amend XE "amend:notes" 
To amend a line, move the cursor to it and press <Return>.

Delete XE "delete:notes" 
To delete a line, move the cursor to it and press <F7>. You are asked for confirmation before the line is deleted.

Actions
Press <End> to view and amend actions on this customer.  Actions on Customer Window.

On exit
 Enquiry Options Menu, see page 160.

Actions on Customer

Figure 66: Actions on Customer Window XE "Actions on Customer Window" 
This window appears when you press <End>  in the Customer Notes Window
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Purpose XE "actions" 

 XE "customers:actions" 
This window enables you to view and amend actions on this customer. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:actions" 
To create a new line, move the cursor to the line below the last line. Alternatively you can press <F5> to insert a line, or press <F4> to go into ‘Add’ mode. 

Amend XE "amend:actions" 
To amend a line, move the cursor to it and press <Return>.

Delete XE "delete:actions" 
To delete a line, move the cursor to it and press <F7>. You are asked for confirmation before the line is deleted.

The prompts are:

Action date
Enter the date of the action.

Opid XE "operator id" 
Enter the operator id of the person responsible.

Action topic XE "topic of action" 
Enter details of the action topic in up to 20 characters.

On exit
 Enquiry Options Menu, see page 160.

Select Report Type
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Figure 67: Select Report Type Menu XE "Select Report Type Menu" 
This menu appears when you select Print Customer from the Enquiry Options menu.

Purpose XE "customers:print" 
This menu enables you to select the format of the report.

Printed example
For a printed example of both report formats, see the Sample Report Section, page 296.

The options are:

Historical transaction list XE "historical transaction list" 
This option sorts selected transactions into chronological order and prints credit, debit, outstanding balance and cumulative balance columns.  Account Print Options Window.

Standard customer print XE "standard customer print" 
This option prints the transactions in transaction status/date order. It also prints a wide range of additional customer information, aged balances, notes and actions, turnover and so on. Account Print Options Window.

Exit
 Enquiry Options Menu, see page 160.

Account Print Options

Figure 68: Account Print Options Window

 XE "Account Print Options Window" 
This window appears when you select Historical Transaction List or Standard Customer Print from the Select Report Type Menu
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Purpose
This window enables you to enter selection options for the report.

The prompts are:

Print actions XE "actions:print" 
(Standard customer print only.) Enter Y to print or export any actions that have been entered against this account within the date range selected below, otherwise enter N. 

Print notes XE "notes:print" 
(Standard customer print only.) Enter Y to print or export any notes that have been entered for the customer, otherwise enter N. 

Print aged balances
(Standard customer print only.) Enter Y to print or export both the aged balance of transactions up to three periods prior to the current period, and period totals for every period since, otherwise enter N. 

Note
If your system is configured to age transactions by days rather than by periods, using this option substantially increases the processing involved, and hence the time taken to produce the report.

Transaction type
(I/C/P/J/A.) Enter I to print or export invoices, C for credit notes, P for payments, J for journals, or A for all transactions against the account. The default is A. A pop-up enquiry is available.

Transaction date from… to
Enter a start and an end date to limit the transactions (and actions if these are required) to a particular date range.

Outstanding transactions only
Enter Y to restrict the report to transactions which have not been fully allocated. Enter N to print all transactions.

Currency for transactions 
(Multi-currency systems only.) Enter one of the following:

· B to print or export the transactions in base currency showing totals and cumulative values.


· E to print or export each transaction in its entry currency without totals or cumulative values.

Print exchange details
(Multi-currency systems only.) (Y/N.) Enter Y to print or export:

· Transaction amounts in both base and entry currencies and, when relevant, also in cash book currency. 


· Details of the exchange rates used for any currency conversions relating to each transaction.


Enter N to suppress this information and to just show the transaction values in base or entry currencies as selected above.

Note
Exchange rates are expressed on reports as the number of units of one currency that equate to a single unit of the other currency. For multi-part exchange rates, the rate shown is either the floating exchange rate involved, or the audit rate, depending on the option selected in Administration Parameters.

On completion
 Action Menu. This gives you the option of printing the report, displaying it on the screen, or of exporting the details. For further information, see the Global 3000 Installation & Set-up Manual.

Customer Tax Registration Codes

Figure 69: Customer Tax Registration Codes Window XE "Customer Tax Registration Codes Window" 
This window appears when you select Registration from the Enquiry Options Menu
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Purpose XE "registration:enquiry" 

 XE "tax:codes" 

 XE "tax:registrations" 
This window displays the customer’s tax registration codes and the appropriate country code for each one.

On exit
 Enquiry Options Menu, see page 160.

Statement for Customer

Figure 70: Statement for Customer Window XE "Statement for Customer Window" 
This window appears when you select Statement from the Enquiry Options Menu
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Purpose
This window enables you to enter the date and message for the statement.

The prompts are:

Customer
(Display only.) The customer’s account code and name.

Statement date
Enter the date for the statement and remittance advice note. This date must not be after today or the current period end date, whichever is earlier. This date is not used to select transactions to be included. However, it is the effective date for ageing when ageing is done by the days from invoice date method.

Statement message XE "message on statements" 
Enter a message of up to 40 characters for the statement, or leave blank to use the standard message from system parameters.

On completion
 Address/Contact Details Window, see page 232. This window enables you to select the contact name and address to be used.

Transaction
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Figure 71: Transactions Menu XE "Transactions Menu" 
This menu appears when you select Transactions from the Enquiry Options Menu.

The options are:

All
View all transactions for the customer.  Transactions Window.

Current
View the customer’s current transactions, i.e. posted transactions. These are the only transactions that appear on the customer’s statement.  Transactions Window.

Archived
View the customer’s archived transactions, i.e. transactions which have been closed and archived. They are retained for historical purposes only.  Transactions Window.

Unposted
View the customer’s unposted transactions, i.e. transactions that have been entered but the batch has not been posted. These transactions do not appear in the customer’s balance until they are posted.  Transactions Window.

Cumulative
View the customer’s current transactions showing the cumulative balance in base currency. Transactions Window.

Note
There are eight alternate views of the Transactions Window. The first time you select an option from this menu in any Enquiry session, the window appears in Date Format. When you subsequently select an option, the window appears in the format you viewed it in last time.

Exit
 Enquiry Options Menu, see page 160.

Transactions Window (Date Format)

Figure 72: Transactions Window (Date Format) XE "Transactions Window (Date Format)" 
This window appears when you select an option from the Transactions Menu
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Note
There are eight alternate views of the Transactions Window. The first time the window appears in any Enquiry session, it is in ‘date format’. When it subsequently appears, it is in the format you viewed it in last time.

Purpose XE "transactions:enquiries" \r "TransactionsEnquiries" 
This window lists the customer’s transactions of the type selected in the Transactions Menu. Transactions are shown in entry currency.

Sequence
When you enter the window, the transactions are listed in date sequence. If you selected the ‘All Transactions’ option, you can press <F6> to change the search sequence to status/date.

Alternate views
There are eight alternate views of the window. You can swap between the different views by pressing <F1>.  Formats Menu.

Select
To view the allocations for a transaction, move the cursor to the required line and press <Return>  Allocation Details Window, see page 182.

On exit
 Transactions Menu, see page 170.

Formats
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Figure 73: Formats Menu

 XE "Formats Menu" 
This menu appears when you press <F1> in the Transactions Window (any format).

Purpose
This menu enables you to select different views of the Transactions Window. Each view shows different information about the transactions. 

The options are:

Date 
In this format, the upper part of the window displays for each transaction: the transaction type, number, date, status, branch code or group member code, whether suppressed, and original and outstanding values in entry currency. If the cumulative transaction option was selected, the original and outstanding values in entry currency are replaced by the outstanding and cumulative values in base currency.


The lower part of the window displays for each transaction as you scroll through the list: narrative, comments, terms, settlement discount, batch and item numbers, period and year, discount date, due date, and for foreign currency transactions, the original and outstanding values in base currency.


 Transactions Window (Date Format), see page 171.

Narrative 
In this format, the upper part of the window displays for each transaction: the transaction type, number, narrative, and original value and outstanding values in entry currency. If the cumulative transaction option was selected, the original and outstanding values in entry currency are replaced by the outstanding and cumulative values in base currency.


The lower part of the window displays for each transaction as you scroll through the list: narrative, comments, tax registration code and country code, batch and item numbers, period and year. For foreign currency transactions, the original and outstanding values in base currency are also shown.


 Transactions Window (Narrative Format), see page 175.

Comment 1
In this format, the upper part of the window displays for each transaction: transaction type, number, first comment, original and outstanding values in entry currency. If the cumulative transaction option was selected, the original and outstanding values in entry currency are replaced by the outstanding and cumulative values in base currency.


The lower part of the window displays for each transaction as you scroll through the list: narrative, comments, tax registration code and country code, batch and item numbers, period and year. For foreign currency transactions, the original and outstanding values in base currency are also shown.


 Transactions Window (Comment 1 Format), see page 176.

Comment 2
In this format, the upper part of the window displays for each transaction: transaction type, number, second comment, original and outstanding values in entry currency. If the cumulative transaction option was selected, the original and outstanding values in entry currency are replaced by the outstanding and cumulative values in base currency.


The lower part of the window displays for each transaction as you scroll through the list: narrative, comments, tax registration code and country code, batch and item numbers, period and year. For foreign currency transactions, the original and outstanding values in base currency are also shown.


 Transactions Window (Comment 2 Format), see page 177.

Base values 
In this format, the upper part of the window displays for each transaction: transaction type, number, original value in entry currency, and original and outstanding values in base currency. If the cumulative transaction option was selected, the original and outstanding values in base currency are replaced by the outstanding and cumulative values in base currency.


The lower part of the window displays for each transaction as you scroll through the list: narrative, comments, tax registration code and country code, batch and item numbers, period and year, and outstanding value in entry currency. 


 Transactions Window (Base Values Format), see page 178.

Currency
When you select this option you are asked to select a currency. The window then displays all transactions for the customer which have been entered in that currency, with the option to drill down to the exchange rate information. 


In this format the upper part of the window displays for each transaction: transaction type, number, original value in base currency and original and outstanding values in entry currency. If the cumulative option was selected, the original and outstanding values in entry currency are replaced by the outstanding and cumulative values in entry currency.


The lower part of the window displays for each transaction as you scroll through the list: narrative, comments, tax registration code and country code, batch and item numbers, period and year, and the outstanding value in base currency. If the transaction is a payment, refund or voided cheque, the original value in cash book currency is also shown.


 Transactions Window (Currency Format), see page 179.

Net
(Not if the Cumulative option was selected.) In this format, the upper part of the window displays for each transaction: transaction type, number, and the net amount, tax or discount value and the original value, all in entry currency. 


The lower part of the window displays for each transaction as you scroll through the list: narrative, comments, tax registration code and country code, batch, period and year. For foreign currency transactions, the outstanding values in entry and base currencies are also shown.


 Transactions Window (Net Format), see page 180.

Original
(Not if the Cumulative option was selected.) In this format, the upper part of the window displays for each transaction: transaction type, number, date, and original, outstanding and cumulative values in base currency.


The lower part of the window displays for each transaction as you scroll through the list: narrative, comments, tax registration code and country code, batch and item numbers, period and year. For foreign currency transactions, the original and outstanding values in entry currency are also shown.


 Transactions Window (Original Format), see page 181.

Transactions Window (Narrative Format)

Figure 74: Transactions Window (Narrative Format) XE "Transactions Window (Narrative Format)" 
This window appears when you select an option from the Transactions Menu
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Note
There are eight alternate views of the Transactions Window. The first time the window appears in any Enquiry session, it is in ‘date format’. When it subsequently appears, it is in the format you viewed it in last time.

Purpose
This window lists the customer’s transactions of the type selected in the Transactions Menu. Transactions are shown in entry currency.

Sequence
When you enter the window, the transactions are listed in date sequence. If you selected the ‘All Transactions’ option, you can press <F6> to change the search sequence to status/date. Prompts appear in the bottom left hand corner of the window to enable you to enter the required status and date.

Alternate views
There are eight alternate views of the window. You can swap between the different views by pressing <F1>.  Formats Menu, see page 172.

Select
To view the allocations for a transaction, move the cursor to the required line and press <Return>  Allocation Details Window, see page 182.

On exit
 Transactions Menu, see page 170.

Transactions Window (Comment 1 Format)

Figure 75: Transactions Window (Comment 1 Format) XE "Transactions Window (Comment 1 Format)" 
This window appears when you select an option from the Transactions Menu
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Note
There are eight alternate views of the Transactions Window. The first time the window appears in any Enquiry session, it is in ‘date format’. When it subsequently appears, it is in the format you viewed it in last time.

Purpose
This window lists the customer’s transactions of the type selected in the Transactions Menu. Transactions are shown in entry currency.

Sequence
When you enter the window, the transactions are listed in date sequence. If you selected the ‘All Transactions’ option, you can press <F6> to change the search sequence to status/date. Prompts appear in the bottom left hand corner of the window to enable you to enter the required status and date.

Alternate views
There are eight alternate views of the window. You can swap between the different views by pressing <F1>.  Formats Menu, see page 172.

Select
To view the allocations for a transaction, move the cursor to the required line and press <Return>  Allocation Details Window, see page 182.

On exit
 Transactions Menu, see page 170.

Transactions Window (Comment 2 Format)

Figure 76: Transactions Window (Comment 2 Format) XE "Transactions Window (Comment 2 Format)" 
This window appears when you select an option from the Transactions Menu
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Note
There are eight alternate views of the Transactions Window. The first time the window appears in any Enquiry session, it is in ‘date format’. When it subsequently appears, it is in the format you viewed it in last time.

Purpose
This window lists the customer’s transactions of the type selected in the Transactions Menu. Transactions are shown in entry currency.

Sequence
When you enter the window, the transactions are listed in date sequence. If you selected the ‘All Transactions’ option, you can press <F6> to change the search sequence to status/date. Prompts appear in the bottom left hand corner of the window to enable you to enter the required status and date.

Alternate views
There are eight alternate views of the window. You can swap between the different views by pressing <F1>.  Formats Menu, see page 172.

Select
To view the allocations for a transaction, move the cursor to the required line and press <Return>  Allocation Details Window, see page 182.

On exit
 Transactions Menu, see page 170.

Transactions Window (Base Values Format)

Figure 77: Transactions Window (Base Values Format) XE "Transactions Window (Base Values Format)" 
This window appears when you select an option from the Transactions Menu
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Note
There are eight alternate views of the Transactions Window. The first time the window appears in any Enquiry session, it is in ‘date format’. When it subsequently appears, it is in the format you viewed it in last time.

Purpose
This window lists the customer’s transactions of the type selected in the Transactions Menu. Transactions are shown in both entry and base currency.

Sequence
When you enter the window, the transactions are listed in date sequence. If you selected the ‘All Transactions’ option, you can press <F6> to change the search sequence to status/date. Prompts appear in the bottom left hand corner of the window to enable you to enter the required status and date.

Alternate views
There are eight alternate views of the window. You can swap between the different views by pressing <F1>.  Formats Menu, see page 172.

Select
To view the allocations for a transaction, move the cursor to the required line and press <Return>  Allocation Details Window, see page 182.

On exit
 Transactions Menu, see page 170.

Transactions Window (Currency Format)

Figure 78: Transactions Window (Currency Format) XE "Transactions Window (Currency Format)" 
This window appears when you select an option from the Transactions Menu
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Note
There are eight alternate views of the Transactions Window. The first time the window appears in any Enquiry session, it is in ‘date format’. When it subsequently appears, it is in the format you viewed it in last time.

Purpose
This window lists the customer's transactions of the type selected in the Transactions Menu which have been entered in the selected currency. Transactions are shown in entry currency.

Sequence
When you enter the window, the transactions are listed in date sequence. If you selected the ‘All Transactions’ option, you can press <F6> to change the search sequence to status/date. Prompts appear in the bottom left hand corner of the window to enable you to enter the required status and date.

Alternate views
There are eight alternate views of the window. You can swap between the different views by pressing <F1>.  Formats Menu, see page 172.

Select
To view the currency information for a transaction, move the cursor to the required line and press <Return>:

· If the transaction is a payment, refund or dishonoured payment, and the cash book currency differs from both the entry currency and the base currency  Currency Menu, see page 107. This gives you access to the Currency Information Window for the both currency conversions.


· Otherwise  Currency Information Window, see page 108. 

Note
You cannot make any changes to the details in the Currency Information Window when you invoke it during Enquiries. 

On exit
 Transactions Menu, see page 170.

Transactions Window (Net Format)

Figure 79: Transactions Window (Net Format) XE "Transactions Window (Net Format)" 
This window appears when you select an option from the Transactions Menu
[image: image100.png][ All Transaction:

Date  Type Number Net Amount VAT/Dise Original
f6/12/07Qinulliwvooossll _2u200000.00 _______o0.00) 24200000, oo IRJEl
26/12/97 TNU INUBOO37 13530000. 00 .00 13530000.00 LIR
16/01/98 TNV INUBOOS1 2749613500 0.00 27496135.00 LIR
27/81/98 PAY 1440 -37730000.00 0.00  -37730000.00 LIR
27/62/98 TNU INUDB110 29039486..00 0.00 29039486.00 LIR
15/03/98 TNU INUBB115 23029292.00 0.00 23029292.00 LIR ||
31/03/98 Pay 43 -21000000.00 0.00  -21000000.00 LIR
31/03/98 Pay s -35000000.00 0.00  -35000000.00 LIR
Nanetive Batch Er Al
Comments Period [2 ¢ fi997

Entry O/S 0.00 [LIR
Cauntry IT| VAT Regn [04196760013 Base 0/ .00 [STR

oK. Cancel | Inseri || Deleie F_ | 2 S






Note
There are eight alternate views of the Transactions Window. The first time the window appears in any Enquiry session, it is in ‘date format’. When it subsequently appears, it is in the format you viewed it in last time.

Purpose
This window lists the customer’s transactions of the type selected in the Transactions Menu. Transactions are shown in entry currency.

Sequence
When you enter the window, the transactions are listed in date sequence. If you selected the ‘All Transactions’ option, you can press <F6> to change the search sequence to status/date. Prompts appear in the bottom left hand corner of the window to enable you to enter the required status and date.

Alternate views
There are eight alternate views of the window. You can swap between the different views by pressing <F1>.  Formats Menu, see page 172.

Select
To view the allocations for a transaction, move the cursor to the required line and press <Return>  Allocation Details Window, see page 182.

On exit
 Transactions Menu, see page 170.

Transactions Window (Original Format)

Figure 80: Transactions Window (Original Format) XE "Transactions Window (Original Format)" 
This window appears when you select an option from the Transactions Menu
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Note
There are eight alternate views of the Transactions Window. The first time the window appears in any Enquiry session, it is in ‘date format’. When it subsequently appears, it is in the format you viewed it in last time.

Purpose
This window lists the customer’s transactions of the type selected in the Transactions Menu. Transactions are shown in base currency.

Alternate views
There are eight alternate views of the window. You can swap between the different views by pressing <F1>.  Formats Menu, see page 172.

Select
To view the allocations for a transaction, move the cursor to the required line and press <Return>  Allocation Details Window, see page 182.

On exit
 Transactions Menu, see page 170.

Allocation Details

Figure 81: Allocation Details Window XE "Allocation Details Window" 
This window appears when you select a transaction in one of the Transactions Windows other than the Currency Format window
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Purpose XE "allocations:enquiries" 
This window displays the details of any allocations made to or from the selected transaction. For each allocation the details shown are: type, reference, narrative, amount allocated in the entry currency of the allocated transaction, date and batch and item numbers. For foreign currency transactions, any exchange gain or loss is shown in base currency. 

On exit
 The window from which you invoked this window. 

Attributes For Customer

Figure 82: Attributes for Customer Window XE "Attributes for Customer Window" 
This window appears when you select Attributes from the Enquiry Options menu
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Purpose XE "attributes:enquiries" 
This window lists the attribute settings for the customer. It shows the following details for each attribute which has been linked to the customer: attribute code and name, and where relevant the value.

Further information
For further information on attributes, see Maintain Attributes in the Global 3000 Installation & Set-up Menu.

On exit
 Enquiry Options Menu, see page 160.

Consolidation Menu
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Figure 83: Consolidation Menu XE "Consolidation Menu" 
This menu appears when you select Turnover from the Enquiry Options Menu.

The options are:

Balances
Select this option to view for each company the customer has traded with: the amount due, the turnover for this period and the year to date, and the value for prior years.  Consolidated Balances and Turnovers Window.

Turnover
Select this option to view turnover figures for each company the customer has traded with. Figures are shown for the current period, the year to date, the last year, and the years prior to last year.  Consolidated Turnover Window, see page 184.

Exit
 Enquiry Options Menu, see page 160.

Consolidated Balances and Turnovers

Figure 84: Consolidated Balances and Turnovers Window XE "Consolidated Balances and Turnovers Window" 
This window appears when you select Balances from the Consolidation Menu
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Purpose XE "turnovers:enquiries" \r "ConsolidatedBalances" 

 XE ”consolidated balances enquiries" \r "ConsolidatedBalances" 
This window lists consolidated balances and turnover figures for each company the customer has traded with.

On exit
 Consolidation Menu, see page 183.

Consolidated Turnover

Figure 85: Consolidated Turnover Window XE "Consolidated Turnover Window" 
This window appears when you select Turnover from the Consolidation Menu
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Purpose
This window lists consolidated turnover figures for each company the customer has traded with.

On exit
 Consolidation Menu, see page 183.

Section Six:

Reports and Statistics

Contents XE "reports" \r "ReportsandStatistics" 

 XE "statistics" \r "ReportsandStatistics" 
187
Company Totals – This Period

This option displays on the screen the company totals for the current session and the current and next periods.

188
Company Totals – All Periods

This option displays on the screen the net movement of the ledger by transaction type for the current, next and previous periods. 

189
Company Totals Report

This option prints the control totals report for the selected company. The company control totals show the net movement of the ledger by period and transaction type. 

190
Aged Debt Report

This option prints a report to show the ageing of transactions on customer accounts at a particular date. The customers included in the report can be selected by a wide variety of criteria and the details can be printed in a choice of sequences in either summary or detailed form. Alternatively the details can be exported for use in other applications such as spreadsheets and word processing packages.

195
Period Postings Report

This option produces a report of postings for a selected period and range of customers. The report shows the net movement in the customer’s balance for the chosen period. 

197
Open Transactions Report

This option prints details of outstanding transactions for a selected company and range of customers. Alternatively the details can be exported for use in other applications such as spreadsheets and word processing packages.

199
Customer Turnover Report

This option prints or exports turnover balances for selected customers. For each customer, the following details are printed or exported: account number, name, sales rep, and the turnover balance for the next period, current period, year to date and last year. The values are printed in account currency. If the report is printed for a single currency, totals are printed.

Company Totals, This Period 

Figure 86: Company Totals, This Period Window XE "Company Totals, This Period Window" 
This window appears when you select Company Totals, This Period from the Reports and Statistics Menu
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Purpose XE "control totals:enquiries" 

 XE "companies:totals:enquiries" 

 XE "enquiries:control totals" 
This window displays the company control totals for the current session and the current and next periods.


The brought forward amount displayed in the current session column is the closing balance as at the end of the last session. The current session balances include the totals for posted batches in the current session for both the current and next periods.

On exit
 Reports and Statistics Menu.

Company Totals, All Periods 

Figure 87: Company Totals, All Periods Window XE "Company Totals, All Periods Window" 
This window appears when you select Company Totals, All Periods from the Reports and Statistics Menu
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Purpose XE "control totals:enquiries" 

 XE "companies" \t "See also Installation & Set-up Manual" 

 XE "companies:totals:enquiries" 

 XE "add:companies" \t "See Installation & Set-up Manual" 

 XE "amend:companies" \t "See Installation & Set-up Manual" 

 XE "delete:companies" \t "See Installation & Set-up Manual" 

 XE "enquiries:control totals" 
This window shows the net movement of the ledger by transaction type for the current, next and previous periods. The number of previous period totals held is determined by the settings in the History Options Window of system parameters.

On exit
 Reports and Statistics Menu.

Company Totals Report

Figure 88: Control Totals Report Window XE "Control Totals Report Window" 
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This window appears when you select Print Company Totals from the Reports and Statistics Menu.

Purpose XE "companies:totals:report" 

 XE "control totals:report" 
This program prints control totals for the selected company. The company control totals show the net movement of the ledger by period and transaction type. The totals are updated when batches are posted. The totals do not include any un-posted batches.


This report can be run at any time. The session totals are cleared as part of the close session procedure. The period totals are reset when the Close Period program is run. 

Printed example
For a printed example of this report, see the Sample Reports Section, page 298.

The prompt is:

Do you want to print the report now
(Y/N.) Enter Y when you are ready to print the report.

On completion
 Reports and Statistics Menu.

Aged Debt Report 

Introduction XE "aged debt report" \r "AgedDebtReport" 
This program prints a report to show the ageing of transactions on customer accounts at a particular date. The customers included in the report can be selected by a wide variety of criteria and the details can be printed in a choice of sequences in either summary or detailed form. 


In multi-currency systems, the detailed report can either be printed in entry currency or in account currency. The entry currency version shows account sub-totals in each trading currency and the overall account total in base currency. The account currency version shows all the transactions in account currency, with an account total in both account currency and base currency.


This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.


This program can also export the details for use in other applications such as spreadsheets and word processing packages. 


The Global 3000 Installation & Set-up Manual provides an example of how you can use this program with the attribute, Global 3000 Review, and data export features to monitor and chase overdue accounts.

Printed example
For a printed example of this report, see the Sample Reports Section, page 299.

Aged Debt Report Window

Figure 89: Aged Debt Report Window XE "Aged Debt Report Window" 
This window appears when you select Print Aged Debt from the Reports and Statistics Menu or Aged Debt from the Customer Export Menu
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Purpose
This window enables you to enter selection criteria for the aged debt report.

The prompts are:

Customer code, from...to
Enter the codes of the first and last customer you want to include in the report or export. The defaults are the first and last customer. Press <F1> on either prompt for a pop-up enquiry.


Alternatively press <F3> on the ‘from’ prompt to make the selection via a ‘named list’ instead of through the selection options in this window. A pop-up enquiry appears listing existing named lists. When you select a list  Action Menu. 

Further information
For information on named lists and the Action Menu, see the Global 3000 Installation & Set-up Manual.

Trading terms, from...to XE "trading terms:select report by" 
If you want to restrict the selection to customers with particular trading terms, enter the codes of the first and last terms you want to include in the report or export. The defaults are the first and last codes. Press <F1> on either prompt for a pop-up enquiry.

Credit rating, from...to XE "credit ratings:select report by" 
If you want to restrict the selection to customers with particular credit rating codes, enter the codes of the first and last credit ratings you want to include in the report or export. The defaults are the first and last codes. Press <F1> on either prompt for a pop-up enquiry.

Sales rep, from...to XE "sales representatives:select report by" 
If you want to restrict the selection to customers assigned to particular sales reps, enter the codes of the first and last sales reps you want to include in the report or export. The defaults are the first and last codes. Press <F1> on either prompt for a pop-up enquiry.

Currency codes, from...to XE "currencies:select report by" 
If you want to restrict the selection of customers by their account currency, enter the codes of the first and last currencies you want to include in the report or export. The defaults are the first and last codes. Press <F1> on either prompt for a pop-up enquiry.

Age from invoice date or due date
(I/D.) The program uses either transaction invoice dates or due dates to age transactions and determine the period transactions contribute to. Enter one of the following:

· I to age from the invoice date.


· D to age from the due date.

Do you want a summary report only
(Y/N.) Enter Y for summary details (a single line per customer). Enter N for full details, showing each individual transaction. The default is N.

Include customer notes on report
(Y/N.) Enter Y if you want to print or export customer notes, otherwise enter N. The default is N.

Include customer actions dated after
If you want to print or export actions, enter a date here. Any actions for the selected customers dated later than this date will be included. Leave blank to exclude all actions.

Over credit limit customers only
(Y/N.) Enter Y if you want to restrict the selection to customers who are over their credit limit. Otherwise enter N. The default is N.

Effective date
Enter the effective date. This defaults to the last day of the current period. Transactions later than the effective date are excluded from the report. If transaction and allocation history is being held, the effective date can be before the end of the current period so long as it is later than the last purge date. If the history is being held for key customers only, a report for an effective date earlier than the start of the current period includes key customers only.

Ageing periods 1, 2, 3, 4 and older
This prompt lets you restrict the report to accounts that have outstanding transactions within specific ageing periods. You can either do this by entering a pattern of Y’s and N’s or a range of numbers. You must enter a continuous range of periods; i.e. you cannot enter YNYNY to select periods 1, 3 and 5.

Examples
Enter YYYYY or 1-5 to include all periods.


If ageing by accounting period, set to NYNNN or 2 to select accounts with outstanding transactions in the second past period and no outstanding transactions in earlier periods.


If ageing is by elapsed days from invoice date, such as 0-30, 31-60, 61-90, 91-120 and over 120, set to NNYYY or 3-5 to select accounts with transactions over 60 days old.

Minimum balance
If you want to restrict the selection to customers whose balance is at or above a minimum value, enter the required value here. Set to zero if you do not want to use this restriction. Debtors Ledger compares the balance calculated using the criteria you have entered above against this minimum in selecting customers to appear on the report.

Transactions in entry or account currency
(Only in multi-currency systems and if you choose the detailed report option.) Enter one of the following:

· E to print transaction values in entry currency, with entry currency totals for each ageing period, and an overall total for each customer in account currency.


· A to print transaction values in account currency, with an account total in both account currency and base currency.

On completion
 Report Sequence Menu.

Report Sequence Menu
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Figure 90: Report Sequence Menu

 XE "Report Sequence Menu" 
This menu appears when you complete your replies in the Aged Debt Report Window.

Purpose
This menu enables you to select the sequence of the details which are to be printed or exported.

The options are:

Customer code
Sequence the details by customer account code.

Customer name
Sequence the details by customer name.

Credit rating XE "credit ratings:sequence report by" 
Sequence the details by credit rating code.

Sales rep XE "sales representatives:sequence report by" 
Sequence the details by the sales rep code.

Currency XE "currencies:sequence report by" 
Sequence the details by the trading currency.

On Selection
When you select one of the above options  Action Menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

Period Postings Report
Introduction XE "period postings report" \r "PeriodPostingReport" 
This program produces a report of postings for a selected period and range of customers. The report shows the net movement in the customer’s balance for the chosen period. 


In a multi-currency system you can either print the transactions in entry currency or account currency. Both options also show the historical base currency value of each transaction and the customer balances in account currency.


This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.


This program can also export the details for use in other applications such as spreadsheets and word processing packages.

Printed example
For a printed example of this report, see the Sample Reports Section, page 300.

Period Postings Report Window

Figure 91: Period Postings Report Window

 XE "Period Postings Report Window" 
This window appears when you select Print Period Postings from the Reports and Statistics Menu or Period Postings from the Customer Export Menu
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Purpose
This window enables you to enter selection criteria for the details to be printed or exported.

The prompts are:

Start ...end customer 
Enter the codes of the first and last customer you want to include in the report or export. The defaults are the first and last customer on file. You can press <F1> on both prompts for a pop-up enquiry.


Alternatively press <F3> at the ‘Start’ prompt to make the selection via a ‘named list’ instead of through the selection options in this window. A pop-up enquiry appears listing existing named lists. When you select a list  Action Menu.

Further information
For information on named lists and the Action Menu, see the Global 3000 Installation & Set-up Manual.

Transactions in entry or account currency
(Multi-currency ledgers only.) (E/A.) Enter E to show transactions in their entry currency. Enter A to show all transactions in account currency.

Exclude accounts satisfying all the following criteria…
The next two prompts enable you to exclude accounts from the report. 

Note
When there are accounts which fall into both categories, the accounts are only excluded if you choose to exclude both categories.

No transactions in the period
(Y/N.) Enter Y if you want to exclude accounts for which there are no transactions in the selected period. Enter N if you want to include them.

Zero balance at end of period
(Y/N.) Enter Y if you want to exclude accounts with a zero balance at the end of the period. Enter N if you want to include them.

Current or next period
(C/N.) Enter C to print or export the figures for the current period. Enter N to print or export the figures for the next period. 

Year, period, ending
(Display only.) The year, period and period end date of the selected period are displayed for confirmation.

On completion
 Action Menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

Open Transactions Report

Introduction XE "open transactions report" \r "OpenTransactionsReport" 
This program prints details of outstanding transactions for the selected company and range of customers. In a multi-currency system you can print the transactions in either entry currency or account currency. Both options show the historical base currency value outstanding on each transaction and the total historical base currency value outstanding on each account.


This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.


This program can also export the details for use in other applications such as spreadsheets and word processing packages.

Printed example
For a printed example of this report, see the Sample Reports Section, page 301.

Open Transactions Report Window

Figure 92: Open Transactions Report Window

 XE "Open Transactions Report Window" 
This window appears when you select Print Open Transactions from the Reports and Statistics Menu or Open Transactions from the Customer Export Menu
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Purpose
This window enables you to enter selection criteria for the report.

The prompts are:

Start … end customer
Enter the codes of the first and last customer you want to include in the report or export. The defaults are the first and last customer. Press <F1> for a pop-up enquiry.


Alternatively press <F3> at the ‘Start’ prompt to make the selection via a ‘named list’ instead of through the selection options in this window. A pop-up enquiry appears listing existing named lists. When you select a list  Action Menu.

Further information
For information on named lists and the Action Menu, see the Global 3000 Installation & Set-up Manual.

Effective date
Enter the effective date. This defaults to today’s date, or the last day of the current period, whichever is earlier. 

Include credits, debits or all
(C/D/A.) Enter C to restrict the run to credits, D to restrict it to debits, or A for all (both credits and debits).

Transactions in entry or account currency
(Multi-currency ledgers only.) (E/A.) Enter E to show transactions in their entry currency. Enter A to show all transactions in account currency.

On completion
 Action Menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

Customer Turnover Report

Introduction XE "customer turnover report" \r "CustomerTurnoverReport" 

 XE "turnovers:report" \r "CustomerTurnoverReport" 
This report prints or exports turnover balances for selected customers. For each customer, the following details are printed or exported: account number, name, sales rep, and the turnover balance for the next period, current period, year to date and last year. The values are printed in the customer’s account currency. If the report is printed for one currency, totals are printed. 


This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.


This program can export the details for use in other applications such as spreadsheets and word processing packages.

Printed example
For a printed example of this report, see the Sample Reports Section, page 302.

Customer Turnover Report Window

Figure 93: Customer Turnover Report Window XE "Customer Turnover Report Window" 
This window appears when you select Print Customer Turnover from the Report and Statistics menu or Customer Turnover from the Customer Export menu
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Purpose
This window enables you to enter selection criteria for the details to be printed or exported.

The prompts are:

Company
If you want to restrict the details printed or exported to one company, enter its code, or leave blank for all companies. Press <F1> for a pop-up enquiry.

Currency XE "currencies:select report by" 
If you want to restrict the report to customers with a single account currency, enter its code. Leave blank for all currencies. Press <F1> for pop-up enquiry.

Sequence
(A/N.) This controls the sequencing of the details printed or exported, and the selection of customers. Enter A to sequence by account code. Enter N to sequence by customer name. Press <F1> for a pop-up enquiry.

Range from...to
Enter the first and last customer you want to include in the report or export. The defaults are the first and last customer. Press <F1> for a pop-up enquiry. Enter customer codes if you selected account sequence at the prompt above, enter customer names if you selected name sequence.


Alternatively press <F3> at the ‘from’ prompt to make the selection via a ‘named list’ instead of through the selection options in this window. A pop-up enquiry appears listing existing named lists. When you select a list  Action Menu.

Further information
For information about named lists and the Action Menu, see the Global 3000 Installation & Set-up Manual.

On completion
 Customers to Include Menu.

Customers to Include Menu 
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Figure 94: Customers to Include Menu

 XE "Customers to Include Menu" 
This menu appears when you complete your replies in the Customer Turnover Report window.

Purpose
This menu enables you to select customers to be included in the report or export on the basis of their turnover.

The options are:

All customers
Include all customers on the basis of selection options entered in the previous window.  Action menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

Turnover below
Restrict the selection to customers with a turnover below a specified amount. You are prompted for the amount. You are then asked whether you want to include zero turnovers.  Turnover in Menu.

Non zero turnover
Restrict the selection to customers with a non-zero turnover.  Turnover in Menu.

Turnover at least
Restrict the selection to customers with a turnover at or above a specified amount. You are prompted for the amount.  Turnover In Menu.

Zero turnover
Restrict the selection to customers with a zero turnover.  Turnover In Menu.

Exit
 Customer Turnover Report Window, see page 199.

Turnover in Menu
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Figure 95: Turnover in Menu XE "Turnover in Menu" 
This menu appears after you select one of the turnover options from the Customers to Include Menu.

Purpose
This menu enables you to specify whether you want the turnover option selected in the Customers to Include menu to relate to the period to date or the year to date.

The options are:

Period to date
Select this option if the selection by turnover applies to the period to date.

Year to date
Select this option if the selection by turnover applies to the year to date.

On selection
When you select an option  Action Menu. This is described in detail in the Global 3000 Installation & Set-up Manual.

This page is deliberately left blank

Section Seven:

Customer Maintenance

 XE "Customer Maintenance" \r "CustomerMaintenance" 
Contents

205
Customer Details

This option enables you to add, change or delete customer details including account and trading currencies, trading terms, addresses, company-specific details, EDI parameters, attributes, and contacts and notes.

235
Customer List

This option enables you to print or export customer details including: account code, name, type, head office indicator, country, account currency, tax status, balance method, terms code, credit rating, credit limit, whether a statement is required, sales rep, territory code, classifications, trade scheme and discount level. This program also enables you to print the Customer Maintenance Audit Report, and it  can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

238
Customer Address List

This program prints or exports a list of customers showing the account code, name, and one or all addresses. There is also an option to print customer actions. This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

240
Review Customer List

This option gives you direct access to the Global 3000 Review facility. This enables you to refine selections of customers for data export or printing, save these selections of customers as ‘named lists’ for use when exporting customer details or printing customer reports in the future, and to work with attributes.

Customer Details

Introduction  XE "customer details" \r "CustomerDetails" 
The Customer Details program, enables you to add, change and delete customer details including trading terms, addresses, EDI parameters, attributes, and contacts and notes. 


If you are running a multi‑company Debtors Ledger, general customer details are shared by all your companies. This means that the same account currency and name and address details apply to the customer across all your companies. However, Debtors Ledger records separate customer balance details for each company the customer does business with. And you can define certain details for each customer separately for each company. These details include credit limits, sales reps, trading terms, trading currencies and default General Ledger posting details. For further information, see Company Details, starting on page 212. 


When this is not suitable, you can set up more than one account for a customer, or you can set up separate Debtors Ledgers.

Currencies XE "customers:currencies" 

 XE "currencies:customers" 

 XE "account currencies" 

 XE "trading currencies"   XE "principal operating currencies" \t "See account currencies, base currency" 

 XE "operating currencies" \t "See account currencies, base currency" 
Each account has a principal operating currency, referred to as the ‘account currency’. This is the currency in which the customer’s credit limits are held and its balances are displayed and printed. If Global 3000 Sales Order Processing is in use, this is the currency the customer’s sales orders are entered in. 


If your software configuration does not include Sales Order Processing, you can change a customer’s account currency when necessary. Debtors Ledger then converts the customer’s credit limits to the new currency using the current house exchange rates. You can override the converted credit limits; for example if they convert to an awkward figure.


For open item accounts, you are not restricted to entering transactions in the account currency in Debtors Ledger. For each company the customer trades with, you can define a table of valid trading currencies. This enables you to restrict the currencies you can enter transactions for the customer in, if necessary to one or two currencies. 


Debtors Ledger calculates the customer’s company balances in account currency from the values held in trading currencies, using the current house exchange rates.

Note
You need to define currencies, customer trading terms, credit ratings, and classifications (including sales representative and territory) in System Parameters before you start adding customer details. 

General Details

Figure 96: Customer General Details Window XE "Customer General Details Window" 
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This window appears when you do one of the following:

· Select Amend Customer Details from the Customer Maintenance menu.


· Select Customer Details from the Customer Export menu.

Purpose XE "customers:general details" \r "GeneralDetails" 
This window lists existing customers. It enables you to add new customer details and to select an existing customer for amendment, deletion, or data export.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Search sequences
You can press <F6> to change the search sequence. The following search sequences are available:

· Customer account code.


· Customer name.


· Customer type.


· Customer lookups 1 and 2.


· Account currency

Add XE "add:customers" 
To create a new customer, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:customers" 
To amend an existing customer, move the cursor to the required customer and press <Return>  Amendment Options Menu, see page 230.

Note
If the ‘Maintenance audit option’ System Parameter is set to A, you have to print the Maintenance Audit Report after amending a customer’s details, before you can amend the same customer again. You print the Maintenance Audit Report via the Customer List option. For further information, see page 236.

Delete XE "delete:customers" 
To delete an unwanted customer, move the cursor to the required entry and press <F7>. You are asked for confirmation before the customer is deleted. You cannot delete a customer for whom there are transactions.

The prompts are:

Customer XE "account codes" 
Enter a unique seven-character code to identify the customer. 

Note
The format of customer codes depends on settings in system parameters.

Name XE "names, customer" 
Enter the customer name in up to 30 characters. You can enter a different name to be used on invoices and statements in the Address Details Window, so this can be the customer’s ‘common name’.


In customer pop-up enquiries, you can search for customers alphabetically by their name. It is easier to find customers in this way if you put the most significant part of their name first.

Note
The next two items are the lookup codes for the customer. The way these behave and their headings are determined by the settings in the Lookup Code Setting window of System Parameters. You are not prompted for these lookup codes if they are configured to be set automatically.

Lookup code 1 XE "lookups" 
Enter a lookup code of up to 15 characters.

Lookup code 2 XE "EDI:account codes" 
If Global 3000 EDI is in use, set this to the external account code which the customer uses on electronically transmitted documents; i.e. the EDI account code. If the customer uses a combined account and delivery address code, e.g. ‘PRICE(NEWCASTLE)’, leave this prompt blank and enter the address-specific account code on each address in the Address Details Window.


If Global 3000 EDI is not in use, you can enter a secondary lookup code of up to 20 characters.

Note
The EDI account code is not printed on standard reports because it would make auditing impossible. If you need to print it, you must tailor the reports using Global Reporter. However the EDI account code can be exported via the Export option.

Type XE "types of customers" 
This prompt allows you to define special accounts. With the ‘Head Office’ prompt it allows relationships to be established between customers. Enter one of the following: 

· N
-
Normal account. This is the default.

 XE "head office accounting" 
· H
-
Head office account.

 XE "branch accounts" 
· B
-
Branch account. Transactions entered for a branch account are posted to its head office account.

 XE "group accounts" 

 XE "buying group accounts" 
· G
-
Group account. This type of account (also known as ‘buying group’ accounts) can have several members associated for reporting purposes.

 XE "members of buying groups" 
· M
-
This indicates the account is a member of a group. No special processing occurs when transactions are posted to these accounts.

 XE "quotation accounts" 

 XE "SOP:telesales" 
· Q
-
Quotation account. This type of account is used in Sales Order Processing for the entry of quotations in telesales processing. If the quotation is accepted, it can be converted into a sales order. The operator then has the option in Sales Order Entry of either selecting an existing account for the sales order or generating a new account.

Head office XE "head office accounting" 
(Only if the customer is a branch account or a member of a group.) Enter the associated parent account code. 

Account currency XE "currencies:customers" 

 XE "account currencies" 

 XE "customers:currencies" 
(Multi‑currency ledgers only.) Enter the code of this customer’s account currency. This is the currency in which the customer’s credit limits are held and its account balances are displayed and printed. If Global 3000 Sales Order Processing is in use, this is the currency in which the customer’s sales orders are entered and in which the customer is invoiced.  Press <F1> for a pop-up enquiry.


For balance-forward customers, the account currency must be company base currency. If you run a multi-company system with more than one base currency, it may be easier to use the open-item method of customer accounting, if necessary printing their statements in balance-forward format. Alternatively you could set up a separate balance forward account for each base currency the customer trades in.


If the customer is a branch account or a member of a group, the default is the account currency of the parent account. Otherwise, the default is the base currency of the selected company.


If you change the account currency for an existing customer and any of the customer’s credit limits are non-zero  Reset Company Credit Limits Window, see page 233. This window shows for each company the customer trades with, the customer’s credit limit in the new account currency. You can change the new account currency credit limits, if necessary.

Note XE "SOP:currency of sales orders" 
When Global 3000 Sales Order Processing is in use, you cannot change a customer’s account currency. 

Note XE "trading currencies" 
Debtors Ledger calculates the customer’s company balances in account currency from the values held in trading currencies, using the current house exchange rates. 


You can define the currencies the customer can trade in for each company in the Currencies Window (see page 219). 

Note
When a customer’s account currency is defined in Currency Parameters as a ‘sub-currency’ or a ‘master currency’, the following rules apply to the way transactions are presented on the customer’s statements:

· If the account currency is a sub-currency, transactions entered in its master currency appear on the customer’s statements in account currency.


· When an account currency is a master currency, transactions entered in its sub-currencies appear on the customer’s statement in account currency.

Further information
For further information about sub-currencies and master currencies, see Currency Parameters in the Global 3000 Installation & Set-up Manual.

Tax status XE "tax:status" 
The tax status of the customer. This must be a valid tax code. Press <F1> for a pop-up enquiry. 

Note
You define tax codes in the Tax Codes Window of Administration Parameters.

Balance method XE "balance methods" 

 XE "accounting methods" 

 XE "open item accounting" 
This determines the accounting method used for the customer. Enter one of the following:

· O
for open item method. In this method transaction details are retained until they are archived or purged according to the parameters set in the History Options window of system parameters.

 XE "balance forward accounting" 
· B
for balance forward. Balance forward customers are run as open item in the current period and as balance forward for previous periods. That is, the transaction detail is retained for all transactions entered since the last period close. During the period close procedure, posted transactions are consolidated into up to four balance forward (type ‘B’) transactions, holding the period balances for four ageing periods. (The ageing periods are determined by the options set in system parameters.) The four balance forward transactions are printed on the statement as a single balance forward amount. 


This approach allows customers to be changed from open item to balance forward or vice versa (although in some circumstances the period must be closed for the change to take effect).


Balance forward accounts are restricted to trading in the company base currency.

 XE "statements:balance forward format for open item accounts" 
· A
for open item with statements printed in balance forward format. 

On completion
If you are setting up a new customer:

· If Global 3000 EDI is in use  EDI Details Window.


· Otherwise  Company Details Window, see page 212.


Otherwise  Amendment Options Menu, see page 230.

On exit
 The menu from which you invoked this window.

EDI Details

Figure 97: EDI Details Window XE "EDI Details Window" 
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This window appears:

· After the General Details window when you are setting up a new customer when Global 3000 EDI is in use.


· When you select EDI Details from the Amendment Options Menu.

Purpose XE "customers:EDI details" \r "EDIDetails" 

 XE "EDI:parameters" 
This window enables you to enter EDI parameters for the selected customer.

The prompts are:

Import sales orders XE "import sales orders" 
 (Y/N/P.) Enter one of the following:

· Y
to accept sales orders from this customer via EDI.


· N
to disable all EDI processing for this customer.


· P
to enable orders received by EDI to be printed, so that they can then be processed manually.


· Blank to use the default specified in the Default EDI Functions Window of EDI system parameters.

Sequence XE "sequence checking in EDI" 
EDI automatically updates this sequence number when it imports a sales order from this customer. After initial set-up you should only need to change this if, for example, a transmission is mislaid, cancelled, or re-sent with a new sequence number.

Check
(Y/N.) Enter Y if you want to use sequence number checking for sales order imports from this customer. Enter N to disable sequence number checking for sales order imports; for example if the customer’s software does not support sequence numbering. 

Export sales acknowledgements/ invoices XE "export acknowledgements/invoices" 
 (Y/N/B.) Enter one of the following:

· Y
to export these documents to this customer via EDI.


· N
to print these documents in the standard way.


· B
to enable these documents to be both exported via EDI and printed.


· Blank to use the default specified in the Default EDI Functions Window of EDI system parameters.

Sequence
EDI automatically updates these sequence numbers when it exports sales acknowledgements and invoices to this customer. After initial set-up you should only need to change these if, for example, a transmission is mislaid, cancelled, or re-sent with a new sequence number.

Product translation table XE "product translation tables" 

 XE "translation tables for EDI" 
Enter the product translation table to be used when importing details from, and exporting details to, this customer. Leave blank if no translation is required. The default is the customer account code.

Note
Product translation tables are set up via an option on the EDI System Maintenance Menu. The import and export programs use them to substitute your internal product codes and descriptions for those of your customer, and vice versa. There is no practical limit to the number of product translation tables you can set up. If necessary you can set up a separate table for each customer, although several customers may share a single table.

Code translation table XE "code translation tables" 
Enter the code translation table to be used when importing details from, and exporting details to, this customer. Leave blank if no translation is required. The default is the customer account code.

Note
Code translation tables are set up via an option on the EDI System Maintenance Menu. The import and export programs use them to substitute your internal location, tax, settlement terms and delivery instruction codes for those of your customer, and vice versa. 


Like the product translation tables, there is no practical limit to the number of code translation tables you can set up. If necessary you can define a separate table for each customer, although several customers may share a single table.

On completion
If you are setting up a new customer Company Details Window.

Otherwise  Amendment Options Menu, see page 230.

Company Details 

Figure 98: Company Details Window XE "Company Details Window" 
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This window appears when you do one of the following:

· Exit from the General Details window while setting up a new customer. If Global 3000 EDI is in use, this window is preceded by the EDI Details window.


· Select Company Details from the Amendment Options Menu.

Purpose XE "customers:company details" \r "CompanyDetails" 

 XE "company-specific customer details" \r "CompanyDetails" 

 XE "companies:customer details" \r "CompanyDetails" 
This window enables you to enter and amend a separate set of details for each company the customer trades with. This window lists the companies for which you have already set up the customer’s details.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add
To add details for a company, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend
If you are amending an existing customer’s details, move the cursor to the required company and press <Return>.  Company Options Menu, see page 221. When you select the Account Details option you are returned to this window where you can amend the details.

Delete
To delete an entry, move the cursor to the required line and press <F7>. You are asked for confirmation before the entry is deleted. You cannot delete an entry if it is active.

The prompts in the upper part of the window are:

Co
The company for which this set of details is to apply. A pop-up enquiry is available.

Name
(Display only.) The company’s name.

Credit limit (xxx) XE "credit limits" 
Enter the customer’s credit limit for the selected company in the customer’s account currency. Credit limits are entered as whole numbers; i.e. without decimal places. A credit limit of zero is treated as no limit.

Credit rating XE "credit ratings" 
Enter the credit rating code for this account. You can press:

· <F1> for a pop-up enquiry.


· <F2> to restore this customer’s previous credit rating setting. For each customer, Debtors Ledger stores the history of the last four credit rating codes. You can press <F2> again to restore the credit rating before last, and press it again to restore the one before that, and so on. 

Example
You temporarily set a customer to a ‘suspended’ credit rating. When the customer pays up, you press <F2> to restore the customer’s previous credit rating setting.

Note
The names of the next two prompts depend on how the column titles for sales representatives and territories are defined in the Customer Classifications Titles Window in System Parameters. For further information see page 270. In Figure 98 they are called ‘Rep’ and ‘Terr’.

Sales rep XE "sales representatives" 

 XE "SOP:customer categories" \r "SOPStuff" 
The code identifying the default sales rep for this customer. This is used as a default sales rep code when entering sales orders in SOP. A pop-up enquiry is available.

Note
If this prompt is blank, the sales rep code on the sales order header defaults to the operator-id (provided it is defined as a valid sales rep code).


You can also customise SOP so that the sales rep code on the sales order header always defaults to the operator’s id if it is defined as a valid sales rep code. You do this via the ‘Default sales rep from operator-id’ SOP system parameter. For further information, see the Sales Order Processing Manual.

Territory XE "territories" 
The code identifying the territory. A pop-up enquiry is available.

Note
You define sales rep and territory codes via the System Codes option in Administration Parameters. For further information, see the Global 3000 Installation & Set-up Manual.

The prompts in the lower part of the window are:

Key customer XE "key customers" 
(Y/N.) Enter Y if this is a key customer, otherwise enter N. This controls the amount of transaction history held for the customer. For further information, see History Options in system parameters, on page 255.

Trading terms  XE "trading terms:default for customer" 
Enter the trading terms code for this customer. A pop-up enquiry is available.

Default GL profit centre/account XE "profit centres:defaults for customers" 

 XE "General Ledger:accounts:defaults for customers" 
These are offered as defaults when you enter the General Ledger analysis for this customer’s transactions in Transaction Entry. You can leave these prompts blank for no defaults for this customer. Pop-up enquiries are available.

Control profit centre/account XE "control profit centres" 

 XE "control accounts" 

 XE "multiple control accounts" 

 XE "General Ledger:accounts:control" 
(Only if the ‘Multiple control accounts’ Company Parameter is set to Y.) The profit centre and/or account entered here override the standard debtors control profit centre and account defined in Company Parameters. Using these overrides enables a breakdown of the trade debtors figure to be maintained in General Ledger. Leave these blank to use the control profit centre and account defined for the company. Pop-up enquiries are available.


If you amend these items after they have been defined, journal postings are automatically generated to transfer the outstanding balance from the old to the new control profit centre and/or account. These journals appear on the General Ledger postings report in batch zero and do not affect the daybook.

Autopost PC/ account modifier XE "autopost profit centre/account modifier" 

 XE "modifier for auto-transfers" 

 XE "auto-transfers:account modifier" 
This feature allows selected characters in the sales profit centre and/or account codes to be overwritten when importing auto-transfer files from other systems such as SOP. This allows additional analysis of the sales value by customer. If these prompts are left blank, the profit centre and account codes on imported auto-transfer files are unaltered.

Example
Sales of product GAL01 in the SOP sample data are normally posted to STH/A1001. (The profit centre is taken from the sales location and the account from the product group.) With the modifiers shown in the above figure however, sales of GAL01 are posted to NTH/A1002.

Print statement XE "statements:suppress for customers" 
(Y/N.) Enter Y if you wish to print statements for this customer. Enter N if statements are not required for this customer. Statements are not printed for branch customers (type ‘B’) since they do not have transaction activity. 

Note
The names of the next prompts, and how many appear, depend on how the customer classifications are defined in the Customer Classifications Titles Window of System Parameters. For further information see page 270. In Figure 98 there is only one customer classification and it is called ‘Clas’.

Classifications 1-4 XE "classification codes" 
The code identifying the customer classification. A pop-up enquiry is available.

Note
You define the actual codes via the System Codes option in Administration Parameters. For further information, see the Global 3000 Installation & Set-up Manual.

On completion
If you are setting up new details Company SOP Details Window.


Otherwise  Company Options Menu, see page 221.

On exit
If you are setting up a new customer  Customer Tax Registration Codes Window, see page 221.


Otherwise  Company Options Menu, see page 221.

Company SOP Details

Figure 99: Company SOP Details Window XE "Company SOP Details Window" 
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This window appears when you do one of the following:

· Complete your replies in the Company Details Window when setting up new details.

· Select SOP Details from the Company Options Menu.

Purpose XE "Sales Order Processing" \t "See SOP" 

 XE "SOP:defaults for customers" \r "SOPDefaults" 
This window enables you to set values for various Sales Order Processing Order Entry prompts for the customer. These values are then offered as defaults when you enter sales orders. This speeds up data input.

Upper part of window
For information about the details in the upper part of the window, see the Company Details Window, starting on page 212. 

The prompts in the lower part of the window are:

Main price list XE "main price lists" 

 XE "price lists" 
Enter a valid price list code or leave blank for manual pricing, if permitted by system parameters. A pop-up enquiry is available.

Special price list XE "special price lists" 
Enter a valid price list code, or leave blank if no special price list is required. A pop-up enquiry is available. If a special price list is entered, its entries are used in preference to those on the main price list. For example, the special price list can contain special discounts to be applied to the main price list, or a list of foreign language product descriptions.

Restriction location XE "restriction locations" 

 XE "locations" 
Enter a valid location code if you want the products available to this customer to be restricted to those stocked at this location. A pop-up enquiry is available. Leave blank if you want the standard restrictions to apply; i.e. that the product is stocked at the delivery location and is on the specified price list. Press <F1> for a pop-up enquiry.

Note
If you create a stock record at the restricted location to enable one customer to purchase a product at that location, then all similarly restricted customers will be able to purchase the product at that location.

Delivery code XE "delivery instructions" 
The code identifying the customer’s usual delivery instructions (as set up via System Codes in Administration Parameters). A pop-up enquiry is available.

Default location XE "default locations" 

 XE "locations" 
The code identifying the default location for sales orders (as set up via the Location Maintenance option in Product Maintenance). A pop-up enquiry is available.

Trade discount scheme XE "trade discount schemes" 

 XE "discounts:trade schemes" 
This is normally blank. When set, it associates a trade discount scheme with this particular customer. This is used in preference to any trade discount schemes applying to products ordered by the customer and applies to all order lines for the customer. A pop-up enquiry is available. 

Warning
The value entered here cannot be overridden at order level.

Trade discount level XE "level in trade discount scheme" 
The level within a trade discount scheme which is to apply to this customer.

Delivery charge XE "delivery charges" 
If you want SOP to automatically add a product to all sales orders for this customer (for example for a standard delivery charge), enter the code of the product here, otherwise leave this blank. Typically the product is an ‘extra-type’, but you can enter any type of product, including comments. Press <F1> for a pop-up enquiry.

Note XE "automatic delivery charges"  
Products added to sales orders in this way are called ‘automatic delivery charges’. SOP can optionally ask you for confirmation before it adds the product to an order. You can also remove the product after it is added if it turns out it is not required.

Number of labels XE "number of labels" 

 XE "delivery labels" 

 XE "labels" 
Enter one of the following:

· Zero, if delivery labels are not required for this customer.


· A positive number, in the range 1-99, to indicate the exact number of labels to accompany each delivery note for this customer.


· P, to print delivery labels according to the settings for the products on the delivery note. 

Further information
You enter product label settings in the Sales Details Window of Product Maintenance. You can specify the number of labels to be printed for each delivery of the product, or for a specified pack size. For further information, see the Global 3000 Installation & Set-up Manual.


For further information on sales order delivery labels, see Label Print in the Sales Order Processing Manual.

Note
The next five items enable you to set account-specific overrides to be used instead of the system-wide values set up in SOP system parameters. These items default to the values set in the Customer Defaults window in SOP System Parameters.

Allow back orders XE "back orders" 
(Y/N.) Enter Y if back orders are permitted, otherwise N.

Allow part delivery XE "part deliveries" 
(Y/N.) Enter Y if part deliveries of sales orders are allowed. Enter N if deliveries of only the entire sales orders are allowed.

Allow part invoice XE "part invoices" 
(Y/N.) Enter Y if part invoices are permitted, otherwise enter N.

Acknowledgements reqd XE "acknowledgements required" 
(Only if acknowledgements are enabled via SOP System Parameters.) Enter Y if acknowledgements are required for this customer. Enter N if acknowledgements are not required.

Combine invoices XE "combine invoices" 
(Only if the ‘combine invoices’ facility is enabled via SOP System Parameters.) Enter Y if invoices for this customer can be combined. Otherwise enter N. 

Payment method XE "payment methods" 
(R/N.) This provides a default payment method for the customer. Enter one of the following:

· R
if this customer usually pays by credit card. 


· N
if this customer usually pays by some other method.


This can be overridden on individual sales orders if required.

Negotiated discount XE "negotiated discount" 

 XE "discounts:negotiated" 
Enter the negotiated discount for the customer if required, otherwise leave blank. This can be a negative amount for a surcharge applying to all sales order lines; for example a delivery charge. The percentage you enter here provides a default for the ‘Negotiated discount’ prompt in the sales order Header Details Window.


The negotiated discount is added or multiplied with the trade, quantity and industry discounts, according to the settings of SOP system parameters. These parameters also determine how multiple discounts appear on quotations and invoices.

Note
You can press <F1> on the ‘Discount’ prompt in the sales order Detail Lines Window, to show the breakdown of the discount into its component elements, and, if necessary, to override them.

On completion
 Next line in window.

On exit
If you are setting up a new customer:

· In multi-currency systems  Currencies Window.


· In single currency multi-company systems  Company Details Window, see page 212.


· In single currency, single company systems  Customer Tax Registration Codes Window, see page 221. (Unless you are setting up a quotation account, when you are returned to the Amendment Options Menu. If you want to enter notes and actions, or dummy tax registration and address details, select the appropriate option from the Amendment Options Menu.)


Otherwise  Amendment Options Menu, see page 230.

Currencies

Figure 100: Currencies Window XE "Currencies Window" 
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This window appears when you do one of the following:

· Complete your replies in the Company SOP Details Window when setting up a new company details for a customer in a multi-currency system.

· Select Currencies from the Company Options Menu.

Purpose XE "currencies:customers"   XE "customers:currencies" 
This window enables you to define the currencies in which you can enter transactions for this customer when it trades with the selected company. You can use this feature to restrict the currencies in which you can enter transactions for the customer. 

 XE "trading currencies" 
Currencies in which you can enter transactions for a customer, are referred to in this manual as ‘trading currencies’.

 XE "account currencies" 
When you first enter the window for a new customer and company combination, Debtors Ledger creates a default entry for the customer’s account currency. You can delete (or suspend) this entry if you do not want to allow transactions to be entered in the customer’s account currency for this company.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:trading currencies" 
To add a new currency, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:trading currencies" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete:trading currencies" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted. You cannot delete an entry if there are any transactions in that currency for the selected company. 

The prompts are:

Currency
Enter the code of a currency in which you want the customer to be able to trade with this company. This means you can enter transactions in this currency for this customer and company combination. Press <F1> for a pop-up enquiry.

Note
You define currencies via the Currency Parameters option in Administration Parameters. For further information, see the Global 3000 Installation & Set-up Manual.

Description
(Display only.) The currency’s description.

Suspended XE "sub-currencies:suspend" 

 XE "suspend currencies" 

 XE "currencies:suspend" 

 XE "trading currencies:suspend" 
(Y/N.) Enter Y to prevent further transactions being recorded in this currency for this customer/company combination. This allows you to stop using a currency. When all the existing transactions in the currency have been purged, you can then delete the currency from the window. For example, you can use this option to prevent transactions being entered in a sub-currency when the master currency becomes active.


Enter N to allow transactions to be entered in this currency for this customer and company combination.

On completion
 Next line in window.

On exit
If you are setting up a quotation account you are returned to the Amendment Options Menu. If you want to enter notes and actions, or dummy tax registration and address details, select the appropriate option from the Amendment Options Menu.


If you are setting up a branch account  Address Details Window, see page 223


If you are setting up new customer of any other type:

· In multi-company systems  Company Details Window, see page 212.


· In single company systems  Customer Tax Registration Codes Window, see page 221. 


Otherwise  Company Options Menu.

Company Options Menu
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Figure 101: Company Options Menu XE "Company Options Menu" 
This menu appears when you select a company in the Company Details Window.

The options are:

Account details
Amend the details in the Company Details Window.  Company Details Window, see page 212.

SOP details
Amend the SOP details  Company SOP Details Window, see page 216.

Currencies
(Multi-currency ledgers only.) Define, for the selected company, the currencies which this customer can trade in.  Currencies Window, see page 219.


This option is not available for balance forward accounts, which are restricted to trading in base currency.

Exit
 Company Details Window, see page 212.

Customer Tax Registration Codes  

Figure 102: Customer Tax Registration Codes Window XE "Customer Tax Registration Codes Window" 
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This window appears when you do one of the following:

· Exit from the Company Details window while setting up a new customer (unless it is a quotation account or a branch account).


· Select Registration from the Amendment Options menu.

Note
The tax abbreviation in this window depends on the three-character tax abbreviation defined in Administration Parameters. In Figure 102, it is ‘VAT’.

Purpose XE "customers:tax registration details" 

 XE "tax:registrations" 

 XE "registration" 
This window enables you to enter the customer’s tax registration details. You can enter tax registration details for more than one country if required. This window also lists tax registration details that have already been defined for the customer.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend
To amend an existing entry, move the cursor to it and press <Return>.

Delete
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts are:

Country XE "country" 
Enter the country code. Press <F1> for a pop-up enquiry.

Registration code
Enter the customer’s tax registration code for the selected country. The code must fit the mask defined for the country in Administration Parameters.

Note
You can enter a dummy tax registration code for a quotation account if you want the default tax to be calculated for that country; e.g. as an EC sale. When a quotation is converted into a sales order the operator is prompted for the customer’s tax registration code. The tax is then recalculated for the transaction.

On exit
If you are setting up a new customer  Address Details Window, see page 223.


Otherwise  Amendment Options Menu, see page 230.

Address Details 

Figure 103: Address Details Window XE "Address Details Window" 
This window appears when you exit from the Customer Tax Registration Codes Window when setting up a new customer, and when you select Addresses from the Amendment Options Menu
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Purpose XE "addresses" 

 XE "customers:addresses" 
This window enables you to enter the customer’s address details. There is no practical limit to the number of addresses you can enter for each customer. This window lists address details that have already been defined for the customer. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:addresses" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:addresses" 
To amend an existing entry, move the cursor to it and press <Return>.

Delete XE "delete:addresses" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts are:

Address number
This is a four digit code identifying the address. You cannot enter the same number for more than one address for the same customer. 


When you add a new address, if you leave this blank, the next available number is automatically allocated.

Addressed to
Enter the name of the addressee. This defaults to the customer’s name as entered in the General Details Window, but can be changed; for example if the customer’s statements or invoices need to be addressed to a different name.

EDI address/lookup code XE "EDI:address codes" 

 XE "EDI:account codes" 
This is a separate code of up to 20 characters for each address. 

If Global 3000 EDI is in use, this enables you to enter address-specific EDI account codes for the customer. This might be the customer’s combined account/address code, e.g. ‘PRICE (NEWCASTLE)’ or just the customer’s address code; e.g. ‘NEWCASTLE’.


If EDI is not in use, you can enter a lookup code here, but it is not a search key.

Address
Enter the address in up to four lines of 30 characters each.

Postcode XE "postcodes" 
Enter the postcode in up to ten characters.

Country XE "country" 
Enter the customer’s country code. Press <F1> for a pop-up enquiry.

Note XE "tax:status" 
The country code specified for the customer’s invoice address determines the customer’s tax status as follows:

· The customer is domestic if the country code is the same as your company’s country code (as specified in Company Parameters).


· The customer is EC if the country code and your company’s country code are both EC. 

 XE "non-EC tax processing" 
· The customer is overseas if the country code is not EC and your company’s country code is EC. (If your company’s country code is not EC, EC processing should be disabled via Tax Code Maintenance in Administration Parameters).

Invoice address XE "invoices:addresses" 
(Y/N.) Enter Y if this is the invoice address for use in SOP, otherwise enter N.

Statement XE "statements:addresses" 
(Y/N.) Enter Y if this is the statement address for use in Debtors Ledger, otherwise enter N.

Main delivery XE "main delivery addresses" 

 XE "delivery addresses" 
(Y/N.) Enter Y if this is the main delivery address for use in SOP, otherwise enter N.

Note XE "quotation accounts:default tax calculations" 
You can enter dummy address details on a quotation account if you want to set the default tax calculation to EC or overseas sales. (Without an address the sale is assumed to be domestic.) This enables the operator to quote the correct tax as soon as the quotation is entered. When a quotation is converted into a sales order the operator is prompted for the customer’s address. The tax is then recalculated for the transaction.

On exit
If you are setting up a new customer  Contact Details Window, see page 225.


Otherwise  Amendment Options Menu, see page 230.

Contact Details

Figure 104: Contact Details Window XE "Contact Details Window" 
This window appears when you exit from the Address Details window when setting up a new customer, and when you select Contacts from the Amendment Options Menu
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Purpose XE "contacts" 

 XE "customers:contact details" 
This window enables you to enter details of primary and additional contacts for the customer. There is no practical limit to the number of contacts you can enter for each customer. This window also lists contact details that have already been defined for the customer. The first contact in the list is considered to be the ‘primary’ contact (e.g. the customer’s Debtors Ledger clerk) and it appears on relevant reports.

Note
You cannot enter contact details on a quotation account. When you convert quotations to sales orders in Sales Order Entry, you are prompted for contact details for new customers.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:contacts" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:contacts" 
To amend an existing entry, move the cursor to it and press <Return>.

Delete XE "delete:contacts" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

Note XE "primary contacts" 
The first contact in the list is considered to be the ‘primary’ contact. To change the primary contact to another one in the list:

· Position the cursor on the new primary contact and press <F10>. (You may need to press <F10> twice on some keyboards). The contact disappears from the list. 


· Move the cursor to the top of the list and press <Return>. The selected contact reappears at the top of the list.

The prompts are:

Addr
Enter the number of the address for the contact. Press <F1> for a pop-up enquiry.

Contact name
Enter the contact’s name in up to 30 characters.

Salutation
Enter the contact’s salutation in up to ten characters.

Position XE "position" 
Enter the contact’s position in up to 30 characters.

Phone no XE "telephone numbers" 

 XE "phone numbers" 
Enter the contact’s phone number in up to 15 characters.

Fax XE "fax numbers" 
Enter the contact’s fax number in up to 15 characters.

On exit
If you are setting up a new customer  Customer Notes Window.

Otherwise  Amendment Options Menu, see page 230.

Customer Notes

Figure 105: Customer Notes Window XE "Customer Notes Window" 
This window appears when you exit from the Contact Details window when setting up a new customer and when you select Notes and Actions from the Amendment Options Menu 
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Purpose XE "customers:notes" 

 XE "notes" 
This window enables you to view and record free-form notes for each customer. This can be of use in credit control, allowing call reminders and records of conversations to be recorded against the customer. 


Customer notes can optionally be printed or exported via the Aged Debt option. Customer notes can also be exported via the ‘Document’ options on the Amendment Options Menu, and the Enquiry Options Menu.


Customer notes can be entered on a quotation account if required; for example, ‘this is a telesales account for overseas customers’.


You can enter an unlimited number of lines of up to 50 characters each.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:notes" 
To create a new line, move the cursor to the line below the last line. Alternatively you can press <F5> to insert a line, or press <F4> to go into ‘Add’ mode. 

Amend XE "amend:notes" 
To amend a line, move the cursor to it and press <Return>.

Delete XE "delete:notes" 
To delete a line, move the cursor to it and press <F7>. You are asked for confirmation before the line is deleted.

On exit
 Actions on Customer Window.

Actions On Customer 

Figure 106: Actions on Customer Window XE "Actions on Customer Window" 
This window appears when you exit from the Customer Notes Window
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Purpose XE "actions" 

 XE "customers:actions" 
This window enables you to view and record action dates for customers to allow reference to any actions you may wish to follow up. 


Customer actions can optionally be printed and exported via the Customer Address List and the Standard Customer Print reports. Customer actions can also be exported via the ‘Document’ options on the Amendment Options Menu, and the Enquiry Options Menu.

Note
Actions can be entered on a quotation account if required; for example a reminder to perform a standard credit search. Any date can be entered. It is automatically replaced by the system date when a new customer account is created during conversion of a quotation to a sales order.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:actions" 
To create a new line, move the cursor to the line below the last line. Alternatively you can press <F5> to insert a line, or press <F4> to go into ‘Add’ mode. 

Amend XE "amend:actions" 
To amend a line, move the cursor to it and press <Return>.

Delete XE "delete:actions" 
To delete a line, move the cursor to it and press <F7>. You are asked for confirmation before the line is deleted.

The prompts are:

Action date
Enter the date of the action.

Opid XE "operator id" 
Enter the operator id of the person responsible.

Action topic XE "topic of action" 
Enter details of the action topic in up to 20 characters.

On exit
If you are creating a new customer and any ‘automatic attributes’ have been defined  Attributes for Customer Window.

Otherwise  Amendment Options Menu, see page 230.

Attributes For Customer

Figure 107: Attributes for Customer Window XE "Attributes for Customer Window" 
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This window appears when you do one of the following:

· Exit from the Actions for Customer window when you are creating a new customer if any automatic attributes have been defined.


· Select Attributes from the Amendment Options menu.

Purpose XE "attributes" 
This window enables you to enter attribute details for the selected customer. In the Global 3000 Review option, you can select customers for printing or data export by their attribute settings.


When you first enter this window for a new customer, any automatic attributes are listed. When you subsequently enter this window for a customer, any attributes which are linked to the customer are displayed.


You can export customer attribute settings via the ‘Document’ options on the Amendment Options Menu, and the Enquiry Options Menu.

Note XE "automatic attributes" 
An ‘automatic attribute’ is an attribute for which the ‘Prompt’ item is set to Y in Maintain Attributes. For further information, see the Global 3000 Installation & Set-up Manual.

Move through list
You can move through the list with the cursor and <Page Up> and <Page Down> keys in the standard way.

Link XE "link attributes" 

 XE "link attributes" \t "See also Installation & Set-up Manual" 
To link an automatic attribute, move the cursor to the required line and press <Return>. If the attribute requires a value, you are prompted for it and then the attribute is linked to the customer.


To link a non-automatic attribute, either move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list.

Detach XE "detach attributes" 

 XE "remove attributes" 
To detach an attribute, position the cursor on the unwanted attribute and press <F7>. You are asked for confirmation before the attribute is detached. You cannot detach attributes which are defined as mandatory.

The prompts are:

Attribute
The code of the attribute. Press <F1> for a pop-up enquiry.

Name
(Display only.) The attribute’s description.

Value XE "value-table-type attributes" 
(Only if the attribute is configured to prompt for a value.) Enter the value of this attribute for the selected customer. The value must conform to the format defined for the attribute in Maintain Attributes. For ‘value-table-type’ attributes you can press <F1> for a pop-up enquiry.

Description
(Display-only.) For value-table-type attributes, the description of the table entry selected for the customer is displayed.

On exit
 Amendment Options Menu, see page 230.

Note XE "mandatory attributes" 
You cannot exit from the window until you have entered a value for all mandatory attributes. These are attributes for which the ‘Mandat’ item is set to Y in Maintain Attributes. For further information, see the Global 3000 Installation & Set-up Manual.

Amendment Options
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Figure 108: Amendment Options Menu XE "Amendment Options Menu" 
This menu appears when you:

· Select an existing customer in the General Details window.

· Initiate the ‘MA - Maintain’ command for a customer in the ‘Current List Entry’ window of the Global 3000 Review feature.

Further information
For further details of the Global 3000 Review feature, see the Global 3000 Installation & Set-up Manual.

The options are:

Addresses
Enter or amend address details for the customer.  Address Details Window, see page 223.

Contacts
(Not available for quotation accounts.) Enter or amend contact details for the customer.  Contact Details Window, see page 225.

EDI details
(Only if Global 3000 EDI is in use.) Enter or amend the customer’s EDI parameters.  EDI Details Window, see page 210.

General details
Enter or amend the customer’s basic details.  General Details Window, see page 206.

Document XE "data export" 

 XE "document export option" 

 XE "attributes:export" 

 XE "notes:export" 

 XE "actions:export" 

 XE "reports:create in Word" 

 XE "list templates" 
Initiate the export feature for the selected customer. Use this option to export the customer’s notes, actions, attributes, etc, to create customer reports, to use a ‘list’ template to list the customer’s documents, etc. Use the Letter option below for exports requiring a contact name, such as letters and faxes. 


Selecting this option is equivalent to selecting Export from the Action Menu. For further details see the Global 3000 Installation & Set-up Manual.

Letter XE "letter export option" 

 XE "faxes" 

 XE "addresses:labels" 

 XE "labels" 
Initiate the export feature for the selected customer. This option prompts you for the contact and address to be used, and is designed for exporting letters, faxes, address labels, etc.  Address/Contact Details Window, see page 232.

Notes & actions
Enter or amend notes and action details for the customer.  Customer Notes Window, see page 226.

Registration
(Not for branch accounts.) Enter or amend tax registration details for the customer.  Customer Tax Registration Codes Window, see page 221.

Attributes
Review and update the customer’s attributes.  Attributes for Customer Window, see page 229.

Company details
Maintain the customer’s company-specific details.  Company Details Window, see page 212.

Exit
End amendment of this customer. 

Address/Contact Details

Figure 109: Address/Contact Details Window XE "Address/Contact Details Window" 
This window appears when you select Letter from the Amendment Options Menu in Customer Details, or from the Enquiry Options Menu in Customer Enquiries. It also appears when you complete your replies in the Statement for Customer Window
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Purpose XE "contacts" 

 XE "addresses" 

 XE "customers:contact details" 

 XE "customers:addresses" 
This window lists existing contacts and enables you to select one to address the letter or statement to. You can also enter and amend contact (but not address) details in this window.

Move through list
You can move through the list of existing contacts using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a contact, move the cursor to the required entry and press <Return>. The prompts you can amend are indicated below.

Add XE "add:contacts" 
To add a new contact, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list. The prompts are described below.

The prompts are:

Contact name
The name of the contact.

Addr
The address number for the contact. You can press <F1> for a pop-up enquiry.

Address to
(Display-only.) The name of the addressee.

Salutation
The salutation for the contact.

Position XE "position" 
The contact’s position.

Address & postcode
(Display-only.) The address and postcode.

Country
(Display only.) The country code and country name.

Phone no XE "telephone numbers" 

 XE "phone numbers" 
The contact’s telephone number.

Fax XE "fax numbers"  
The contact’s fax number.

Lookup code
(Display only.) The customer’s first lookup code.

Invoice address, statement & main delivery XE "invoices:addresses" 

 XE "statements:addresses" 

 XE "delivery addresses" 

 XE "main delivery addresses" 
(Display-only.) These indicate whether the address is the customer’s invoice, statement, or main delivery address.

On completion
The export is initiated. The processing parallels that which occurs when you select Export from the Action Menu.


For full details see the Action Menu in the Global 3000 Installation & Set-up Manual.

Reset Company Credit Limits

Figure 110: Reset Company Credit Limits Window XE "Reset Company Credit Limits Window" 
This window appears when you change the account currency of an existing customer and any of the customer’s credit limits are non-zero
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Purpose XE "credit limits" 
This window shows for each company the customer trades with, the customer’s credit limit in the new account currency. Debtors Ledger calculates these limits from those in the old account currency using the current house exchange rates. This window lets you change the new account currency credit limits.

Note
Debtors Ledger takes the GSM system date as the current date.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Amend
To amend a company credit limit, move the cursor to the required entry and press <Return>.

Confirm
To confirm the credit limits and the new account currency, press <End>.  General Details Window, see page 206.

Cancel
To cancel the change of account currency, press <Esc>.  General Details Window, see page 206.

The prompts are:

Co
(Display only.) The company code.

Name
(Display only.) The company’s name.

Old credit limit (xxx)
(Display only.) The credit limit for this company in the old account currency.

New credit limit (xxx)
The credit limit for this company in the new account currency. You can amend this if necessary; for example if the credit limit converted to an awkward value. Credit limits are entered as whole numbers; i.e. without decimal places.

On completion
 Next line in window.

On exit
 General Details Window, see page 206.

Warning
Exiting from this window by pressing <Esc> cancels the change of account currency. To confirm the currency change, exit from this window by pressing <End>.

Customer List 

Introduction XE "customer list" \r "CustomerList" 

 XE "customers:print" \r "CustomerList" 
This program prints a list of customers showing the following details for each customer: account code, name, type, head office indicator, country, account currency, tax status, balance method, terms code, credit rating, credit limit, whether a statement is required, sales rep, territory code, classifications, trade scheme and discount level. This program can also export the details for use in other applications such as spreadsheets and word processing packages.

 XE "customer maintenance audit report" 

 XE "auditing:customer maintenance" 
This program also enables you to print the Customer Maintenance Audit Report.


This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

Printed example
For a printed example of this report, see the Sample Reports Section, page 303.

Customer List Selection Criteria

Figure 111: Customer List Selection Criteria Window XE "Customer List Selection Criteria Window" 
This window appears when you select Print Customer List from the Customer Maintenance Menu or Customer List from the Customer Export Menu
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Purpose
This window enables you to enter selection criteria for the details to be printed or exported.

The prompts are:

Company
(Multi-company systems only.) Enter the code of the required company. Press <F1> for a pop-up enquiry.

Customer code from ...to
Enter the codes of the first and last customers you want to include, or leave blank for all customers. Press <F1> for a pop-up enquiry.

 XE "customer maintenance audit report" 

 XE "auditing:customer maintenance" 
Press <F2> at the ‘From’ prompt to print the Customer Maintenance Audit Report. This prints details of all customers whose details have been amended through Customer Details since the report was last printed. (This option is only available if the ‘Maintenance audit option’ system parameter is set to either Y or A.)


Press <F3> at the ‘from’ prompt to make the selection via a ‘named list’ instead of through the selection options in this window. A pop-up enquiry appears listing existing named lists. When you select a list  Action Menu.

Further information
For information on named lists and the Action Menu, see the Global 3000 Installation & Set-up Manual.

Trading terms XE "trading terms:select report by" 
If you want to restrict the selection to customers with particular trading terms, enter the codes of the first and last terms you want to include in the report or export. The defaults are the first and last codes. You can press <F1> on both prompts for a pop-up enquiry.

Credit rating XE "credit ratings:select report by" 
If you want to restrict the selection to customers with particular credit ratings, enter the codes of the first and last credit ratings you want to include in the report or export. The defaults are the first and last codes. You can press <F1> on both prompts for a pop-up enquiry.

Sales rep XE "sales representatives:select report by" 
If you want to restrict the selection to customers assigned to particular sales reps, enter the codes of the first and last sales reps you want to include in the report or export. The defaults are the first and last codes. You can press <F1> on both prompts for a pop-up enquiry.

Currency XE "currencies:select report by" 
If you want to restrict the selection of customers by their account currency, enter the codes of the first and last currencies you want to include in the report or export. The defaults are the first and last codes. You can press <F1> on both prompts for a pop-up enquiry.

Minimum balance XE "minimum balance" 
If you want to restrict the selection to customers whose balance is above or below a minimum value, enter the required value here. Otherwise leave blank.

Greater/lesser
Enter one of the following:

· G to restrict the selection to customers whose current balance is at or above the minimum balance entered at the previous prompt.


· L to restrict the selection to customers whose current balance is at or below the minimum balance entered at the previous prompt.

Last active date XE "actions:select report by" 
Set this to restrict the list to accounts with no transactions dated after this date, or to exclude from the list accounts with no transactions dated after this date. See Include/Exclude below.

Include/exclude
Enter one of the following:

· I to include accounts having no transactions on or after the date entered at the previous prompt.


· E to exclude accounts having no transactions on or after the date entered at the previous prompt.

On completion
 Report Sequence Menu. This parallels the Report Sequence Menu described for the Aged Debt Report on page 193. When you select an option from this menu  Report Format Menu.

Report Format Menu
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Figure 112: Report Format Menu XE "Report Format Menu" 
This menu appears when you select an option from the Report Sequence Menu when printing the customer list.

The options are:

Summary
This option consists of one line per customer.

Detailed
This option also shows each customer’s invoice address and main contact details.

On selection
When you select one of these options  Action Menu. This is described in the Global 3000 Installation & Set-up Manual.

Exit
 Report Sequence Menu.

Customer Address List 

Introduction XE "addresses:print" 

 XE "customer address list" \r "CustomerAddressList" 
This program prints a list of customers showing the account code, name, and one or all addresses. There is also an option to print customer actions. 


This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.


This program can also export the details for use in other applications such as spreadsheets and word processing packages.

Printed example
For a printed example of this report, see the Sample Reports Section, page 304.

Customer Address List Selection Criteria

Figure 113: Customer Address List Selection Criteria Window XE "Customer Address List Selection Criteria Window" 
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This window appears when you select Print Customer Address List from the Customer Maintenance Menu or Customer Addresses from the Customer Export Menu.

Purpose
This window enables you to enter selection criteria for the details to be printed or exported.

The prompts are:

Address type
(A/I/M/S.) Enter one of the following:

· A
to print or export all addresses for the selected customers.


· I
to print or export the invoice address for the selected customers.


· M
to print or export the main delivery address for the selected customers.


· S
to print or export the statement address for the selected customers.

Start … end customer 
Enter the codes of the first and last customers you want to include, or leave blank for all customers. Press <F1> for a pop-up enquiry.


Alternatively press <F3> at the ‘start’ prompt to make the selection via a ‘named list’ instead of through the selection options in this window. A pop-up enquiry appears listing existing named lists. When you select a list  Action Menu.

Further information
For information on named lists and the Action Menu, see the Global 3000 Installation & Set-up Manual.

Over credit limit customers only
(Y/N.) Enter Y to restrict the selection to customers who are over their credit limit. Enter N for no restriction.

Include customer actions dated after XE "actions:select report by" 
(Y/N.) If you want to print or export customer actions, enter a date here. Any actions for the selected customers dated later than this date will be included. Leave blank to exclude all actions.

Minimum balance XE "minimum balance" 
If you want to restrict the selection to customers whose balance is at or above a minimum value, enter the required value here. Set to zero if you do not want to use this restriction.

On completion
 Action Menu. This is described in full in the Global 3000 Installation & Set-up Manual.

Review Customer List

Introduction XE "review customer list" \r "ReviewCustomerList" 

 XE "Review" \r "ReviewCustomerList" 

 XE "Global 3000 Review" \r "ReviewCustomerList" 
The Review Customer List option gives you direct access to the Global 3000 Review facility. This enables you to:

· Refine selections of customers for data export or printing. The selections are known as ‘lists’.


· Save these selections of customers as ‘named lists’ for use when exporting customer details or printing customer reports in the future.


· Work with attributes.


Global 3000 Review is documented in detail in the Global 3000 Installation & Set-up Manual. This manual also provides a detailed example of how you might use the attribute, Review and data export features to monitor and chase overdue invoices.

Customer List Selection Criteria

Figure 114: Customer List Selection Criteria Window

 XE "Customer List Selection Criteria Window" 
This window appears when you select Review Customer List from the Customer Maintenance Menu
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Purpose
This window enables you to enter selection criteria for the initial selection of customers. 

Operation
The prompts exactly parallel those in the Customer List Selection Criteria which appears when you select Print Customer List from the Customer Maintenance Menu. For details see page 235.

On completion
 Current List Review Window. For details, see Global 3000 Review in the Global 3000 Installation & Set-up Manual.

On exit
Customer Maintenance Menu.

Section Eight:

System Maintenance

Contents

243
System Parameters

System parameters enable you to configure your system to your specific requirements. The Debtors Ledger-specific system parameters are described in detail here.

272
Interface Definitions

This option enables you to define auto-transfer interfaces so that transaction batches can be transferred automatically to and from other systems e.g. Sales Order Processing, Cash Manager. 

276
Reselect Company

This option lists all the companies defined in your system and it enables you to select the company whose details you want to work on.

277
Credit Rating Codes

This option is used to define credit rating codes. You can record a credit rating for every company each customer trades with in Customer Maintenance.

Other System Maintenance options 


Speedbase Presentation Managerxe "Speedbase Presentation Manager" 

This option gives you direct access to the Database Generation Utility. This varies according to the format the databases are held in. For further information, for databases in Global format see the Global System Manager Manual; for databases in C-ISAM format see the Global Operating Manual for Unix; for databases in Btrieve format see the Global System Manager Version 8.1 Notes.


Maintain Attributes

This option enables you to define, amend and delete attributes, and associated tables of values. It also lets you link attributes to customers. For information on this program, see the Global 3000 Installation & Set-up Manual.


Scenario Maintenancexe "scenario maintenance"

xe "scenario maintenance" \t "See also Installation & Set-up Manual"
Scenario Maintenance enables you to set up and amend ‘scenarios’ to control the style, content, and path etc. of data to be imported and exported. You can customise the standard scenarios or define new ones. For information on Scenario Maintenance, see the Global 3000 Installation & Set-up Manual.

System Parameters

Introduction XE "system parameters" \r "SystemParameters" 

 XE "system parameters" \t "See also Installation & Set-up Manual" 
System parameters enable you to configure your system to your specific requirements. You should set them up very carefully, as some of the settings are difficult to change after the ledger is operational.

 xe "administration parameters" 

 XE "administration parameters" \t "See also Installation & Set-up Manual" 
System parameters fall into the following groups:

· Administration parameters which are shared by all the accounting and distribution modules.

 xe "company parameters" 

 XE "company parameters" \t "See also Installation & Set-up Manual" 
· Company parameters which are shared by all the accounting and distribution modules and deal mainly with company information.

 XE "distribution parameters" 

 XE "distribution parameters" \t "See also Installation & Set-up Manual" 
· Distribution parameters which deal with information which is relevant only to the distribution modules. 

 XE "module-specific parameters" 
· Module-specific parameters (e.g. SOP parameters, Debtors Ledger parameters etc).


The system cannot function without the parameters being set, so the first time you use Debtors Ledger, you are automatically taken through the system parameters. After the system is up and running, you can access the system parameters via the System Maintenance Menu. 


The administration, company and distribution parameters are described in full in the Global 3000 Installation and Set-up Manual. This manual also provides information about installing the software, setting up databases, data take-on for Debtors Ledger, etc.


The Debtors Ledger-specific system parameters are described below.

Debtors Ledger Parameters

Figure 115: Debtors Ledger Parameters Menu XE "Debtors Ledger Parameters Menu" 
This menu appears when you select Debtors Ledger from the System Parameters Menu (which appears when you select System Parameters from the System Maintenance Menu)
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Note
Some of the Debtors Ledger parameters are company-specific and need to be set up for each company in turn in multi-company ledgers. Other Debtors Ledger parameters apply to all companies. Use the Reselect Company option to change the company you are dealing with when setting up company-specific parameters.

The options are:

Customer maintenance auditing
These parameters control the customer maintenance auditing feature. This enables you to print an audit trail listing changes made to customers’ details in Customer Maintenance.  Customer Maintenance Audit Trail Window, see page 245.

Current year and period
These parameters relate to the financial period and the ageing of transactions.  Current Period and Ageing Options Window, see page 247.

Document numbers
These parameters control document references for invoices, credit notes, payments, credit claims and journals.   Document Numbers Window, see page 248.

EC sales list
This option enables you to view the current EC Sales List quarter and the number of the next EC Sales List to be printed, and to set values for these items during initial set up of your ledger.  EC Sales List Details Window, see page 251.

Customer codes
This option enables you to define the format of customer account and lookup codes.  Format of Customer Code Window, see page 252.

History options
These parameters control the extent of transaction history held in Debtors Ledger.  History Options Window, see page 255.

General Ledger interface
These parameters control the General Ledger analysis of transactions, the interface id for Cash Manager, and the General Ledger interface file.  General Ledger Options Window, see page 257.

Multiple cash books
This option enables you to define whether or not you use multiple cash books in Debtors Ledger. It also enables you to specify the code of the cash book to be used in single cash book ledgers, and for use as a default if you use multiple cash books.  Multiple Cash Books Window, see page 260.

Trading terms codes XE "settlement terms" \t "See trading terms" 
These parameters concern the trading terms to be used.  Terms Codes Details Window, see page 261.

Operating options
This option enables you to define an exchange rate table to be used as the house exchange rate table in Debtors Ledger and Global 3000 Sales Order Processing, to set tolerance levels for allocation, and if Cash Manager is in use to specify whether you want to defer exchange gains and exchange losses.  House Exchange Rate Table Window, see page 262.

Statement print options
These parameters control the format of the standard printed statement.  Statement Printing Options Window, see page 266.

Settlement discount
This parameter enables you to specify whether settlement discounts are to be offered.  Settlement Discount Options Window, see page 269.

Classification titles
This option enables you to set up your own headings (horizontal and vertical) for the customer classification codes; for example you may wish to change the description of sales representative to ‘agent’.  Classification Titles Window, see page 270.

Reselect company
This option lists the companies defined in your system and enables you to select the company whose details you want to work on.  Company Selection Window, see page 276.

Exit
 System Parameters Menu. Press <Esc> again to return to the System Maintenance Menu.

Customer Maintenance Audit Trail

Figure 116: Customer Maintenance Audit Trail Window XE "Customer Maintenance Audit Trail Window" 
This window appears when you select Customer Maintenance Auditing from the Debtors Ledger Parameters Menu
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Purpose XE "auditing:customer maintenance" 

 XE "customer maintenance audit report:system parameters" 
These parameters control the customer maintenance auditing feature. This enables you to print an audit trail listing changes made to customers’ details in Customer Maintenance. 


The audit trail is in the form of consecutively numbered reports, each one showing the current details of all customers whose details have been changed since the previous report was run.

Note
This parameter is not company-specific; i.e. it applies to all companies.

The prompts are:

Next audit report number XE "next audit report number" 
(Display only.) This shows the number of the next customer audit report to be printed.

Note
You print the customer maintenance audit report via the Customer List option. For further details, see page 235.

Maintenance audit option XE "maintenance audit option" 
(A/Y/N.) Enter one of the following:

· N
-
If you do not want to use the customer maintenance auditing option. This means no customer maintenance audit reports are printed and customer details can be changed at will.


· Y
-
If you want to be able to print the customer maintenance audit report, but not be restricted when amending customers.


· A
-
This option enables you to use the customer maintenance audit feature. It also forces you to print the report after a customer’s details have been amended before you can amend that customer again.

Note
When this parameter is set to Y or A, you must print the report before you can change this parameter, if you have amended any suppliers since the audit report was last run.

On completion
 Debtors Ledger Parameters Menu, see page 243.

Current Period & Ageing Options

Figure 117: Current Period & Ageing Options Window XE "Current Period & Ageing Options Window" 
This window appears when you select Current Year and Period from the Debtors Ledger Parameters Menu
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Purpose
The parameters in this window relate to the financial period and the ageing of transactions. 

Note
The parameters in this window are company-specific. This means they only apply to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameters up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

The prompts are:

Current year and period XE "financial periods" 

 XE "periods, financial" 
(Only during initial set up of Debtors Ledger or a new company.) Enter the current financial year and period, as defined in Calendar Maintenance in Administration Parameters.


After this is set up, the current year and period is automatically updated every time you close the period.

Note
Debtors Ledger maintains two open periods, the ‘current’ period and the ‘next’ period. This means you can enter transactions into the next period before you close the ‘current’ period.

Allocate next period transactions XE "allocate next period transactions" 

 XE "allocations:system parameter" 

 XE "statements:exclude next period transactions" 

 XE "next period transactions" 
(Y/N.) Enter N to prevent transactions entered into the next period being allocated until they become current period transactions after the period close. This causes next period transactions to be excluded from the customers’ statements. 


Enter Y to enable ‘next’ period transactions to be allocated as soon as they are entered.

Age by period or by days XE "age by period or by days" 

 XE "ageing:system parameters" 
(P/D.) Enter P to age transactions by period; i.e. using the period end dates specified in the financial calendar in Administration Parameters. 


Enter D to age the transactions by days from the invoice date. You are then prompted for the four ageing intervals in days, below.

Note
When you choose the ageing by days option, Debtors Ledger recalculates the balances every time it displays them.

Ageing period 1...4 in days XE "ageing periods in days" 
(Only if you entered D at the ‘Age by period or by days’ prompt.) Enter the ageing intervals in days. The defaults are 30, 60, 90, and 120.

On completion
 Debtors Ledger Parameters Menu, see page 243.

Document Numbers

Figure 118: Document Numbers Window XE "Document Numbers Window" 
This window appears when you select Document Numbers from the Debtors Ledger Parameters Menu
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Purpose XE "document numbers" 

 XE "transactions:numbering" 

 XE "invoices:document numbers" 

 XE "payments:document numbers" 

 XE "credit claims:document numbers" 

 XE "credit notes:document numbers" 
The parameters in this window control document numbers for invoices, credit notes, payments, credit claims and journals. Document numbers provide each transaction with a unique id.

Note
The parameters in this window are company-specific. This means they only apply to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameters up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

Warning
Generally you should not change the settings in this window after initial set up. If you do need to change any of them, take great care to avoid duplicate references being generated.

The first prompt is:

Right justify document numbers XE "right justification" 
Set this to Y if you are using numeric document numbers. This does not affect document numbers which use a prefix, as the numeric part of the number is automatically right-justified.

Further information
For further information on right justification and choosing between numeric and alphanumeric codes, see the Introduction to System Parameters in the Global 3000 Installation & Set-up Manual.

The prompts for each transaction type are:

Auto-allocate XE "automatic document numbers" 

 XE "auto-allocation of document numbers" 
(Not journals.) Enter Y if you want Debtors Ledger to automatically generate document numbers for this transaction type. Automatically generated document numbers cannot be changed.


Enter N if you want to enter document numbers manually for this transaction type. Each document number you enter must be unique.

Note XE "journals:document numbers" 
Journal references are always allocated automatically.

Prefix XE "prefixes for document numbers" 
You can optionally enter a prefix of up to four characters to be combined with the ‘Next number’ to form an eight character transaction reference. For example, a prefix of ‘INV’ and a next number of 56 are combined to form a document number of ‘INV00056’.

Note XE "numeric document numbers" 
If wholly numeric references are required, leave this prompt blank and set the ‘Right justify document numbers’ prompt to Y.

Next number XE "next document numbers" 
The next number to be used for this transaction type to form a transaction reference. Although it can be changed, this should not be done unless there is a very good reason. 

On completion
 Batch and Daybook Numbers Window.

Batch and Daybook Numbers

Figure 119: Batch and Daybook Numbers Window XE "Batch and Daybook Numbers Window" 
This window appears when you complete your replies in the Document Numbers Window
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Purpose
The parameters in this window control the next batch and daybook numbers.

The prompts are:

Next daybook number XE "next daybook number" 

 XE "daybook:next number" 
(Only when setting up a new Debtors Ledger.) The number of the next current daybook. You can only set this at initial set up of the ledger. Subsequently, the number is automatically updated when the daybook number is incremented.

Next batch number XE "next batch number" 

 XE "batches:next number" 
The number of the next Debtors Ledger batch. This is automatically updated when a new batch is created and should not normally need to be changed after initial set up.

On completion
 Debtors Ledger Parameters Menu, see page 243.

EC Sales List

Figure 120: EC Sales List Details Window XE "EC Sales List Details Window" 
This window appears when you select EC Sales Lists from the Debtors Ledger Parameters Menu
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Purpose XE "EC Sales List (ESL):system parameters" 
This window displays the current EC Sales List quarter and the number of the next EC Sales List to be printed. This window enables you to set values for these items during initial set up of your ledger.

Note
The parameters in this window are company-specific. This means they only apply to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameters up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

The prompts are:

Note
After your system is operational, you should not need to change these parameters, as they are automatically maintained by the EC Sales List program.

Current EC sales list quarter XE "current EC sales list quarter" 

 XE "quarter for ESL" 
The current EC sales list quarter. This can be 1, 2, 3 or 4.

Next EC sales list number XE "next EC sales list number" 
The number of the next EC Sales List to be printed.

On completion
 Debtors Ledger Parameters Menu, see page 243.

Format of Customer Code 

Figure 121: Format of Customer Code Window XE "Format of Customer Code Window" 
This window appears when you select Customer Codes from the Debtors Ledger Parameters Menu
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Purpose XE "account codes" 

 XE "numeric account codes" 

 XE "alphanumeric account codes" 
This window enables you to define the format of the seven character account codes used to identify customers. These codes can either be entirely numeric, or alphanumeric which means you can enter a combination of letters and numbers. You define the codes as numeric by declaring them to be right-justified.

Warning
We recommend that you do not change the parameters in this window after your system is operational.

The prompts are:

Right justify customer codes XE "right justification" 
(Y/N.) Enter Y if you want to use numeric customer codes. 

Further information
For further information on right justification and choosing between numeric and alphanumeric codes, see the Introduction to System Parameters in the Global 3000 Installation & Set-up Manual.

Zero fill customer codes XE "zero fill customer codes" 
(Only if you entered Y at the prompt above.) Enter Y if you want numeric customer codes to be padded with zeroes; for example, code ‘     14’ when padded with zeroes appears as ‘0000014’. Enter N if you do not want the codes to be padded with zeroes. 

Note
When both these prompts are set to Y, the customer account codes must be entirely numeric.

On completion
 Lookup Code Setting Window.

Lookup Code Setting

Figure 122: Lookup Code Setting Window XE "Lookup Code Setting Window" 
This window appears when you complete your replies in the Format of Customer Code Window
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Purpose XE "lookups" 
Each customer account has two lookup codes which can be used to select customers in pop-up enquiries. The first lookup code is 15 characters long, the second is 20 characters. When Global 3000 EDI is in use the second code must be used for the EDI account code.


The first code (and the second if EDI is not in use) can automatically be set to one of a number of values. Alternatively you can choose to enter the codes manually in Customer Maintenance. This window enables you to define which of these options is to be used for each lookup code.

The prompts are:

1st lookup setting XE "postcodes:lookups" 
Enter one of the following (or press <F1> for a pop-up enquiry):

· P
-
Postcode of invoice address.

 XE "phone numbers:lookups" 

 XE "telephone numbers:lookups" 
· T
-
Telephone number of primary contact. Embedded spaces and punctuation marks are automatically removed from the telephone number when it is copied to the lookup code. For example, 0171-123 1234 becomes 01711231234.

 XE "searching on telephone number lookups" 
In pop-up enquiry windows, when you search for a customer on a telephone number lookup, you can enter a full or partial telephone number in the normal format. If you press <Return>, instead of the normal <Page Down>, the program removes the embedded spaces and punctuation marks. 


For example you can enter 0171-123 into the search prompt. So long as you follow this with <Return> the program converts it to 0171123. Customers with telephone numbers starting from this sequence are then displayed.

 XE "fax numbers:lookups" 
· F
-
Fax number of primary contact.

 XE "primary contacts" 
· C
-
Name of primary contact.

 XE "manual lookups" 
· M
-
Manual entry. In this case entry of the lookup code is optional.

Heading
Enter the heading for the first lookup code. This appears in customer pop-up enquiry windows. It can be up to 15 characters. 

2nd lookup setting
If Global 3000 EDI is in use, this must be E for the EDI account code. Otherwise the options are the same as for the 1st lookup code.

Heading
Enter a heading for the second lookup code. This can be up to 20 characters.

Note XE "automatic lookups" 
When you initially set, or change, either of the lookups to one of the automatic options (P, T, F, or C), the program automatically sets the lookup to the selected value for all customers, overwriting any previous values. You are asked for confirmation before this happens. When you confirm that you want to continue, a progress window is displayed. You are returned to this window when the processing finishes.

On completion
 Debtors Ledger Parameters Menu, see page 243.

History Options

Figure 123: History Options Window XE "History Options Window" 
This window appears when you select History Options from the Debtors Ledger Parameters Menu
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Purpose XE "transactions:history" 

 XE "purge transactions:system parameters" 

 XE "history:system parameters" 

 XE "transactions:purge" 
These parameters control the extent of transaction history held in Debtors Ledger.

 XE "open item accounting" 
For open item customers, posted transactions with an outstanding balance of zero, and their allocations, are eligible for purging or archiving as soon as the period they relate to is closed. 

 XE "balance forward accounting" 
For balance forward customers, posted transactions are purged by the Close Period program as it creates consolidated balance forward transactions.

Note
The parameters in this window are company-specific. This means they only apply to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameters up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

The prompts are:

Hold transaction history XE "hold transaction history system parameter" 
(Y/N.) Enter one of the following:

· Y if you want to hold transaction history. You are then prompted for the next four items. When you subsequently run Close Period, it automatically invokes the Purge Transactions program which archives and purges transactions according to these parameters.


· N if you want all transaction history to be purged as soon as possible. The next four prompts are then skipped. You can either run Purge Transactions as part of the Close Period process, or you can run it as a separate function at regular intervals.

For all or key customers XE "key customers" 
 (A/K.) Enter A if you want to retain transaction history for all customers. Enter K if you want to restrict the transaction history to key customers only.

Number of periods to be held XE "number of periods of history to be held" 

 XE "periods, financial:& history" 

 XE "financial periods:& history" 
Enter the number of periods for which you want to keep transaction history. Purge Transactions automatically deletes the archived transactions after this many months.

Hold allocation details XE "allocations:history" 
(Y/N.) Enter Y to retain the allocation details for the archived transactions. Enter N if you do not want to retain them.

For all or key customers XE "key customers" 
(A/K.) Enter A if you want to retain allocation details for all customers. Enter K if you want to restrict the history of the allocation details to key customers only.

Note
Holding a large archive along with allocation details requires a much larger database to be allocated.

Company/period totals - number of periods to be held XE "companies:totals:system parameter" 

 XE "control totals:system parameter" 
Period control totals are held by company and show the net movement in the ledger for each period. Specify the number of periods you want to hold totals for. 

Note
The period totals are not purged until all transactions for the period have been purged.

GL analysis history – number of periods to be held XE "General Ledger:analysis (distribution):system parameters" 
(Only if you are retaining transaction history.) Specify the number of periods you want to keep General Ledger analysis history for. This cannot exceed the number of periods specified above for transaction history.

On completion
 Debtors Ledger Parameters Menu, see page 243.

General Ledger Options

Figure 124: General Ledger Options Window XE "General Ledger Options Window" 
This window appears when you select General Ledger Interface from the Debtors Ledger Parameters Menu
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Purpose
The parameters in this window control the General Ledger analysis of transactions and the interface id for Cash Manager.

Note
The parameters in this window are company-specific. This means they only apply to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameters up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

The prompts are:

Is General Ledger analysis required XE "General Ledger:analysis (distribution):system parameters" 
(Y/N.) Enter Y if you want this company to interface with General Ledger. This means each transaction for the selected company must be distributed to General Ledger accounts as it is entered in Debtors Ledger. 


Enter N if you do not want this company to interface with General Ledger. The remaining prompts in the window are then skipped. 

Note
When this option is selected, the analysis is posted to General Ledger via a transfer file. The way this file is generated and transferred into General Ledger depends on the setting of the ‘On-line posting to General Ledger’ Administration Parameter. For further information, see Administration Parameters in the Global 3000 Installation & Set-up Manual.   

Check accounts against General Ledger XE "check accounts against General Ledger" 

 XE "General Ledger:check accounts against" 

 XE "offline chart of accounts" 

 XE "chart of accounts" 

 XE "offline chart of accounts" \t "See also Installation & Set-up Manual" 
(Y/N.) Enter Y to check General Ledger analysis codes against the actual General Ledger chart of accounts. Enter N to check analysis codes against the offline chart of accounts set up in Company Parameters. This option can be used to define a sub-set of accounts that can be posted to, thus reducing the chances of mis-postings. When the offline chart of accounts is used, the General Ledger transaction analysis feature is not available.

Note
This indicator can also be set in the Accounting Parameters Window of Administration Parameters. If Debtors Ledger and Cash Manager are in use, it can also be set in their System Parameters. However there is only one indicator. If you set it in one place, you automatically set it for the other modules as well.

Create detailed or summary journals XE "summary journals" 

 XE "detailed journals" 
(D/S.) The General Ledger journals created by the transfer can be a summary of the outstanding analysis by account, or they can be in detailed form, i.e. at the invoice level. Enter S for summary journals, D for detailed journals.

Blank/narrative/ref/ customer/title on journal narrative XE "narratives" 
(B/N/R/C/T.) This controls the narrative on the General Ledger journals. Enter one of the following:

· B 
- 
Blank.


· N
-
The narrative on the Debtors Ledger transaction.


· R
-
The Debtors Ledger document number.


· C
-
The customer account code.


· T
-
The Debtors Ledger batch title.

Blank/narrative/ref/ customer/title/ unused on journal comment 1 XE "comments" 
(B/N/R/C/T.) This controls the first comment line on the General Ledger journals. The settings parallel those for the journal narrative described above.

Blank/narrative/ref/ customer/title/ unused on journal comment 2
(B/N/R/C/T.) This controls the second comment line on the General Ledger journals. The settings parallel those for the journal narrative described above.

General Ledger batch title XE "title for General Ledger batches" 
Enter a title for the batches posted to General Ledger. This can be up to 30 characters.

Cash Manager interface id XE "Cash Manager:interface id" 
The id of the interface through which Debtors Ledger posts to Cash Manager at the end of session. This must match the id of the Cash Manager interface defined via Interface Definitions; for further information, see page 274.

On completion
If you selected General Ledger analysis  General Ledger Interface Window.

Otherwise  Debtors Ledger Parameters Menu, see page 243.

General Ledger Interface

Figure 125: General Ledger Interface Window XE "General Ledger Interface Window" 
This window appears when you complete your replies in the General Ledger Options Window when General Ledger analysis is selected
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Purpose XE "General Ledger:transfer file" 
This window enables you to define the details of the General Ledger transfer file. These details must match those defined in General Ledger for the Debtors Ledger interface. 

Further information
For further information about setting up the interface definition in General Ledger, see the General Ledger Manual.

The prompts are:

Source id XE "source id" 
Enter a two character id to identify the Debtors Ledger within General Ledger. This is included in the name of the transfer file. If you run multiple Debtors Ledgers, give each a different source id. This avoids duplicate transfer file names and enables you to identify the ledger each transfer file originated in. 

Unit id XE "units:General Ledger transfer file" 
Enter the GSM unit on which the transfer file is to be created. 

Last sequence no XE "last sequence no" 

 XE "sequence number for transfer file" 
Each transfer file has a sequence number. This prompt displays the sequence number of the last transfer file that was created. This prompt is updated automatically and should not normally need to be changed.

On completion
 Debtors Ledger Parameters Menu, see page 243.

Multiple Cash Books

Figure 126: Multiple Cash Books Window XE "Multiple Cash Books Window" 
This window appears when you select Multiple Cash Books from the Debtors Ledger Parameters Menu
[image: image147.png]i Multiple Cash Books

ou can canfigure your ledger to use muliple cash books by
Keying "V'ta the muliple cash books prompt below. If you

use muliple cash books, you are asked to supply the twa
character code which, with the company code andthe company
base cuniency, identiies the main cash book

If you are operating & single cash book system, you are
still reqired to enter & cash book code. This makes it
possible to change to. multiple cash book operation later
with & minimurn of fuss.

Multple Cash Books ? (Y/N)
Main or Only Cash Bookid

Ble

oK. Cancel | |






Purpose XE "cash books" 
This window enables you to define whether or not you use multiple cash books in Debtors Ledger. It also enables you to define a cash book code for use in single cash book ledgers, and a default cash book code for use in multiple cash book ledgers.

The prompts are:

Multiple cash books  XE "multiple cash books" 
(Y/N.) Enter Y to use more than one cash book in Debtors Ledger. Enter N to use a single cash book.

Main or only cash book XE "main or only cash book" 
If you entered N above, enter the code of the cash book to be used in Debtors Ledger. Press <F1> for a pop-up enquiry.


If you entered Y above, enter the code of a cash book to be used as a default in Enter Transactions.

Further information
For further information, see Company Parameters in the Global 3000 Installation & Set-up Manual, and the ‘Cash book’ prompt in Enter Transactions, on page 62.

On completion
 Debtors Ledger Parameters Menu, see page 243.

Terms Codes

Figure 127: Terms Codes Details Window XE "Terms Codes Details Window" 
This window appears when you select Trading Terms Codes from the Debtors Ledger Parameters Menu
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Purpose XE "trading terms:system parameters" 
The parameters in this window concern trading terms.

Note
The parameters in this window are company-specific. This means they only apply to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameters up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

Note
You define trading terms codes in Administration Parameters. For further information, see Global 3000 Installation & Set-up Manual. 


For each customer you enter a trading terms code for every company they trade with in the Company Details Window of Customer Maintenance. 

The prompts are:

Are multiple terms codes used XE "are multiple terms codes used" 

 XE "multiple trading terms" 
(Y/N.) Enter Y if you want to use different trading terms codes for different customers. Enter N to use the same trading terms code for  all customers.

Main/only terms code XE "main or only trading terms" 

 XE "default trading terms" 
If you entered N above, enter the id of the trading terms to be used for the selected company. Press <F1> for a pop-up enquiry.


If you entered Y above, enter the id of the trading terms to be used as a default for the selected company, when setting up new customer details. 

On completion
 Debtors Ledger Parameters Menu, see page 243.

House Exchange Rate Table

Figure 128: House Exchange Rate Table Window XE "House Exchange Rate Table Window" 
This window appears when you select Operating Options from the Debtors Ledger Parameters Menu
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Purpose XE "house exchange rate table" 

 XE "exchange rate tables:system parameter" 

 XE "exchange rates" \t "See also Installation & Set-up Manual" 

 XE "SOP:exchange rate table" 
This window enables you to define an exchange rate table for use as the house exchange rate table in Debtors Ledger and Global 3000 Sales Order Processing. The house exchange rate table is used for all exchange rate calculations apart from those relating to tax. 

Note
Tax calculations use the tax exchange rate table as specified in the second Operating Options Window in Administration Parameters.


You define exchange rate tables via the System Codes option of Administration Parameters, and you define exchange rates via Currency Parameters in Administration Parameters. For further information, see the Global 3000 Installation & Set-up Manual.

The prompt is:

House exchange rate table
Enter the code of the house exchange rate table to be used in Debtors Ledger and Sales Order Processing. The default is the house exchange rate table defined in the second Operating Options Window in Administration Parameters. A pop-up enquiry is available.

On completion
 Defer Exchange Gains and Losses Window.

Defer Exchange Gains and Losses

Figure 129: Defer Exchange Gains and Losses Window XE "Defer Exchange Gains and Losses Window" 
This window appears when you complete your replies in the House Exchange Rate Table Window
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Purpose XE "exchange gain & loss:defer" 

 XE "losses on foreign exchange:defer" 

 XE "gains on foreign exchange:defer" 

 XE "defer exchange gain & loss" 
These parameters let you choose to defer the realisation of exchange gains and losses on foreign currency payments and refunds until their actual value is established and confirmed in Cash Manager. 

Note
These options are only available if your software configuration includes Global 3000 Cash Manager.


When these options are selected, the realisation of exchange gains and losses on foreign currency payments and refunds is only deferred to Cash Manager when all the following conditions are met:

· The exchange rates to be used for the transaction have not been confirmed.


· The payment or refund is fully allocated when the batch in which it is entered is posted.


· Conversion between entry and base currencies is not at a fixed rate.


When any of these conditions are not met, realisation of the exchange gain or loss is made when the transaction is posted in Debtors Ledger. If the currency information for the transaction is not confirmed, further exchange gain or loss postings are made, if necessary, in Cash Manager when it is confirmed.


Whether the option to defer is chosen and whether the above conditions are met determines the values Debtors Ledger posts to General Ledger in base currency:

· When the option to defer is chosen and these conditions are met, the value posted to General Ledger for a transaction is the sum of the base currency values recorded for the items it is allocated to.


· In all other cases, the value posted to General Ledger is the base currency value recorded for the transaction being allocated. 

The prompts are:

Defer exchange gains
(Only if Global 3000 Cash Manager is in use.) If you want to defer realising exchange gains on foreign payments and refunds until their actual value is confirmed in Cash Manager, set this parameter to Y. Otherwise set it to N.

Defer exchange losses
(Only if Global 3000 Cash Manager is in use.) If you want to defer realising exchange losses on foreign payments and refunds until their actual value is confirmed in Cash Manager, set this to Y. Otherwise set it to N.

On confirmation
 Tolerance Levels in Allocation Window.

Tolerance Levels in Allocation 

Figure 130: Tolerance Levels in Allocation Window

 XE "Tolerance Levels in Allocation Window" 
This window appears when you complete your replies in the Defer Exchange Gains and Losses Window
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Purpose
This window lets you set limits on the degree of flexibility that you allow when allocating credits and debits on accounts in the currently selected company.

 XE "write off variance" 

 XE "discrepancies in payments" 

 XE "discounts:write off discrepancies as" 
The write off variance is checked against the outstanding amount on base currency payments and refunds when you exit from allocation. It enables you to write off small discrepancies arising because the payment and invoice(s) being paid don’t match exactly; for example when allocating a payment in master currency to invoices in one or more sub-currencies, or when the customer has made a minor error when paying an invoice.

 XE "exchange gain & loss:tolerances" 

 XE "gains on foreign exchange:tolerance" 

 XE "losses on foreign exchange:tolerance" 
The maximum exchange gain and loss prompts enable you to specify the levels of exchange gain or loss on any one foreign currency transaction, or allocation against foreign currency items, beyond which you wish a warning to be issued.

Note
The parameters in this window are company-specific. This means they only apply to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameters up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

The prompts are:

Write off variance XE "write off variance" 

 XE "discrepancies in payments" 

 XE "discounts:write off discrepancies as" 
Enter the maximum value that can be written off at allocation on base currency payments and refunds. Amounts written off are treated as discount and posted to the discount account in General Ledger when the batch is posted.

Note
This amount should never be more than a few pence. In particular, you should not use this mechanism to write off bad debts or part payments. That type of adjustment requires tax analysis and should be put through the ledger as a standard journal adjustment.

Maximum exchange gain XE "exchange gain & loss:tolerances" 

 XE "gains on foreign exchange:tolerance" 

 XE "losses on foreign exchange:tolerance" 

 XE "maximum exchange gain" 
Enter the maximum exchange gain that can be realised on a foreign currency transaction allocation without generating a warning to the operator.

Maximum exchange loss XE "maximum exchange loss" 
Enter the maximum exchange loss that can be realised on a foreign currency transaction allocation without generating a warning to the operator.

On confirmation
 Debtors Ledger Parameters Menu, see page 243.

Statement Print Options

Figure 131: Statement Print Options Window XE "Statement Print Options Window" 
This window appears when you select Statement Print Options from the Debtors Ledger Parameters Menu
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Purpose XE "statements:system parameters" 
These parameters control the format of the standard statement print for the selected company. If you wish to use your own statement stationery, contact your supplier who can tailor the format of the report. Statements can also be printed by exporting the details to a word processing package and merging the details into a standard form.

Note
Some of the parameters in this window are company-specific. This means they only apply to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameters up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

The prompts are:

Last statement run number XE "last statement run number" 
(Display only.) The number of the last statement print run. This is automatically updated by the system.

Note
Any changes you make to the following prompts do not affect reprints of statement runs that have already been printed.

Debtors Ledger statement print unit XE "units:statement print" 
The GSM unit address of the printer to be used. This applies to all companies.

Print address on statements XE "companies:print address on statements" 
Enter Y to print the company address at the top of the statement stationery. Enter N for no company address; for example if you are using pre‑printed stationery. 

Print address on remittances XE "print address on remittances" 
Enter Y to print the address on the remittance advice also. Enter N for no company address on the remittance advice.

Print zero balances on statements XE "zero balances, print on statements" 
This prompt controls whether statements are printed for customers with a zero balance. (A ‘zero balance’ in this respect is defined as a balance within the tolerance specified at the next prompt.) Enter one of the following:

· Y
to always print statements for customers even if they have a zero balance.


· N
to never print statements for customers with a zero balance.


· T
to print statements for customers with a zero balance only if there are transactions present. 

Zero balance tolerance XE "tolerance for zero balance"  (+/‑)
Enter the zero balance tolerance. Statements are not printed for customers with a balance within this tolerance when zero balance statements are suppressed. 

Example
If you enter N at the prompt above and then enter a zero balance tolerance of 0.50, statements will not be printed for accounts with a balance between –0.50 and 0.50.

Print zero transactions
(Y/N.) Enter Y to print transactions that have an outstanding value of zero. Enter N if you do not want to print these transactions on statements.

Print aged balance XE "aged balances, print on statements"  on statement
(Y/N.) Enter Y to print the normal ageing analysis at the end of the statement. Enter N to print a single overdue amount. 

Note
For multi-currency statements, the appearance of the ageing analysis and the total overdue amount also depend on the setting of the ‘Print overall balance in account currency’ parameter as described below.

Print consolidated buying group statements XE "buying group accounts:statements" 

 XE "group accounts:statements" 
(Y/N.) Enter Y to print a single consolidated statement for group accounts. Enter N to print an individual statement for each group member account.

Start each currency on a new page XE "start each currency on a new page" 

 XE "currencies:statements" 

 XE "foreign currency transactions:statements" 

 XE "page, start each currency on" 

 XE "new page, start each currency on" 
(Multi-currency ledgers only.) (Y/N.) This parameter controls how multi-currency statements are formatted:

· Enter Y to print each currency on a separate page showing the totals for the currency in the statement totals boxes.


· Enter N to print different currencies on the same page with a total for each currency within the body of the statement. When this option is chosen, the statement totals boxes are left blank on multi-currency statements. However by setting the next parameter to Y, you can print the total amount due in account currency on the last page of the statement.

Definition XE "multi-currency statements" 
In this manual the term ‘multi-currency statement’ is used to mean a statement which either contains transactions in more than one currency, or which contains transactions in one currency but that currency is not the customer’s account currency.

Print overall balance in account currency XE "account currencies:print statement balance in" 
(Multi-currency ledgers only.) (Y/N.) This parameter determines whether the total amount due is printed in account currency at the end of the last page of multi-currency statements. Enter one of the following:

· Y to print the total amount due in account currency, and if the ‘Print aged balance on statement’ parameter is set to Y, the aged balances in account currency. 


· N to show the total for each currency but no total amount due in account currency. If the ‘Print aged balance on statement’ parameter is set to Y, the aged balances are also suppressed on multi-currency statements, when this option is chosen.


By setting this parameter to N and the previous parameter to Y, you effectively print separate statements for each currency the customer has transactions in.

Note
Debtors Ledger calculates the total amount due in account currency from the totals in each trading currency using the house exchange rates in force on the statement date. When a variable exchange rate is involved, Debtors Ledger prints a warning on the statement that the total amount due is subject to fluctuations in exchange rates.


When all the transactions on a statement are in the customer’s account currency, the total overdue amount is always shown.

Statement message XE "message on statements" 
Enter a standard message to be printed at the bottom of statements in up to 40 characters. This message can be overridden when the statements are printed. 

On completion
 Debtors Ledger Parameters Menu, see page 243.

Settlement Discount Options

Figure 132: Settlement Discount Options Window XE "Settlement Discount Options Window" 
This window appears when you select Settlement Discount from the Debtors Ledger Parameters Menu
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Purpose XE "discounts:system parameter" 
Debtors Ledger can automatically calculate settlement discount on transactions according to the relevant trading terms code. However you can override the calculated settlement discount when the payment is received. This window enables you to specify, for the selected company, whether settlement discounts are to be offered.

Note
This parameter is company-specific. It only applies to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameter up for each company in turn. To change the company, return to the Debtors Ledger Parameters Menu, and choose the Reselect Company option.

The prompts are:

Offer settlement discounts XE "offer settlement discounts" 
(Y/N.) Enter Y if you intend to offer settlement discounts, N if you do not.

Note XE "tax" 
If the option to offer settlement discounts is selected for a company which is liable for UK tax, the calculation of tax may be based on the net value reduced by any settlement discount applicable to the transaction.

On completion
 Debtors Ledger Parameters Menu, see page 243.

Customer Classification Titles

Figure 133: Customer Classification Titles Window XE "Customer Classification Titles Window" 
This window appears when you select Classification Titles from the Debtors Ledger Parameters Menu
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Purpose XE "sales representatives:system parameters" 

 XE "territories:system parameters" 

 XE "classification codes:system parameters" 
This window enables you to set up your own headings (horizontal and vertical) for the customer classification codes; for example you may wish to change the description of sales representative to ‘agent’.


The sales rep and territory codes are mandatory. The four codes described as classification 1, 2, 3 and 4 are optional. If you do not wish to use these codes blank out their headings. They are provided as additional customer categories for your own use or for use by the developers of systems interfacing with Global 3000 Debtors Ledger.

Note XE "right justification" 
The ‘Right justify classification codes’ prompt enables you to select right justification if you use numeric codes. It is inadvisable to change the justification after your system is operational. For more information on right justification, see the Global 3000 Installation & Set-up Manual.

On completion
 Debtors Ledger Parameters Menu, see page 243.

Interface Definitions 

Introduction XE "interface definitions" \r "InterfaceDefinitions" 
If you want to automatically transfer transactions to and from other modules, you need to define the details of the interface to be used:

· For transfers to General Ledger, you define the interface in the General Ledger Interface Window in System Parameters; for further details, see page 259. You also need to define the interface via the Interface Definitions option in General Ledger. For further details of this option see the General Ledger Manual.

 XE "SOP:auto-transfers" 
· For transfers from Global 3000 Sales Order Processing, you need to define the interface in the Definitions of Auto-Transfer Interfaces Window described below. You also need to define the source id in the Interface ids Window of Distribution Parameters.

 XE "Cash Manager:interface definitions" 
· For transfers to or from any other modules, you need to define the interface in the Definitions of Auto-Transfer Interfaces Window described below. You also need to define the interface in the other modules as described in their respective manuals.


· For transfers to Cash Manager, you also need to define the Cash Manager interface id in the First General Ledger Interface Window of System Parameters. For further information, see page 257.

Note
When definitions are made in more than one place, they must match; for example, you must enter the same source id for SOP in the Definitions of Auto-Transfer Interfaces Window and in the Interface ids Window of Distribution Parameters.

Definitions of Auto-Transfer Interfaces

Figure 134: Definitions of Auto-Transfer Interfaces Window XE "Definitions of Auto-Transfer Interfaces Window" 
This window appears when you select Amend Interface Definitions from the System Maintenance Menu
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Purpose XE "auto-transfers:interface definitions" \r "InterfaceDefinitions" 
This window enables you to define auto-transfer interfaces so that transaction batches can be transferred automatically to and from other systems e.g. Sales Order Processing, Cash Manager. The window lists any interfaces that have already been defined.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:interface definitions"  
To create a new interface, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:interface definitions" 
To amend an existing interface, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Delete XE "delete:interface definitions" 
To delete an interface, move the cursor to the unwanted line and press <F7>. Debtors Ledger asks you for confirmation before it deletes the line. 

Warning
The definitions you enter in this window must match the definitions entered for the interface in the other module; for example you must enter the same source id for the interface in both places.

The prompts are:

Source XE "source id" 
A two-character id to identify the sub-system, such as ‘SO’ for Global 3000 Sales Order Processing, ‘CM’ for Global 3000 Cash Manager, etc.

Note
If you post to Cash Manager, you need to define the Cash Manager interface id in the General Ledger Options Window of System Parameters, as well as defining the interface in this window. For further information, see page 258.

Title
A title of up to 30 characters to help you identify the sub-system.

Export data to other systems
(Y/N.) Enter Y if the interface is for exporting data to other systems such as Cash Manager. Enter N if the interface is for importing data from other systems such as Sales Order Processing.

Transfer file format XE "format of transfer file" 

 XE "BOS format" 
The format of the interface. This can be one of the following:

· BOS. This format is used for Global 3000 modules version 4.2 or above. 

 XE "ITG format" 
· ITG. This format must be used when importing data from Global 3000 Sales Order Processing or for Global 3000 modules prior to version 4.2. 


The default depends on whether the interface is for export or import. For export it is BOS and for import it is ITG.

Note XE "consolidate postings in Cash Manager" 

 XE "Cash Manager:consolidate postings" 
When using the interface to Cash Manager, only the BOS format interface enables you to consolidate postings and to print a report of the imported transactions. If you want to use this option, you must also define the format of the interface as BOS in Cash Manager.

Transfer file name XE "transfer file details" 
(Display only.) This is a concatenation of ‘DLX’, the source id and the next sequence number. For example, the first file posted from Sales Order Processing would be ‘DLXSO001’, where ‘SO’ is the source id for Sales Order Processing, and 001 is the next sequence number.

Transfer file unit XE "units:transfer files" 
The unit on which the transfer file will reside. The default is DLD, the Debtors Ledger database unit.

Last seq XE "last sequence number of auto-transfers" 
This is the sequence number of the last file to be transferred via the interface. It is automatically incremented every time a file is transferred, so that earlier cycles of the file can remain on the transfer file unit. The sequence number can be changed but this should only be done with great care.

Post created batches, so preventing amendments XE "posting batches:auto-transfers" 
(Y/N.) If you enter Y, the imported batches are posted by the auto-transfer program so they cannot be amended in Debtors Ledger. If you enter N, the imported batches are left open and should be manually posted via the Enter Transactions program.

Delete transfer file after successful transfer XE "delete:transfer files" 
(Y/N.) Enter Y if you want Debtors Ledger to automatically delete a transfer file after a successful transfer. Debtors Ledger determines which transfer file to delete by the setting of the next prompt. Enter N if you want to delete the transfer files manually.

Transfer file deletion delay XE "Transfer file deletion delay"  (in generations)
(Only if you entered Y at the previous prompt.) Enter the number of transfer files that are to be retained before being deleted. The default is three.

Note
By entering Y to the ‘Delete transfer file’ prompt and specifying three as the deletion delay, you ensure that only the three most recent transfer files are retained.

Last transfer XE "last transfer"  performed by … on … at
(Display only.) The date and time of the last auto-transfer performed via this interface and the operator id of the person responsible.

On completion
 Next line in the window.

On exit
 System Maintenance Menu.

Reselect Company 

Figure 135: Company Selection Window XE "Company Selection Window" 

 XE "Reselect Company" 
This window appears when you select Reselect Company from the Debtors Ledger Parameters Menu or the System Parameters Menu or the System Maintenance Menu. It also appears when you press <F2> at any main menu in any Global 3000 module other than Cash Manager 
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Note
This window does not appear in single company systems.

Purpose XE "companies:selection" 
Many programs in the Debtors Ledger are company specific and require you to select a company before you run them. The first time you invoke one of these programs, this window automatically appears. This window lists all the companies defined in your system and it enables you to select the company whose details you want to work on.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a company, move the cursor to the required entry and press <Return>. The dialogue depends on how you invoked this window:

· If you selected this window from a menu, you are returned to it.

· If this window appeared when you selected another option, you are taken into the first window or menu of that option.

Credit Rating Codes 

Introduction XE "credit ratings" \r "CreditRatingMaintenance" 
Credit rating code maintenance is used to define credit rating codes. For each customer, you can record in Customer Maintenance a credit rating for every company they trade with. 


You can use credit rating codes to select customers for the Aged Debt Report.

Credit Rating Code Maintenance

Figure 136: Credit Rating Code Maintenance Window XE "Credit Rating Code Maintenance Window" 
This window appears when you select Credit Rating Codes from the System Maintenance Menu
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Purpose
This window lists credit rating codes that have already been defined, and enables you to add, amend and delete credit rating codes. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:credit rating code"  
To create a new credit rating code, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. 

Amend XE "amend:credit rating code" 
To amend an existing credit rating code, move the cursor to the required line and press <Return>. 

Delete XE "delete:credit rating code" 
To delete a credit rating code, move the cursor to the unwanted line and press <F7>. Debtors Ledger asks you for confirmation before it deletes the line. You cannot delete a code if there are any customers using it.

The prompts are:

Credit rating code
Enter a one-character credit rating code.

Suspended XE "suspended accounts" 

 XE "customers:suspended" 
(Y/N.) Enter Y to indicate that customers with this credit rating code are suspended. This does not prevent you from entering transactions for these customers directly into Debtors Ledger. However if you attempt to enter an order for a suspended customer in Sales Order Processing, you are warned that the customer is suspended. If  the system is configured to allow credit checks to be over-ridden, you can then enter a held order for the customer.


Enter N to indicate that customers with this credit rating code are not suspended.

Number of customers
(Display only.) The number of customers with this credit rating code.

On completion
 Next line in window.

On exit
 System Maintenance Menu.

Section Nine:

Customer Export

Contents

281
Customer Export

This option enables you to export customer details from Debtors Ledger to other applications such as spreadsheets, management information and word processing packages. The export option is available from various Debtors Ledger reports and from Customer Details and Customer Enquiries. These options can also be accessed directly through the Customer Export Menu.

Customer Export

Introduction XE "customer export" \r "CustomerExport" 
The customer export feature enables you to export customer details from Debtors Ledger to other applications such as spreadsheets, management information and word processing packages. The export option is available from various Debtors Ledger reports and from Customer Details and Customer Enquiries. These options can also be accessed directly through the Customer Export Menu. 

 XE "startpoints" 

 XE "startpoints" \t "See also Installation & Set-up Manual" 
The points in Debtors Ledger from which you can invoke the export option are called ‘startpoints’. The details you can export vary according to the startpoint you invoke the export from. When the startpoint is a report program, you can export any details you can print in the report. When the startpoint is Customer Details you can export any of the information held for a selected customer in Customer Details. You can select which of the available items are exported through the ‘contents list’ of the ‘scenario’ used for the export.


Before you invoke the export option you need to set up ‘scenarios’ for the startpoints you want to use. You do this through Scenario Maintenance.

Further information
For detailed information on startpoints, contents lists, setting up scenarios, etc. see the Global 3000 Installation & Set-up Manual.

Customer Export Menu

Figure 137: Customer Export Menu XE "Customer Export Menu" 
This menu appears when you select Customer Export from the Debtors Ledger main menu
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Purpose XE "data export" \r "CustomerExport" 
This menu provides direct access to the export functions which are available from various points within the ledger.

Note
With the exception of the Customer Details, Account Enquiries and Scenario Maintenance options, each of the options on this menu also provides access to the Global 3000 Review feature. This extends the standard customer selection criteria and enables you to save the current selection for future use, and to re-use saved selections.

The options are:

Customer details
This option takes you into the Customer Details program. This enables you to browse customers and export details for selected customers.  Customer General Details Window, see page 206.

Account enquiries
This option takes you into the Customer Enquiry program. This enables you to browse customers and export details for selected customers.  Customer Selection Window, see page 159.

Aged debt
Export details for customers selected by aged debt criteria.  Aged Debt Report Window, see page 191.

Statements
Export customer statement details.  Print Run Options Menu, see page 140.

Customer list
Export customer details.  Customer List Selection Criteria Window, see page 235.

Customer addresses
Export customer names and addresses.  Customer Address List Selection Criteria Window, see page 238.

Trial balance
Export company trial balance details, account balances, or currency exposure details.  Trial Balance Menu, see page 133.

Open transactions
Export outstanding transactions for selected accounts.  Open Transactions Report Window, see page 197.

Customer turnover
Export customer turnover details.  Customer Turnover Report Window, see page 199.

Period postings
Export details of movements on accounts within a specific period.  Period Postings Report Window, see page 195.

Scenario maintenance
This option enables you to define and amend ‘scenarios’ for controlling the actual export of data.  Scenario Maintenance Menu. For further information see the Global 3000 Installation & Set-up Manual.

Exit
 Debtors Ledger Main Menu.

Section Ten:

Sample Reports

Contents XE "Sample Reports" \r "SampleReports" 

 XE "reports" \r "SampleReports" 

 XE "data export" 

 XE "Global 3000 Review" 

 XE "Review" 
This section provides printed examples of many of the Debtors Ledger standard reports:

285
Batch Print**

286
Session Bank Deposit Report

287
Daybook Report** 

289
Trial Balance Report**

291
Statements*

293
Tax Analysis Report

294
EC Sales List

295
GL Analysis Report**

296
Historical Transaction List**

297
Standard Customer Print**

298
Company Totals Report

299
Aged Debt Report*

300
Period Postings Report*

301
Open Transactions Report*

302
Customer Turnover Report*

303
Customer List*

304
Customer Address List*

305
Customer Mailing*

*
Reports for which both data export and Global 3000 Review are available. 

**
Reports for which just the data export option is available.

Batch Print

 XE "print:batches" 

 XE "batches:print" The batch print option enables you to print or export a transactions batch at any stage of its life. Typically this option is used to enable a thorough check of the batch before it is posted. 

You initiate this report through the Print Batch option on the Batch Options Menu. For further information, see page 111.


Figure 138: Batch Print

Session Bank Deposit Report

 XE "session bank deposit report" 

 XE "bank:deposit report" 

 XE "payments:bank deposit report" This report shows the postings to each cash book in the current session. For each posting the following are shown: the drawer, bank and branch name, date received and the amounts in entry and cash book currencies.

You can run this report as soon as you have entered and posted the day’s receipts. You must run it before you close the session as the details are not available afterwards. 

For information about the operation of this program, see page 120.


Figure 139: Session Bank Deposit Report

Daybook Report

 XE "daybook" 

 XE "auditing:daybook" The current daybook records, for all companies, details of batches as they are closed. When the current daybook is printed, it lists details of all the batches posted since its number was last incremented. You can print the current daybook as often as you need to. When you print it, you have the option of incrementing its number. This effectively closes off the current daybook and starts a new one. Daybooks are numbered consecutively, and when printed with full details and filed, they provide a full and continuous audit trail.

You can print the current and previous daybooks in full detail, with or without narratives and comment lines, in either batch number or transaction type sequence. Alternatively you can print a report summary. You can print the daybook in one format or sequence and later reprint it in another format or sequence.

The program can export the details from the detailed report for use in other applications such as spreadsheets and word processing packages.

You must print the daybook and increment its number before you can close the session.

For information about the operation of this program, see page 121.


Figure 140: Daybook Report – Detailed Option XE "detailed daybook" 

Figure 141: Daybook Report – Summary Option XE "summary daybook" 
Trial Balance Report

 XE "currency exposure report" 

 XE "currencies:exposure report" 

 XE "account balances report" 

 XE "company trial balance" The Trial Balance Report option provides three different reports: the Company Trial Balance report, the Account Balances report and the Currency Exposure report. This program can also export the details for use in other applications such as spreadsheets and word processing packages.

The Company Trial Balance report provides an analysis by account of the closing balance on the ledger for the selected company at the end of the current financial period. If next period posting is allowed, the report also shows the total posted so far to the next period and the overall balance arising. All the figures are shown in the company’s base currency and are drawn from the historical base currency balances held for each account.

The Account Balances report shows the balance on selected accounts for the current or next period in the company base currency, with an option to also show balances in account currency, and for multi-currency accounts a breakdown by trading currency. It also shows the unrealised exchange gain/loss for the period calculated using rates in force for the end of the period drawn from a user selected exchange table. This report can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

The Currency Exposure report, available on multi-currency ledgers, shows the total exposure in any selected currency broken down by account for the current or next financial period.

For information about the operation of this program, see page 132.


Figure 142: Company Trial Balance Report


Figure 143: Account Balance Report


Figure 144: Currency Exposure Report

Statements

 XE "statements:printed examples" This program can print customer statements using standard format statement stationery XE "stationery" 

 XE "special stationery"  which includes a tear-off portion for the customer to return as a remittance advice, as shown in the example in Figure 146. Alternatively the program can export the details to a word processing package for merging into a standard form. Figure 145 shows a printed example of a statement created by exporting the details to Microsoft Word 97 using one of the standard Global sample templates. For further details about using the sample templates, see the Global 3000 Installation & Set-up Manual.

On multi-currency statements, the transactions are grouped by their entry currency and the total amount owed in each currency is shown. System Parameters enable you to choose whether to print each currency on a separate page with the currency totals shown in the statement total boxes, and whether to print the total amount due in account currency on the last page of the statement. Debtors Ledger calculates this amount from the totals in each entry currency using the house exchange rates in force on the statement date. This is printed for information only and is clearly stated to be subject to fluctuations in exchange rate values.

This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

For further information about this program, see page 138.










STATEMENT OF ACCOUNT 
Account Reference ANDE001

REMITTANCE ADVICE
ANDE001 



Anderton Ltd
10 February 1998

Anderton Ltd
10/02/98





















For the attention of:



From:

Please detach & return with your remittance to:



Daniel Carter

Anderton Ltd

18 Chapel Hill

St. Erth

Near Hale

TR27 4RT

Facsimile: 0736 258965
jkkjkj 0736 457145

Telephone: 0736 258965

Global Business Systems Ltd

Regatta Place

Marlow Road

Bourne End

Buckinghamshire

SL8 5TD

Facsimile: 0628 532514

Telephone: 0628 532565

Global Business Systems Ltd

Regatta Place

Marlow Road

Bourne End

Buckinghamshire

SL8 5TD

Facsimile: 0628 532514

Telephone: 0628 532565
















Transaction details:







Please tick items paid:



Date
Reference
Details
Type
Debit
Credit
Outstanding

Date
Reference
Outstanding
(



13/01/98
INV00076
ORD00003
INV
18295.38
 0.00
18295.38

13/01/98
INV00076
18295.38




26/01/98
INV00092
ORD00023
INV
38681.89
 0.00
38681.89

26/01/98
INV00092
38681.89




12/02/98
INV00095
ORD00025
INV
23183.05
 0.00
23183.05

12/02/98
INV00095
23183.05




15/02/98
INV00100
ORD00031
INV
22142.36
 0.00
22142.36

15/02/98
INV00100
22142.36




15/03/98
INV00112
ORD00047
INV
14271.76
 0.00
14271.76

15/03/98
INV00112
14271.76




15/03/98
AN32

PAY
 0.00
38681.89
-38681.89

15/03/98
AN32
-38681.89




31/03/98
38
Cash Receipt
PAY
 0.00
3500.00
-3500.00

31/03/98
38
-3500.00








116574.44
42181.89
74392.55



74392.55













Strictly 60 Days Net











30 Days
60 Days
90 Days
120 Days +
Total










56097.17
18295.38
56977.27
 0.00
74392.55















Figure 145: Statement Created via Data Export to Microsoft Word 97


Figure 146: Statement Printed on Standard Global 3000 Format Stationery

Tax Analysis Report

 XE "tax analysis:report" 

 XE "tax:reports" This report shows details of the tax analysis for the current period. The reports should be filed as a record of the tax analysis for the period. 

You should print this report immediately before you run Close Period. 

For information about the operation of this program, see page 144.


Figure 147: Tax Analysis Report

EC Sales List (ESL)

 XE "tax:reports" 

 XE "EC Sales List (ESL)" This report shows the details that you need to fill in the quarterly EC Sales List form. 

The report can be run in draft form at any time. When you run the final report for the quarter, you increment the ESL quarter number. 

For information about the operation of this program, see page 145.


Figure 148: EC Sales List Report

GL Analysis Report

This report is designed for use in systems that post to General Ledger manually. It lists outstanding General Ledger analysis details for the current period. You should run it directly before you create the General Ledger transfer file so you can reconcile the journals produced.  XE "General Ledger:analysis (distribution):report" 
 You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

For information about the operation of this program, see page 147.


Figure 149: GL Analysis Report

Historical Transaction List

 XE "historical transaction list" 

 XE "customers:print" This program sorts selected transactions into chronological order and prints credit, debit, outstanding balance and cumulative balance columns. This program can also export the details for use in other applications such as spreadsheets and word processing packages. 

You initiate this report for a specific customer via the Customer Enquiry program.

For information about the operation of this program, see page 167.


Figure 150: Historical Transaction List

Standard Customer Print

 XE "standard customer print" 

 XE "customers:print" The report lists transactions of one or all types in date within status sequence. It also shows a wide range of additional customer information, aged balances, notes and actions, turnover and so on. 

This program can also export the details for use in other applications such as spreadsheets and word processing packages. 

You initiate this report for a specific customer via the Customer Enquiry program.

For information about the operation of this program, see page 167.


Figure 151: Standard Customer Print

Company Totals Report

 XE "companies:totals:report" 

 XE "control totals:report" This report shows control totals for the selected company. The company control totals show the net movement of the ledger by period and transaction type. The totals are updated when batches are posted. The totals do not include any un-posted batches.

This report can be run at any time. The session totals are cleared as part of the close session procedure. The period totals are reset when the Close Period program is run. 

For information about the operation of this program, see page 189.


Figure 152: Company Totals Report

Aged Debt Report

 XE "aged debt report" This report shows the ageing of transactions on customer accounts at a particular date. The customers included in the report can be selected by a wide variety of criteria and the details can be printed in a choice of sequences in either summary or detailed form. 

In multi-currency systems, the detailed report can be printed in either entry currency or account currency. The entry currency version shows account sub-totals in each trading currency and the overall account total in base currency. The account currency version shows all the transactions in account currency, with an account total in both account currency and base currency.

This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

This program can also export the details for use in other applications such as spreadsheets and word processing packages. 

For information about the operation of this program, see page 190.


Figure 153: Aged Debt Report

Period Postings Report

 XE "period postings report" This report shows postings for a selected period and range of customers. The report shows the net movement in the customer’s balance for the chosen period. In a multi-currency system you can either print the transactions in entry currency or account currency. Both options also show the historical base currency value of each transaction and the customer balances in account currency.

This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

This program can also export the details for use in other applications such as spreadsheets and word processing packages.

For information about the operation of this program, see page 195.


Figure 154: Period Postings Report

Open Transactions Report

 XE "open transactions report" This report lists details of outstanding transactions for a selected company and range of customers. In a multi-currency system you can print the transactions in either entry currency or account currency. Both options also show the historical base currency value outstanding on each transaction and the total historical base currency value outstanding on each account.

This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

This program can also export the details for use in other applications such as spreadsheets and word processing packages.

For information about the operation of this program, see page 197.


Figure 155: Open Transactions Report

Customer Turnover Report

 XE "customer turnover report" 

 XE "turnovers:report" This report lists turnover balances for selected customers. For each customer, the following details are printed or exported: account number, name, sales rep, and the turnover balance for the next period, current period, year to date and last year. The values are printed in the customer’s account currency. If the report is printed for a single currency, totals are printed. 

This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

This program can export the details for use in other applications such as spreadsheets and word processing packages.

For information about the operation of this program, see page 199.


Figure 156: Customer Turnover Report

Customer List

 XE "customer list" 

 XE "customers:print" This report shows the following details for each customer: account code, name, type, head office indicator, country, account currency, tax status, balance method, terms code, credit rating, credit limit, whether a statement is required, sales rep, territory code, classifications, trade scheme and discount level. This program can also export the details for use in other applications such as spreadsheets and word processing packages.

This program also enables you to print the Customer Maintenance Audit Report XE "customer maintenance audit report" 

 XE "auditing:customer maintenance" .

This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

For information about the operation of this program, see page 235.


Figure 157: Customer List

Customer Address List

 XE "customer address list" 

 XE "addresses:print" This report lists customers showing the account code, name, and one or all addresses. There is also an option to print customer actions. 

This program can invoke the Global 3000 Review function which extends the selection criteria and enables you to save the current selection for future use and to re-use saved selections.

This program can also export the details for use in other applications such as spreadsheets and word processing packages.

For information about the operation of this program, see page 238.


Figure 158: Customer Address List

Customer Mailing

 XE "customers:mailing" 

 XE "attributes:export" Through customer attributes, Global 3000 Review and data export, Global 3000 Debtors Ledger offers a wide range of customer mailing facilities. For a detailed example of how you might use these facilities to control a debt chasing procedure, see the Global 3000 Installation & Set-up Manual. Here we provide just a few examples of merged documents created in Microsoft Word 97 from exported data using the sample templates. 

Figure 159 shows an example of a bad debt reminder letter created by exporting data via the Letter option in Customer Enquiries using the dlremind.doc template.

Figure 160 shows an example of customer address labels created by exporting data via the Customer Address List option using the dlclalab.doc template. Figure 161 shows an example of a customer shipping label created with the dllclslab.doc template.

For further information about the sample templates, see the Global 3000 Installation & Set-up Manual.


Figure 159: Bad Debt Reminder Letter


Figure 160: Avery Laser L7163 Labels XE "labels" 

 XE "addresses:labels" 

Figure 161: A4 Customer Shipping Labels

This page is deliberately left blank

Appendix A

Auto-Transfer Interface

 XE "Appendix A" \r "AppendixA" 

 XE "auto-transfers:technical details" \r "AppendixA" This appendix provides technical information for developers of products which interface to Global 3000 Debtors Ledger. It can be ignored by end-users. 

The auto-transfer interface enables transactions generated by sub-systems to be entered into the Debtors Ledger automatically. The interface uses an RSAM transfer file, the format of which is described later in this section. 

Transfer files are created by the sub-system on a periodic basis - usually daily or weekly. The sub-system assigns a sequence number to each transfer file as it is created. The sequence number is included in the file-id of the transfer file to aid identification and control. 

If necessary the transfer file is physically moved or transmitted to the Debtors Ledger computer, where it is accepted using the auto-transfer facility. The sequence number of the last file accepted is stored in the Debtors Ledger interface definition, to ensure that the same transfer file is not posted twice. 

The auto-transfer program reads the transfer file, and creates transaction batches. If specified in the interface definition, on completion of the transfer, the program deletes a preceding file from the same sub-system. The delay applied to this deletion process is specified in the Debtors Ledger interface control record. This allows the last n files to be retained on-line. 

Each transfer file may only contain batches for a single company and period. Up to nine batches can be included in a single transfer file. The normal restrictions apply to the batches, i.e. a single period and transaction type for each batch. 

The batches created from the transfer file by the auto-transfer program are posted if the interface record specifies this. Otherwise they are left open and they can then be printed and posted in the normal way using the Enter Transactions program.

The transfer file header is checked before the transfer begins to ensure that the file is of the correct version and for the correct company and period. If errors are found in the transfer file once the transfer has started, the auto-transfer program is terminated and any batches created so far are reversed. The operator needs to correct the errors in the source module and re-create the transfer file. If the auto-transfer program is aborted by a machine failure, an incomplete batch might have been created. Re-starting the auto-transfer program causes the aborted batches to be reversed and the transfer to restart. 

If the computer fails after the batches have been created but before posting completes, the transfer is flagged as complete but the operator needs to go to the Enter Transactions program and individually post the batches. 

The copy-books TC, TH, TT, TL, TW, describe the format of the Global 3000 Debtors Ledger transaction transfer file, which is used by sub-systems such as Global 3000 Sales Order Processing to pass transactions using Global 3000 Debtors Ledger auto-transfer facility. 

Transactions are passed within an RSAM transfer file, which has a file name of the following format:


DLXxxnnn
where xx is the interface source ID as defined within the Global 3000 Debtors Ledger interface control record, and nnn is a three-character zero-filled numeric sequence number, which is incremented with the generation of each successive transfer file. The sequence number following 999 is 000. 

The file consists of a single file header record TC, which is followed by transaction batch header record TH. 

The value in TCVERS on the header record of the interface file determines which format of interface records the transfer file contains. This allows third party products creating auto-transfer files to remain unaltered as new versions of Global 3000 Debtors Ledger are released.

Care must be taken when repackaging a third party application: either compile using the old record layout definition which sets TCVERS as before, or amend the application to ensure any fields that have been added to the interface record(s) are correctly set as this is assumed if the new version number is found.

Debtors Auto-Transfer File, File Control Record TC

This record must be the first record in the transfer file. The financial year and period relate to the Global 3000 Debtors Ledger financial period to which the file is to be posted. This may either be the current or ‘Next’ period. The record counts are used to check that sufficient free records exist in the database prior to starting the posting. 

.BOOK TC
 ************************************************************************

 *                                                                      *

 * AUTO-ENTRY FILE - CONTROL RECORD                                     *

 *                                                                      *

 * N.B. Each TRANSFER FILE is restricted to a single company and period *

 *      Each BATCH is restricted to a single currency and trans.type    *

 *      A maximum of 9 batches can be contained in a single transfer    *

 *      file.                                                           *

 *                                                                      *

 * If the company is spaces, the main company is assumed.               *

 * If the Year/Period is zero, the current period is assumed.           *

 * If the currency is spaces, the main currency is assumed.             *

 *                                                                      *

 * For V4.5, Batches are not restricted to a single currency if the     *

 * currency is spaces.                                                  *

 *                                                                      *

 ************************************************************************

 03 &&RCID       PIC X(2)                * RECORD ID

  VALUE "TC"                             * ALWAYS = "TC"

 03 &&VERS       PIC 9(2,2)  COMP        * INTERFACE VERSION NUMBER

  VALUE 4.50                             * 3.00 - USE SMALL FIELDS

                                         * 3.01 - USE LARGE FIELDS

                                         * 4.10 - LARGER RECORDS

                                         * 4.30 - USE (12,2) FIELDS

                                         * 4.50 - MULTI-CURRENCY/LARGER RECORDS

 03 &&TITL       PIC X(30)               * TRANSFER FILE TITLE

 03 &&COID       PIC X(2)                * COMPANY-ID OF TRANSFER

 03 &&YEAR       PIC 9(4)    COMP        * FINANCIAL YEAR

 03 &&PERD       PIC 9(2)    COMP        * FINANCIAL PERIOD

 03 &&OPID       PIC X(4)                * OPERATOR-ID OR REFERENCE

 03 &&NOTB       PIC 9       COMP        * NO OF TB RECORDS FOLLOWING

                                         * MAXIMUM OF 9 BATCHES/FILE

 03 &&NOTT       PIC 9(6)    COMP        * NO OF TT RECORDS FOLLOWING

 03 &&NOTL       PIC 9(6)    COMP        * NO OF TL RECORDS FOLLOWING

 03 &&NOTX       PIC 9(6)    COMP        * NO OF TAX TL RECORDS FOLLOWING

 03 &&NOTW       PIC 9(6)    COMP        * NO OF TW RECORDS FOLLOWING

 03 FILLER       PIC X(144)              * UNUSED, SET TO LOW-VALUES
  VALUE LOW-VALUES                       * TOTAL REC. LEN. = 200b

 .END
To allow non-Speedbase sub-systems to interface to Global 3000 Debtors Ledger, the following rules are applied to the transfer file. If the company-ID is spaces, the main/only Global 3000 Debtors Ledger company is assumed. If the year and period are zero, the current period is assumed. 

Debtors Auto-Transfer File, Batch Header Record TH

This record must be the first record of each batch in the transfer file. If the currency code is spaces, the base currency is assumed. 

.BOOK TH

******************************************************************

*

* AUTO-ENTRY FILE - BATCH HEADER

*

******************************************************************

03 &&RCID       PIC X(2)                * RECORD ID

   VALUE “TH”                           * ALWAYS = “TH”

03 &&TITL       PIC X(20)               * BATCH TITLE

03 &&BTYP       PIC X                   * BATCH TYPE

03 &&CURR       PIC X(3)                * BATCH CURRENCY

03 &&GLBB       PIC X                   * “Y”=GL BY BATCH, “N”=BY TRAN

03 &&TOTAL                              * Iff TCVERS > 3.00

  04 &&TOTR     PIC S9(12,2) COMP       * TOTAL VALUE OF TRANSACTIONS

                                        * IN THIS BATCH

03 &&CBID       PIC X(2)                * CASH BOOK CODE

03 FILLER       PIC X(165)              * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 200b

.END 

The batch type can be: I for invoices, C for credit notes, P for payments or J for journals. 

The tax and GL analysis records can be either for the batch as a whole (set THGLBB to Y) or for the individual transactions. If ‘by batch’ is required, the TL records must be at the end of the batch. If ‘by transaction’ is required, the TL records must follow the transaction (TT) records they relate to. 

Debtors Auto-Transfer File, Transaction Record TT

This record holds the transaction details. 

Notes:

· It is your responsibility to ensure that the customer code set up in the field TTCUSU exists on the Global 3000 Debtors Ledger customer file. If it does not exist, the auto-transfer program gives the operator the opportunity of re-trying. This enables the customer to be added on another screen so that the transfer can continue. If the operator chooses not to retry, the batch is reversed. 

· In multi-currency systems, the currency must be a valid trading currency for the customer the transaction is posted to. If not, the auto-transfer program gives the user the opportunity to enable the currency for the customer so that the transfer can continue. If the operator chooses not to do this, the batch is reversed.

· The transaction number cannot be duplicated for the company, customer, and transaction type. The primary key of the transaction file is COMPANY-ID, CUSTOMER CODE, TRANSACTION TYPE and TRANSACTION NUMBER. If a duplicate is found, the transaction write fails and the batch is reversed. 

· Please use all 8 characters of &&CREF for Debtors Ledger.

· All amounts (e.g. NETA etc.) should be unsigned except for credit journals which must be negative.

.BOOK TT

************************************************************************

*                                                                      *

* AUTO-ENTRY FILE - TRANSACTIONS                                       *

*                                                                      *

************************************************************************

03 &&RCID       PIC X(2)                * RECORD ID

 VALUE "TT"                             * ALWAYS = "TT"

03 &&CUSU       PIC X(7)                * SUPPLIER/CUSTOMER CODE

03 &&TTYP       PIC X                   * TRANSACTION TYPE

03 &&CREF                               * TRANSACTION REFERENCE

 05 &&DREF    PIC X(6)                  * 6 FOR DEBTORS

 05 FILLER    PIC X(2)                  * 8 FOR CREDITORS

03 &&DATE       PIC 9(6) COMP           * TRANSACTION DATE

03 &&NARR       PIC X(25)               * NARRATIVE

03 &&COM1       PIC X(30)               * COMMENT LINE 1

03 &&COM2       PIC X(30)               * COMMENT LINE 2

03 &&PROJ       PIC X(10)               * PROJECT CODE

03 &&VALUE                              * Iff TCVERS = 4.3

  04 &&NETA     PIC S9(12,2) COMP       * TRADING NET AMOUNT

  04 &&PLSA     PIC S9(12,2) COMP       * TRADING TAX AMOUNT IF TTYP NOT ="P"

                                        * SETTLEMENT DISCOUNT IF TTYP = "P"

  04 &&EXRT     PIC 9(4,4)  COMP        * HOUSE EXCHGE RTE IF FX BATCH PRE 4.5.

  04 &&HLDN     PIC 9       COMP        * 1 IF HELD (CREDITORS ONLY)

  04 &&DUED     PIC 9(6)    COMP        * DUE DATE

  04 &&CURR     PIC X(3)                * (((TRANSACTION CURRENCY)))

                                        * (ONLY USED FOR PM400 SORT OR BY

                                        * (DL OR CL IF VERSION = 4.5 OR >).

  04 &&TMCD     PIC X(2)                * SETTLEMENT TERMS ON INVOICE/CREDIT

  04 &&SDIN     PIC S9(12,2) COMP       * SETTLEMENT AMOUNT ON INV./CREDIT

                                        * IN TRADING CURRENCY

  04 &&TREG     PIC X(15)               * TAX REGISTRATION NUMBER

  04 &&CTRY     PIC X(2)                * COUNTRY-ID FOR TAX PURPOSES

  04 &&DISD     PIC D                   * DISCOUNT DATE

  04 &&SENS     PIC X                   * CURRENCY SENSE BL2951

  04 &&ORNO     PIC X(8)                * Order no, used to share PROJ

                                        * If > 1, lowest used

  04 &&EXBA     PIC 9(6,6) COMP         * BASE EXCHANGE RATE, 0 = STANDARD RATE

  04 &&EXCB     PIC 9(6,6) COMP         * CASH BOOK EXCHNGE RATE 0=STANDARD RTE

*

* Following field added post 4.5. Used up 6 bytes of the filler. When a

* foreign currency transaction is transfered and the currencys involved

* do not have a fixed exchange rate (i.e. NOT sub-currency=>sub-currency)

* then the base net value may be passed in this field rather than DL120

* and CL120 recalculating it based on the transaction date. This field

* must be left zero if the currencies involved have fixed exchange rate.

*

  04 &&NETB     PIC S9(12,2) COMP       * BASE NET AMOUNT

03 FILLER       PIC X(6)                * UNUSED, SET TO LOW-VALUES

   VALUE LOW-VALUES                     * TOTAL REC. LEN. = 200b

.END
Debtors Auto-Transfer File, GL/Tax Analysis Record TL

This record holds the General Ledger and/or tax analysis either for each transaction or the batch as a whole. The TLSTAT field indicates the record type - T for tax, G for General Ledger. 

If both tax and General Ledger analysis are required, the GL records must equal the net amount of the transaction (or batch) as the GL analysis for the tax amounts specified are applied to the GL tax accounts specified for the company. If only GL analysis is required, it must equal the gross amount of the transaction (or batch). The net amount and tax amounts must equal the net and tax amounts of the transaction (or batch) respectively. If the tax or GL analysis records supplied as part of the transfer file do not balance, the batch cannot be posted; however it can be amended in Debtors Ledger.

If auto-post profit centre and/or account code modifiers have been entered for the customer through Customer Maintenance, the profit centre and account code on type ‘G’ records are altered accordingly as the record is processed.

.BOOK TL

******************************************************************

*

* AUTO-ENTRY FACILITY - GL/TAX DETAILS

*

* If the GL and TAX analysis has been performed “by batch”

* (See field THGLBB), then these records must follow the “TT”

* record to which they apply. Otherwise they must be after the

* last “TT” record for the batch to which they apply. The GL 

* and TAX analysis must balance for the batch posting to be

* successful. 

*

******************************************************************

03 &&RCID       PIC X(2)                * RECORD ID

   VALUE “TL”                           * ALWAYS = “TL”

03 &&STAT       PIC X                   * TYPE ‑ “T”= TAX; “G” = GL

03 &&PCID       PIC X(4)                * PROFIT‑CENTRE ID

03 &&ACID       PIC X(10)               * ACCOUNT ID

03 &&TXCD       PIC X(2)                * TAX CODE

03 &&JNAR       PIC X(30)               * JOURNAL NARRATIVE

03 &&COM1       PIC X(30)               * COMMENT 1

03 &&COM2       PIC X(30)               * COMMENT 2

03 &&VALUE                              * Iff TCVERS > 4.10

  04 &&NETA     PIC S9(12,2) COMP       * NET AMOUNT IN TRADING CURRENCY

  04 &&NETB     PIC S9(12,2) COMP       * NET AMOUNT IN BASE CURRENCY

                                        * CONVERTED AT TAX RATE FOR &&STAT=“T”

                                        *            HOUSE RATE FOR &&STAT=“G”

  04 &&UNIT     PIC S9(12,2) COMP       * UNITS

  04 &&TAXA     PIC S9(12,2) COMP       * TAX IN TRADING CURRENCY

                                        * NOT SET UP FOR PURCHASE INVOICES

                                        * NOT SET UP IF &&STAT = “G”

  04 &&TAXB     PIC S9(12,2) COMP       * BASE TAX PER TAX CODE CONVERTED

                                        * AT TAX EXCHANGE RATE

                                        * NOT SET UP IF &&STAT = “G”

03 &&ECVT       PIC 9 COMP              * = 1 IF ACQUISITIONS HALF OF INTRA‑EC

                                        * PAIR OF TYPE “T” RECORDS, ELSE = 0

03 &&ANID       PIC X(8)                * GL Analysis id 1

03 &&ANI2       PIC X(8)                * GL Analysis id 2

03 &&ORNO       PIC X(8)                * Order no, used to share PROJ

                                        * If > 1, lowest used

03 FILLER       PIC X(36)               * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 200b

.END
Debtors Auto-Transfer File, Allocation Record TW

This record holds the details of any allocations from the preceding transaction - up to three per record. The transactions allocated to must exist, must be posted and must be current (i.e. not archived) or they are ignored. Allocations of foreign currency transactions are ignored if a base amount is not supplied. However, invalid allocations do not result in the auto-transfer posting being aborted. 

.BOOK TW

*******************************************************************

* AUTO-ENTRY FILE - ALLOCATIONS

*

* The allocations apply to the previous “TT” record. 

* The transactions allocated to must exist as current

* transactions i.e. they cannot be archived and must be

* posted prior to the transfer file being posted. 

* If they cannot be found, the allocation will be ignored but

* the transfer will not be aborted. 

*       

*******************************************************************

03 &&RCID       PIC X(2)                * RECORD ID

   VALUE “TW”                           * ALWAYS = “TW”

03 &&NOAL       PIC 9 COMP              * NO. IN TABLE (1..5)

03 &&VALUE                              * If TCVERS > 3.00

  04 &&ALLN OCCURS 5

    05 &&TTYP   PIC X                   * ALLOCATED TO ‑ TRANS. TYPE

    05 &&CREF                           * ALLOCATED TO ‑ TRANS. REFN.

       07 &&DREF PIC X(6)               *  6 FOR DEBTORS

       07 FILLER PIC X(2)               *  8 FOR CREDITORS

    05 &&ALAM   PIC S9(12,2) COMP       * ALLOCATED AMOUNT FROM MAIN TRANSACTION

    05 &&ALBA   PIC S9(12,2) COMP       * ALLOCATED AMOUNT IN BASE

    05 &&EXGL   PIC S9(12,2) COMP       * EXCHANGE GAIN OR LOSS

    05 &&ALTO   PIC S9(12,2) COMP       * AMOUNT ALLOCATED TO TWCREF

                                        * IN THAT TRANSACTION’S CURRENCY

03 FILLER       PIC X(32)               * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 200b

.END
N.B. Please use all 8 characters of &&CREF for Debtors Ledger.
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Appendix B

Debtors Ledger Program Codes

 XE "program codes" 

 XE "Appendix B" 
Code
Program Name

DL110
Transaction Entry

DL120
Auto-transfers

DL130
Bank Session Report

DL140
Print Daybook             

DL150
Close the Session

DL210
Protect/Unprotect Period

DL220
Print Trial Balance Report

DL230
Print Statements

DL241
Print Tax Analysis Report

DL242
Print EC Sales List

DL250
Print GL Analysis Report

DL260
Create GL Transfer File

DL270
Close the Period

DL280
Purge Transactions

DL310
Company Totals: This Period




Code
Program Name

DL320
Company Totals: All Periods

DL330
Print Company Totals

DL340
Print Aged Transactions

DL350
Print Period Postings

DL360
Print Open Transactions

DL370
Print Customer Turnover Report

DL410
Customer Details

DL420
Customer Enquiry

DL430
Print Customer List

DL440
Print Customer Addresses

DL520
System Parameters

DL530
Interface Definitions

DL540
Reselect Company

DL550
Credit Rating Code Maintenance




This page is deliberately left blank

Index



$
$BARBL, 155

*
*bad batch status, 61, 115

*empty batch status, 60

A
about this manual, 3

Acceptable Allocation Discrepancy Window, 95

Account Balances for Company Window, 135

account balances report, 132, 135, 289

account codes, 207, 252

account currencies, 25, 55, 205, 208, 219

print statement balance in, 268

account currency balances, 26

Account Print Options Window, 167

accounting methods, 15, 209

acknowledgements required, 218

Action Menu. See Installation & Set-up Manual

actions, 166, 227

export, 161, 231

print, 168

select report by, 237, 239

Actions on Customer Window, 166, 227

add, 45

actions, 166, 228

addresses, 223

allocation details, 88

allocation transactions, 85

attributes. See Installation & Set-up Manual

batches, 59

companies. See Installation & Set-up Manual

contacts, 225, 232

credit claims, 73

credit rating code, 277

customers, 206

dishonoured cheques, 83

General Ledger analysis (distribution), 102

General Ledger transaction analysis, 104

interface definitions, 273

invoices, 64

journals, 75

notes, 166, 227

payments, 78

reversal journal, 76

tax analysis, 99

trading currencies, 219

add mode, 45

Address Details Window, 162, 223

Address/Contact Details Window, 232

addresses, 15, 223, 232

enquiries, 162

labels, 161, 231, 307

print, 238, 304

administration parameters, 243. See also Installation & Set-up Manual

age by period or by days, 248

aged balances, print on statements, 268

aged debt report, 190–94, 299

Aged Debt Report Window, 191

ageing

next period transactions, 65

overview, 27

system parameters, 248

ageing periods in days, 248

allocate batch now, 62, 112

allocate next period transactions, 248

allocated amount, 89, 92

Allocation Details Window, 182

allocations, 54–55, 85–98

enquiries, 182

foreign currency transactions, 26–27, 56

history, 256

overview, 20–21

system parameter, 248

Allocations Window, 87

alphanumeric account codes, 252

amend, 46

actions, 166, 228

addresses, 223

allocation details, 88

allocation transactions, 85

attributes. See Installation & Set-up Manual

batches, 111

companies. See Installation & Set-up Manual

contacts, 225

credit claims, 73

credit rating code, 277

customers, 206

dishonoured cheques, 83

General Ledger analysis (distribution), 102

General Ledger transaction analysis, 104

interface definitions, 273

invoices, 65

journals, 75

notes, 166, 227

payments, 78

reversal journal, 76

tax analysis, 99

trading currencies, 220

trading terms for transaction, 106

Amendment Options Menu, 230

amount of payment, 79

analysis. See General Ledger analysis, tax analysis

analysis by batch, 61

analysis by transaction, 62

analysis categories (General Ledger), 104–5

Appendix A, 309–16

Appendix B, 317

are multiple terms codes used, 262

attributes, 229

enquiries, 182

export, 161, 231, 305

maintenance. See Installation & Set-up Manual

overview, 17

Review, 38

Attributes for Customer Window, 182, 229

audit rates, 24, 109, 111

auditing, 28

customer maintenance, 235, 236, 246, 303

daybook, 121–26, 287

auto-allocate, 92

auto-allocation of document numbers, 249

auto-entry. See auto-transfers

automatic attributes, 229

automatic delivery charges, 217

automatic document numbers, 249

automatic lookups, 254

autopost profit centre/account modifier, 214

Auto-Transfer Window, 117

auto-transfers, 116–19

account modifier, 214

interface definitions, 272–75

overview, 18

technical details, 309–16

average days to pay, 16, 153

B
back orders, 217

bad batch status, 61, 115

balance forward accounting, 16, 155, 209, 255

balance methods, 15, 209

bank, 82

deposit report, 120, 286

banking, 21

base currency, 25, 108–11

Basic Functions, 41–49

Batch and Daybook Numbers Window, 250

batch currency, 55, 61

Batch Options Menu, 111

batches, 58

copy, 59

next number, 250

options, 111

posting, 53, 112

print, 112, 285

book currency, 55

BOS format, 274

branch accounts, 15, 65, 68, 208

enquiries, 163

branch of bank, 82

Branches Window, 162

buying group accounts, 15, 208

statements, 268

C
cash book currency, 55, 108–11

cash books, 62, 63, 112, 260

Cash Manager, 22, 60. See also Cash Manager Manual

consolidate postings, 274

interface definitions, 272

interface id, 258

postings, 22, 29, 113, 114, 127

chart of accounts, 68, 69, 102, 258

check accounts against General Ledger, 258

cheques, 77–82

dishonoured, 20, 60, 83–84, 88

numbers, 82

classification codes, 15, 215

system parameters, 270

close period, 29, 152–54

Close Period Window, 153

close session, 29, 127–28

Close Session Window, 127

closing rates, 132, 136, 137

code translation tables, 211

combine invoices, 218

comma separated variables (CSV), 34

comments, 68, 258

companies. See also Installation & Set-up Manual

customer details, 212–20

overview, 27

print address on statements, 267

selection, 276

totals

enquiries, 187, 188

report, 189, 298

system parameter, 256

Company Details Window, 212

Company Options Menu, 221

company parameters, 243. See also Installation & Set-up Manual

Company Selection Window, 276

Company SOP Details Window, 216

Company Totals, All Periods Window, 188

Company Totals, This Period Window, 187

company trial balance, 132, 134, 289

company-specific customer details, 212–20

Confirm Analysis Menu, 98

confirm currency information, 81. See also Cash Manager Manual

consolidate postings in Cash Manager, 274

consolidate postings in General Ledger, 62

consolidated analysis, 61

Consolidated Balances and Turnovers Window, 183

consolidated balances enquiries, 183–84

Consolidated Turnover Window, 184

Consolidation Details Window, 163

Consolidation Menu, 183

Contact Details Window, 163, 225

contacts, 225, 232

enquiries, 163

Contents, 5

contents lists, 34. See also Installation & Set-up Manual

control accounts, 214

control procedures, 28

control profit centres, 214

control totals, 112

batch, 63, 113

enquiries, 187, 188

report, 189, 298

system parameter, 256

Control Totals Report Window, 189

conventions used in this manual, 4

copy transactions, 59

country, 107, 222, 224

invoices, 70

create General Ledger transfer file, 149–51

credit checking, 17

credit claims, 19, 72–74

document numbers, 249

credit control, 17

credit journals, 75

credit limits, 213, 233

credit notes, 71

document numbers, 249

Credit Rating Code Maintenance Window, 277

credit ratings, 17, 213, 277–78

select report by, 192, 236

select statements by, 142

sequence report by, 193

cross rates, 108–11

currencies, 23–27, 108–11

batch, 61

customers, 25, 205, 208, 219

decimal precision, 66

definitions, 55

exposure report, 133, 136, 289

select report by, 192, 200, 236

select statements by, 142

sequence report by, 194

statements, 138, 268

suspend, 220

Currencies Window, 219

currency exposure report, 133, 136, 289

Currency Exposure Window, 136

currency information, 108–11

confirm, 81

Currency Information Window, 108

Currency Menu, 107

currency parameters. See Installation & Set-up Manual

current EC sales list quarter, 251

current list, 38. See also Installation & Set-up Manual

Current Period & Ageing Options Window, 247

Current Settings Window, 93

customer address list, 238–39, 304

Customer Address List Selection Criteria Window, 238

Customer Classification Titles Window, 270

customer details, 205–34

customer export, 279–82

Customer Export Menu, 281

Customer General Details Window, 206

customer list, 235–37, 303

Customer List Selection Criteria Window, 235, 240

Customer Maintenance, 203–40

customer maintenance audit report, 235, 236, 303

system parameters, 246

Customer Maintenance Audit Trail Window, 245

Customer Notes Window, 165, 226

Customer Selection Window, 159

Customer Tax Registration Codes Window, 169, 221

customer turnover report, 199–202, 302

Customer Turnover Report Window, 199

customers

actions, 166, 227

addresses, 223, 232

company details, 212–20

contact details, 225, 232

currencies, 25, 205, 208, 219

EDI details, 210–12

enquiries, 30, 157–84

general details, 206–10

mailing, 38, 305

notes, 165, 226

overview, 13–17

print, 167, 235–37, 296, 297, 303

refunds, 82–83

suspended, 278

tax registration details, 222

Customers to Include Menu, 200

D
data export, 31, 34, 161, 231, 279–82, 283

data folders & paths, 34. See also Installation & Set-up Manual

data pollution, 26

database rebuild, 155

daybook, 28, 121–26, 287

& posting batches, 113

next number, 250

Daybook Number Update Window, 125

Daybook Report Options Menu, 121

Daybook Report Window, 123

days to pay, 16, 153

de-allocate, 94

De-allocate Menu, 94

debit journals, 75

debit notes. See credit claims

Debtors Batches Window, 58

debtors control, 28

Debtors Ledger Parameters Menu, 243

decimal precision of currencies, 23, 66

default from prior, 59

default locations, 217

default trading terms, 262

defer exchange gain & loss, 263

Defer Exchange Gains and Losses Window, 263

deferred allocation, 62

Definitions of Auto-Transfer Interfaces Window, 273

delete, 46. See also purge, remove

actions, 166, 228

addresses, 223

allocation transactions, 85

attributes. See Installation & Set-up Manual

batches, 112

companies. See Installation & Set-up Manual

contacts, 225

credit claims, 73

credit rating code, 277

customers, 207

dishonoured cheques, 83

General Ledger analysis (distribution), 102

interface definitions, 273

invoices, 65

journals, 75

notes, 166, 227

payments, 78

reversal journal, 76

tax analysis, 99

trading currencies, 220

transfer files, 275

deleted batch status, 60

delivery addresses, 224, 233

delivery charges, 217

delivery instructions, 216

delivery labels, 217

detach attributes, 229

detailed daybook, 121, 287

detailed journals, 258

diary statements, 138

discounts, 69, 80, 106

General Ledger analysis, 78

negotiated, 218

override, 97

system parameter, 269

trade schemes, 217

write off discrepancies as, 95, 265, 266

discrepancies in payments, 95, 265, 266

dishonoured cheques, 20, 60, 83–84

allocations, 88

display. See also enquiries

exchange rates, 24

report, 48

distribution parameters, 243. See also Installation & Set-up Manual

document export option, 161, 231

document numbers, 249

Document Numbers Window, 248

drawer, 82

due date, 69

E
EC Sales List (ESL), 145, 294

system parameters, 251

EC Sales List Details Window, 251

EC Sales List Window, 145

EDI. See also EDI Manual

account codes, 15, 207, 224

address codes, 224

parameters, 16, 210

EDI Details Window, 210

Electronic Data Interchange. See EDI

empty batch status, 60

end of period, 29, 152–54

End of Period Processing, 129–56

End of Report Confirmation Window, 146

end of session, 29, 127–28

enquiries, 44, 157–84

control totals, 187, 188

exchange rate formats, 24

overview, 30

pop-up, 44

previous session batches, 58

Enquiry Options Menu, 160

Enter Transactions, 53–115

entry currency, 55, 66, 110

errors, 47

auto-transfers, 118

escudo, 23

euro, 24. See also master currencies

Excessive Exchange Gain/Loss Window, 96

exchange gain & loss, 27, 57, 90

defer, 263

excessive, 97

tolerances, 265, 266

unrealised, 133

exchange rate tables, 24

account balances report, 136

currency exposure report, 137

system parameter, 262

exchange rates, 23–25, 108–11. See also Installation & Set-up Manual

high, 26

exiting from a window or menu, 43

export acknowledgements/invoices, 211

F
fax numbers, 226, 233

lookups, 254

faxes, 161, 231

file name, 36

General Ledger  transfer file, 150

financial data, 16, 164

financial periods, 27, 247. See also Installation & Set-up Manual

& history, 256

close, 152–54

Financial Statistics Windows, 164

fixed rates, 109

floating exchange rates, 109

folders. See data, program & template folders

foreign currency transactions, 25–27, 55–58, 66, 108–11

definition, 55

General Ledger analysis, 103

history, 58

statements, 138, 268

tax, 100

Format of Customer Code Window, 252

format of exported data, 34

format of transfer file, 274

Formats Menu, 172

function key use, 49

G
gains on foreign exchange, 27, 57, 90

defer, 263

excessive, 97

tolerance, 265, 266

unrealised, 133

General Ledger, 60. See also General Ledger Manual

accounts, 69, 102

control, 214

defaults for customers, 214

analysis (distribution), 19, 21, 68, 101

auto-transfers, 116

by batch, 61

payment batches, 78

print on daybook, 124

report, 147, 295

reset, 105

reversal journals, 77

system parameters, 256, 257

check accounts against, 258

postings, 21, 113, 114, 147, 149

transaction analysis, 104–5

transfer file, 149–51, 259

General Ledger Interface Window, 259

General Ledger Options Window, 257

General Ledger Transaction Analysis Window, 104

GL Analysis Menu, 105

GL Analysis Report Window, 147

GL Analysis Window, 101

GL Transfer File Details Window, 150

Global 3000 Review, 38, 240, 283. See also Installation & Set-up Manual

Global System Manager (GSM). See also Global System Manager Manual

commands, 42

gross value, 66, 69

group accounts, 208

statements, 268

GUI (graphical user interface), 41

buttons, 49

H
hash totals, 63

head office accounting, 15, 208

header details, 58

header details, amend for batch, 112

help, 43

high balance, reset, 153

high exchange rates, 26

historical base currency balances, 26, 56, 112

historical transaction list, 167, 296

history, 29, 155–56

foreign currency transactions, 58

system parameters, 255

History Options Window, 255

hold transaction history system parameter, 256

house exchange rate table, 24, 262

House Exchange Rate Table Window, 262

I
if paid by, 69

immediate allocation, 62

import sales orders, 210

increment daybook number, 125

increment the ESL quarter, 146

Individual Statement Window, 143

individual statements, 140, 143, 161

insert mode, 45

inspect report, 48

Installation & Set-up Manual, 4

interface definitions, 272–75

interrupt purge, 154, 156

invoices, 19, 64–70

addresses, 224, 233

document numbers, 249

invoke program, 36

item date, 89, 92

Items in Batch (Allocations) Window, 85

Items in Batch (Credit Claims) Window, 72

Items in Batch (Credit Notes) Window, 71

Items in Batch (Customer Refunds) Window, 82

Items in Batch (Dishonoured Cheques) Window, 83

Items in Batch (Invoices) Window, 64

Items in Batch (Journals) Window, 75

Items in Batch (Payments) Window, 77

Items in Batch (Reversal Journals) Window, 76

ITG format, 274

J
journals, 75

document numbers, 249

reversal, 60, 76–77, 88

K
key customers, 214, 256

L
labels, 161, 217, 231, 307

last sequence no, 260

last sequence number of auto-transfers, 274

last statement run number, 267

last transfer, 117, 275

letter export option, 161, 231

level in trade discount scheme, 217

link attributes, 229. See also Installation & Set-up Manual

lire, 23

list templates, 37, 161, 231

locations, 216, 217

Lookup Code Setting Window, 253

lookup templates, 37

lookups, 15, 207, 253

losses on foreign exchange, 27, 57, 90

defer, 263

excessive, 97

tolerance, 265, 266

unrealised, 133

M
mailing customers, 38

main delivery addresses, 224, 233

main menus, 42

main or only cash book, 260

main or only trading terms, 262

main price lists, 216

Maintain Attributes. See Installation & Set-up Manual

maintenance audit option, 246

management information systems, 34

mandatory attributes, 230

manual conventions, 4

manual lookups, 254

manual postings

Cash Manager, 22, 29, 127

General Ledger, 21, 147, 149–51

master currencies, 23–25

statements, 138

maximum exchange gain, 266

maximum exchange loss, 266

members of buying groups, 15, 208

menus, 42

message on statements, 142, 170, 269

messages, error, 47

minimum balance, 236, 239

modes in Global 3000 software, 43

modifier for auto-transfers, 214

module-specific parameters, 243

moving through a list, 45

multi-company processing, 27

multi-currency batches, 61

multi-currency operation, 23–27

multi-currency statements, 138, 268

multi-part exchange rates, 24, 109

multiple cash books, 260

Multiple Cash Books Window, 260

multiple control accounts, 28, 214

multiple tax codes, 99

multiple trading terms, 262

N
named lists, 38. See also Installation & Set-up Manual

names, customer, 207

narratives, 68, 258

print on daybook, 124

negotiated discount, 218

net amount, 66

new page, start each batch on, 124

new page, start each currency on, 268

new period, 153

new statement run, 140

next audit report number, 246

next batch number, 250

next daybook number, 250

next document numbers, 249

next EC sales list number, 251

next period batches, 60

next period transactions, 65, 248

next transfer file id, 117

non-EC tax processing, 224

normal templates, 36

notes, 165, 226

export, 161, 231

print, 168

number of items in batch, 60

number of labels, 217

number of periods of history to be held, 256

number of statement run, 141

numbered templates, 36

numeric account codes, 252

numeric document numbers, 249

O
offer settlement discounts, 270

offline chart of accounts, 258. See also Installation & Set-up Manual

off-line chart of accounts, 68, 69, 102

on-line postings

Cash Manager, 22, 113, 114

General Ledger, 21, 113, 114, 149

open batch status, 61

open item accounting, 15, 155, 209, 255

open transactions report, 197–98, 301

Open Transactions Report Window, 197

operating currencies. See account currencies, base currency

operator id, 60, 150, 166, 228

overall exchange rates, 24, 111

Override Settlement Discount Window, 97

Overview, 11–38

P
page, start each currency on, 268

paid by, 69

parameters, 36. See also system parameters

part allocate, 91

part deliveries, 218

part invoices, 218

paths. See data, program & template paths

payment methods, 218

payments, 77–82

bank deposit report, 120, 286

document numbers, 249

period postings report, 32, 195–96, 300

Period Postings Report Window, 195

periods, financial, 27, 152–54, 247. See also Installation & Set-up Manual

& history, 256

phone numbers, 226, 233

lookups, 253

Please Confirm Posting Required Window, 112

pop-up enquiries, 44

position, 226, 232

postcodes, 224

lookups, 253

posted batch status, 61

posting batches, 53, 112

auto-transfers, 118, 275

postings from other modules, 18

prefixes for document numbers, 249

previous session batches, view, 58

price lists, 216

primary contacts, 226, 254

principal operating currencies. See account currencies, base currency

print, 47, 48. See also reports

batches, 112, 285

special stationery, 48

print address on remittances, 267

Print Options Window, 47

print previous statement run, 140

Print Run Options Menu, 140

Proceed with Auto-Entry Window, 118

product translation tables, 211

profit centres, 68, 102. See also General Ledger Manual

defaults for customers, 214

program codes, 317

program folders & paths, 36. See also Installation & Set-up Manual

program, invoke, 36

protect period, 131

Protect/ Unprotect Period Window, 131

purge transactions, 153, 155–56

foreign currency, 58

system parameters, 255

Q
quarter for ESL, 145, 251

quotation accounts, 16, 208

default tax calculations, 224

R
Readers' Comments, 329

rebuild databases, 155

red ink corrections, 22. See also Installation & Set-up Manual

refunds, 82–83

registration, 107, 222

enquiry, 169

invoices, 70

remove attributes, 229

repeat last statement print, 140

Report Format Menu, 237

Report Sequence Menu, 125, 193

reports, 185–202, 283–307

create in Word, 161, 231

display and inspect, 48

end of period, 132–48

end of session, 120–26

exchange rate formats, 24

on-line postings, 114

overview, 31

reprint daybooks, 124

reprint statements, 140

requested statements, 138, 140, 143, 161

Reselect Company, 276

Reset Company Credit Limits Window, 233

reset General Ledger analysis (distribution), 105

reset tax analysis, 101

restriction locations, 216

reversal journals, 20, 60, 76–77

allocations, 88

Review, 38, 240, 283. See also Installation & Set-up Manual

review customer list, 240

right justification, 249, 252, 271

rounding in currency conversions, 23

S
SAA-style main menus, 42

Sales Order Processing. See SOP

sales representatives, 15, 213

select report by, 192, 236

select statements by, 142

sequence report by, 193

system parameters, 270

Sample Reports, 283–307

sample templates, 36

scenario maintenance, 241. See also Installation & Set-up Manual

scenarios, 34. See also Installation & Set-up Manual

search, 44

search button, 44

search facilities, 13

searching on telephone number lookups, 253

Select Report Type Menu, 167

selecting an entry from a list, 45

sequence checking in EDI, 211

sequence number for transfer file, 260

session bank deposit report, 120, 286

Session Bank Deposit Report Window, 120

sessions, 29, 127–28

Settlement Discount Options Window, 269

settlement discounts. See discounts

settlement terms. See trading terms

Settlement Terms Details Window, 106

single currency batches, 61

small discrepancies, 95

SOP. See also SOP Manual

auto-transfers, 18, 116, 272

credit control, 17

currency of sales orders, 209

customer categories, 215

defaults for customers, 15, 216–20

exchange rate table, 262

telesales, 16, 208

source id, 117, 259, 274

special price lists, 216

special stationery, 139, 291

Speedbase Presentation Manager, 241. See also Speedbase Presentation Manager Manual

spooler, 48

spot rates, 108–11

spreadsheets, 34

standard customer print, 167, 297

start each currency on a new page, 268

startpoints, 34, 281. See also Installation & Set-up Manual

Statement for Customer Window, 169

Statement Print for Company, 141

Statement Print Options Window, 266

statements, 32, 138–43

addresses, 224, 233

balance forward format for open item accounts, 210

exclude next period transactions, 248

export during enquiries, 161

printed examples, 291

suppress for customers, 215

suppress reversed transactions, 77

system parameters, 267

stationery, 48, 139, 291

statistics, 185–202

status, batch, 60

structure of this manual, 3

styles, 34. See also Installation & Set-up Manual

sub-currencies, 23–25

statements, 138

suspend, 220

summary daybook, 122, 288

summary journals, 258

suppress reversals from statement, 77

suspend currencies, 220

suspended accounts, 142, 278

system parameters, 243–71. See also Installation & Set-up Manual

T
tax, 67, 270

abbreviation, 67. See Installation & Set-up Manual

amount, 67

codes, 169

country, 107

exchange rate table, 24, 100. See also Installation & Set-up Manual

overview, 21

registrations, 107, 169, 222

reports, 33, 144–46, 293, 294

status, 209, 224

UK processing, 68

tax analysis, 99

by batch, 61

non-standard trading terms, 106

report, 144, 293

reset, 101

reversal journals, 77

Tax Analysis Menu, 100

Tax Analysis Report Window, 144

Tax Analysis Window, 99

Tax Details Window, 106

Tax Reports Menu, 144

telephone numbers, 226, 233

lookups, 253

telesales, 16

template folders & paths, 36. See also Installation & Set-up Manual

templates for exports, 36

terminology

allocations, 54, 88

currencies, 55

exchange rates, 109

terms codes. See trading terms

Terms Codes Details Window, 261

territories, 15, 214

select statements by, 142

system parameters, 270

title for General Ledger batches, 258

title of batch, 59, 112

today, 66

tolerance for exchange gain & loss, 97

tolerance for zero balance, 267

Tolerance Levels in Allocation Window, 265

topic of action, 166, 228

total entered in batch, 63, 114

trade debtors control, 28

trade discount schemes, 217

trading currencies, 25, 55, 205, 209, 219

suspend, 220

trading currency totals, 26, 112

trading terms, 67

change for transaction, 106

default for customer, 214

select report by, 191, 236

system parameters, 261

transaction analysis, 22, 104–5

transaction date, 65

Transaction Processing, 51–128

Transaction Purge Window, 156

transactions

copy, 59

enquiries, 170–82

entry, 53–115

foreign currency, 25–27, 55–58, 66, 108–11

history, 29, 255

normal procedure for entering, 53

numbering, 249

overview, 18–22

posting, 53

purge, 153, 155–56, 255

Transactions Menu, 170

Transactions Window (Base Values Format), 178

Transactions Window (Comment 1 Format), 176

Transactions Window (Comment 2 Format), 177

Transactions Window (Currency Format), 179

Transactions Window (Date Format), 171

Transactions Window (Narrative Format), 175

Transactions Window (Net Format), 180

Transactions Window (Original Format), 181

transfer batches from other systems. See auto-transfers

Transfer file deletion delay, 275

transfer file details, 274

translation tables for EDI, 211

Trial Balance for Company Window, 134

Trial Balance Menu, 133

trial balance report, 132–37

Turnover in Menu, 201

turnovers

enquiries, 183–84

report, 199–202, 302

Tutorial. See Installation & Set-up Manual

types of batch, 60

types of customers, 208

U
UK tax processing, 68

Unallocated Items Window, 90

units, 103

auto-transfer file, 117, 151

General Ledger transfer file, 259

statement print, 267

transfer files, 274

unprotect period, 131

unrealised exchange gain & loss, 133

updated by, on, at, 63

V
value-table-type attributes, 230

VAT Reconciliation Report, 33. See also Installation & Set-up Manual & General Ledger Manual

& consolidated postings, 61

W
warning messages, 47

window processing modes, 43

withdrawal of sub-currency, 25

word processing packages, 34

write off exchange gain/loss, 58

write off small discrepancies, 95

write off variance, 265, 266

Z
zero balances, print on statements, 267

zero fill customer codes, 252




Readers’ Commentsxe "Readers' Comments"
Please use this form to note any errors or omissions you find in this manual. Attach it to a standard fax form and fax it to the Global Hotline on 0171-404 2378.

Manual: Global 3000 Debtors Ledger Manual Version 4.5

Your name: 

Job Title:

Company:

Address:



Please describe the problem:
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Global 3000 Debtors Ledger                       SALES DAYBOOK SERIAL      3                           Operator   cjb  Page        1


                                             Current Period 1998/ 3 ending 31/03/98


                                             Next    Period 1998/ 4 ending 30/04/98                    Date   22/10/98 Time 15.08.07


INVOICES      Batch     17     Past Period (1998/ 2 ends 28/02/98)   Global 3000 S.O.P.       Cpy A1 Standext Systems Ltd


 Entered by ����         Last Amended by MH   at 28/02/98 10.10.13                             Items     6           Status   POSTED


 Control Total        123400.62     Amended from             0.00 by MH                        Source SO             Currency STR





  Date   Account                        Last Daybook/Batch/Item  Document                        NET             TAX           Total


                                        GL -- Analysis --  TAX


12/02/98 WATS010 Watsons Plc                       1/    12/   4 INV00099                   20319.02         3555.82        23874.84


         ORD00029


                                          /    /          /S


         WATS010                        A1/MID /A1003                                        3501.23


         ORD00029                               INV INV00099


         WATS010                        A1/MID /A1000                                        1071.53


         ORD00029                               INV INV00099


         WATS010                        A1/MID /A1002                                       10052.26


         ORD00029                               INV INV00099


         WATS010                        A1/MID /A1001                                        5694.00


         ORD00029                               INV INV00099


12/02/98 CUPI001 C.U.P. International              4/    23/   1 INV00094                    6840.00            0.00         6840.00


         ORD00011


         CUPI001                        A1/NTH /A1002     /O


         ORD00011                               INV INV00094


12/02/98 ANDE001 Anderton Ltd                      1/    14/   2 INV00095                   19730.26         3452.79        23183.05


         ORD00025


                                          /    /          /S


         ANDE001                        A1/NTH /A1001                                       15318.00


         ORD00025                               INV INV00095


         ANDE001                        A1/NTH /A1002                                        4412.26


         ORD00025                               INV INV00095


12/02/98 ANDR001 Andrew Leonard Ltd                1/    13/   1 INV00096                   26360.00         4613.00        30973.00


         ORD00026


                                          /    /          /S


         ANDR001                        A1/NTH /A1002                                       23360.00


         ORD00026                               INV INV00096


         ANDR001                        A1/NTH /A1001                                        3000.00


         ORD00026                               INV INV00096


12/02/98 BLAK001 Blakelock Insurance Brokers       1/    12/   5 INV00097                   16681.00         2919.17        19600.17


         ORD00027


                                          /    /          /S


         BLAK001                        A1/STH /A1001                                       14080.00


         ORD00027                               INV INV00097


         BLAK001                        A1/STH /A1000                                        1305.00


         ORD00027                               INV INV00097


         BLAK001                        A1/STH /A1002                                        1296.00


         ORD00027                               INV INV00097


12/02/98 BROW001 Brownlow of Preston               1/    12/   3 INV00098                   16110.27         2819.29        18929.56


         ORD00028


                                          /    /          /S











Global 3000 Debtors Ledger                             BANK DEPOSIT REPORT                           Operator  cjb     Page        1





Company A1 Standext Systems Ltd                                                                      Date  22/10/98    Time 14.55.37





Cash Book: B1 Natwest Current Account                                                            Currency:  STR Sterling





Drawer                         Bank/Branch                 Cheque Number        Received              Entry                 Book STR


Blakelock Insurance Brokers    Barclays/124 The Strand     124695               26/03/98            3480.00 STR              3480.00


Future Design Ltd              Lloyds Bank Ltd/12 Hanover  1456736              26/03/98             542.45 STR               542.45


A Neal & Sons                  BANK/BRANCH                 12345678             26/03/98            2000.00 STR              2000.00


                                                                                                                    ================


                                  DEPOSIT TOTAL                                                                              6022.45








---------------------------------------------------------- END OF REPORT -----------------------------------------------------------
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Global 3000 Debtors Ledger                       SALES DAYBOOK SERIAL      3                             Operator  cjb    Page     1





Company A1 Standext Systems Ltd                              SUMMARY                                     Date   22/10/98  15.38.25


Company A1 Totals STR            Daybook      Period ending 31/03/98      Period ending 30/04/98        Year to 31/03/98


 -----------------------      -----------      ----------------------      ----------------------        ----------------


Balance Brought Forward        943311.80                   943311.80                   867753.35                989285.00


Invoices                       356470.09                   108634.64                        0.00                853287.75


Credits                             0.00                        0.00                        0.00                     0.00


Payments                            0.00                  -184193.09                        0.00               -974819.40


Discounts                           0.00                        0.00                        0.00                     0.00


Journal Debits                      0.00                        0.00                        0.00                     0.00


Journal Credits                     0.00                        0.00                        0.00                     0.00


Exchange Gain/Loss                  0.00                        0.00                        0.00                     0.00


Ledger Balances               1299781.89                   867753.35                   867753.35                867753.35











 TAX Analysis for company A1 - Standext Systems Ltd           period 1998/ 2 (ending 28/02/98)


 ---------------------------------------------------------------------------------------------





 Code   Description             Rate                  Net                 TAX


  C     Community Export VAT     0.00            12357.23                0.00


  O     Overseas Export VAT      0.00             6840.00                0.00


  S     Standard VAT Rate       17.50           287040.79            50232.07


                                         ================    ================


                               TOTALS           306238.02            50232.07





 GL Analysis for company A1 - Standext Systems Ltd           period 1998/ 2 (ending 28/02/98)


 --------------------------------------------------------------------------------------------





 Co  PC  Account    Description                          Net Amount


 A1/MID /A1000      Sales - Projectors                      5197.50


 A1/MID /A1001      Sales - Highlighters                   42858.00


 A1/MID /A1002      Sales - Filing Trays                   32882.95


 A1/MID /A1003      Sales - Accessories                    15543.28


 A1/NTH /A1000      Sales - Projectors                      3132.52


 A1/NTH /A1001      Sales - Highlighters                   46157.00


 A1/NTH /A1002      Sales - Filing Trays                   67939.16


 A1/NTH /A1003      Sales - Accessories                    15223.38


 A1/STH /A1000      Sales - Projectors                      7660.38


 A1/STH /A1001      Sales - Highlighters                   38717.85


 A1/STH /A1002      Sales - Filing Trays                   25342.00


 A1/STH /A1003      Sales - Accessories                     5584.00


                                                   ================


                              Daybook Totals              306238.02








                                                        ** End of Report **














Global 3000 Debtors Ledger                              COMPANY TRIAL BALANCE                        Operator    PWN   Page        1





Company A1 Standext Systems Ltd                              Currency STR                            Date 23 Nov 1998  Time 12.10.16





                                            Current Period 1998/ 3 ending 31 Mar 1998





                                            Opening Balance    Current Period   Closing Balance


 Account  Name                                     01/03/98          Postings          31/03/98


 ANDE001 Anderton Ltd                             102302.68         -27910.13          74392.55


 ANDR001 Andrew Leonard Ltd                       106516.68          -4038.73         102477.95


 ANDR010 Andrews Estate Agents                         0.00           8088.70           8088.70


 BLAK001 Blakelock Insurance Brokers               92705.08          17975.70         110680.78


 BROW001 Brownlow of Preston                       95877.51         -34871.45          61006.06


 CUPI001 C.U.P. International                      97349.71          -6750.00          90599.71


 DAVI001 Davies & Brown                            23439.21                            23439.21


 DESI010 Design Graphics ltd                       30718.27                            30718.27


 FUTU005 Future Design Ltd                         22787.95                            22787.95


 GILE001 Gilera Cartoleria                         24057.71         -14030.09          10027.62


 NEAL015 A Neal & Sons                             11344.62                            11344.62


 PEAK001 Peak (Ins & Investment) Agents            49870.74                            49870.74


 PRIC010 Price & Partners                          16731.51                            16731.51


 READ001 Reading Stationery                        38451.32                            38451.32


 REPS001 Repsol Marine UK                          12852.70                            12852.70


 SAFC001 Safco Stationery Supplies                 95058.22                            95058.22


 TUVE001 TUV Engineering Ltd                       18077.08                            18077.08


 UNIT001 United Office Supplies                    23879.52                            23879.52


 WATS010 Watsons Plc                               81291.29          -8000.00          73291.29





                                            ---------------   ---------------   ---------------


 Totals for A1 Standext Systems Ltd               943311.80         -69536.00         873775.80


                                            ===============   ===============   ===============








---------------------------------------------------------- END OF REPORT -----------------------------------------------------------
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Global 3000 Debtors Ledger                              TAX ANALYSIS REPORT                         Operator      cjb  Page        1





Company A1 Standext Systems Ltd                   YEAR 1998 PERIOD  3 ENDING 31/03/98               Date  11 Nov 1998  Time 17.08.31


----------- DEBITS ------------   ----------- CREDITS -----------


   Batch Customer  Name                     Transaction     Date               Net             TAX               Net             TAX





TAX code C  Community Export VAT





      24 GILE001  Gilera Cartoleria         INV INV00116  15/03/98         9799.70


                                                                   --------------- ---------------   --------------- ---------------


Total for TAX code C  Community Export VAT                                 9799.70            0.00              0.00            0.00





TAX code S  Standard VAT Rate





      25 ANDR010  Andrews Estate Agents     INV INV00111  15/03/98         6884.00         1204.70


      25 ANDE001  Anderton Ltd              INV INV00112  15/03/98        12146.18         2125.58


      25 ANDR001  Andrew Leonard Ltd        INV INV00113  15/03/98        22766.00         3984.05


      25 BLAK001  Blakelock Insurance Broke INV INV00114  15/03/98        21724.00         3801.70


      25 BROW001  Brownlow of Preston       INV INV00115  15/03/98        20594.67         3604.06


      31 NEAL015  A Neal & Sons             INV INV00118  26/03/98         1000.00          175.00


      31 ANDE001  Anderton Ltd              INV INV00119  26/03/98          150.00           26.25


      33 WATK005  Geo Watkins               CRD CRD00002  26/03/98                                            145.00           25.37


                                                                   --------------- ---------------   --------------- ---------------


Total for TAX code S  Standard VAT Rate                                   85264.85        14921.34            145.00           25.37





                                                                   --------------- ---------------   --------------- ---------------


                                      Total for Company A1                95064.55        14921.34            145.00           25.37


                                                                   =============== ===============   =============== ===============











                                                       *** End of Report ***


�















Global 3000 Debtors Ledger                             ** EC SALES LIST **                               Operator AMF      Page    1


                                                                                                         Date 26/03/93 Time 11.19.33





                                                                              Company A1  Standext Systems Ltd


                                                                              VAT Registration 293 2384 21


                                                                              Calendar Quarter 93/ 1


                                                                              Serial Number       1





Customer                                 Country  VAT Registration  Supply Value





GILE001  Gilera Cartoleria                 IT     04196760013              33857








                                                       *** End of Report ***



































Global 3000 Debtors Ledger                        GENERAL LEDGER TRANSFER REPORT                     Operator    cjb   Page        1


                                                            DETAILED


Company A1 Standext Systems Ltd                       YEAR 1998  PERIOD  3                           Date 11 Nov 1998  Time 17.21.05


Batch/Item Account    Date    Reference Narrative                        Currency Value                Amount           Units





PC/Account  STH  A1000      Sales - Projectors


          31/   1 NEAL015 26/03/1998 INV00118                                                                1000.00           0.000


                                                                                                     --------------- ---------------


                                                Total amounts posted for Account STH /A1000                  1000.00           0.000


                                                                                                     =============== ===============








PC/Account  STH  B1005      Stock Write-off


          33/   1 WATK005 26/03/1998 CRD00002  Goods damaged in transit                                      -145.00           0.000


                                                                                                     --------------- ---------------


                                                Total amounts posted for Account STH /B1005                  -145.00           0.000


                                                                                                     =============== ===============








PC/Account  STH  P1000      Nat West Current Account


          26/   0                              PAYMENT   unallocated cash                                 -121840.85           0.000


          27/   0                              PAYMENT   Sundry Revenue                                    -15000.00           0.000


          28/   0                              PAYMENT   Sundry Receipts                                   -17500.00           0.000


          32/   1 BLAK001 26/03/1998       45                                                               -3480.00           0.000


          32/   2 FUTU005 26/03/1998       46                                                                -542.45           0.000


          32/   3 NEAL015 26/03/1998       47                                                               -2000.00           0.000


          34/   1 DESI010 26/03/1998        1  REVERSAL OF PAY 2435                                           453.64           0.000


                                                                                                     --------------- ---------------


                                                Total amounts posted for Account STH /P1000               -159909.66           0.000


                                                                                                     =============== ===============








PC/Account  STH  P1002      Nat West Lire Account


          29/   0                              PAYMENT   Lire Receipt                                       -8936.17           0.000


          30/   0                              PAYMENT   Lire Receipts                                     -14893.62           0.000


                                                                                                     --------------- ---------------


                                                Total amounts posted for Account STH /P1002                -23829.79           0.000


                                                                                                     =============== ===============








PC/Account  STH  S1000      VAT Outputs Account


          31/   2 ANDE001 26/03/1998 INV00119  Standard VAT Rate                                               26.25           0.000


          33/   1 WATK005 26/03/1998 CRD00002  Standard VAT Rate                                              -25.37           0.000


          31/   1 NEAL015 26/03/1998 INV00118  Standard VAT Rate                                              175.00           0.000


                                                                                                     --------------- ---------------


                                                Total amounts posted for Account STH /S1000                   175.88           0.000


                                                                                                     =============== ===============








                                                                                                     --------------- ---------------


                                                Total amounts posted for Company A1                       -182558.57           0.000


                                                                                                     =============== ===============








---------------------------------------------------------- END OF REPORT -----------------------------------------------------------


�












Global 3000 Debtors Ledger   ** COMPANY CONTROL TOTALS **      A1 Standext Systems Ltd                   Operator PWN      Page:   1



                                                                                                         Date 23/11/98 Time 13.26.17














                                       For Period 1998/ 3 ending 31/03/98






                                         Current          Current             Next


                                         Session           Period           Period





                B/Forward              873775.80        943311.80        873775.80



                Invoices                    0.00        108634.64             0.00


                Credit Notes                0.00             0.00             0.00


                Journal Debits              0.00             0.00             0.00


                Journal Credits             0.00             0.00             0.00


                Payments                    0.00       -178170.64             0.00


                Sett. Discount              0.00             0.00             0.00


                Exchange G/L                0.00             0.00             0.00


                                ================ ================ ================


                Total                  873775.80        873775.80        873775.80








                                                       *** End of Report ***


�












Global 3000 Debtors Ledger                                AGED DEBT AT 31/03/1998                    Operator    PWN   Page        1



                                                    DETAILED REPORT AGED BY INVOICE DATE



Company A1 Standext Systems Ltd                        TRANSACTIONS IN ACCOUNT CURRENCY              Date 23 Nov 1998  Time 13.26.46


Sequence - By Customer Code





                                                         02/03/1998   31/01/1998   01/01/1998   02/12/1997



                                               After         to           to           to           to         Before        Current


       Phone           Last Paid   Limit    31/03/1998   31/03/1998   01/03/1998   30/01/1998   31/12/1997   02/12/1997      Balance


Customer Name                           Terms             Rep. Contact





ANDE001  Anderton Ltd                   D60   D60    0.00 JW   Daniel Carter



       0736 258965     31/03/98       250000



 INV INV00076 13/01/98 ORD00003                                                      18295.38                               18295.38


 INV INV00092 26/01/98 ORD00023                                                      38681.89                               38681.89


 INV INV00095 12/02/98 ORD00025                                         23183.05                                            23183.05


 INV INV00100 15/02/98 ORD00031                                         22142.36                                            22142.36


 INV INV00112 15/03/98 ORD00047                            14271.76                                                         14271.76


 PAY AN32     15/03/98                                    -38681.89                                                        -38681.89


 PAY       38 31/03/98 Cash Receipt                        -3500.00                                                         -3500.00





   Customer Total for ANDE001



                                         ------------- ------------ ------------ ------------ ------------ ------------ ------------


                    STR                           0.00    -27910.13     45325.41     56977.27         0.00         0.00     74392.55





ANDR001  Andrew Leonard Ltd             D60   D60    0.00 GB   Andrew Leonard



       0509 652351     31/03/98       200000


 INV INV00077 16/01/98 ORD00005                                                      25630.27                               25630.27


 INV INV00083 19/01/98 ORD00014                                                       1658.51                                1658.51


 INV INV00084 21/01/98 ORD00015                                                      20313.40                               20313.40


 INV INV00091 25/01/98 ORD00022                                                      27941.50                               27941.50


 INV INV00096 12/02/98 ORD00026                                         30973.00                                            30973.00


 INV INV00113 15/03/98 ORD00048                            26750.05                                                         26750.05


 PAY AN33     15/03/98                                    -27288.78                                                        -27288.78


 PAY       39 31/03/98 Cash Receipt                        -3500.00                                                         -3500.00





   Customer Total for ANDR001



                                         ------------- ------------ ------------ ------------ ------------ ------------ ------------



                    STR                           0.00     -4038.73     30973.00     75543.68         0.00         0.00    102477.95





ANDR010  Andrews Estate Agents          D30   D30    0.00 AG



                       00/00/00        10000



 INV INV00111 15/03/98 ORD00046                             8088.70                                                          8088.70





   Customer Total for ANDR010



                                         ------------- ------------ ------------ ------------ ------------ ------------ ------------


                    STR                           0.00      8088.70         0.00         0.00         0.00         0.00      8088.70





                                         ============= ============ ============ ============ ============ ============ ============


   REPORT TOTAL STR                               0.00    -47505.91    174850.43    291853.31     82205.40         0.00    501403.23
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                                                    DETAILED REPORT AGED BY INVOICE DATE


Company A1 Standext Systems Ltd                        TRANSACTIONS IN ACCOUNT CURRENCY              Date 23 Nov 1998  Time 13.33.22


-----------------------------------------------------------------------------------------------------------------------------------


                                                         Sequence - By Customer Code





                                                         02/03/1998   31/01/1998   01/01/1998   02/12/1997



                                               After         to           to           to           to         Before        Current


       Phone           Last Paid   Limit    31/03/1998   31/03/1998   01/03/1998   30/01/1998   31/12/1997   02/12/1997      Balance


Customer Name                           Terms             Rep. Contact





ANDE001  Anderton Ltd                   D60   D60    0.00 JW   Daniel Carter


       0736 258965     31/03/98       250000


 INV INV00076 13/01/98 ORD00003                                                      18295.38                               18295.38


 INV INV00092 26/01/98 ORD00023                                                      38681.89                               38681.89


 INV INV00095 12/02/98 ORD00025                                         23183.05                                            23183.05


 INV INV00100 15/02/98 ORD00031                                         22142.36                                            22142.36


 INV INV00112 15/03/98 ORD00047                            14271.76                                                         14271.76


 PAY AN32     15/03/98                                    -38681.89                                                        -38681.89


 PAY       38 31/03/98 Cash Receipt                        -3500.00                                                         -3500.00





   Customer Total for ANDE001



                                         ------------- ------------ ------------ ------------ ------------ ------------ ------------



                    STR                           0.00    -27910.13     45325.41     56977.27         0.00         0.00     74392.55





ANDR001  Andrew Leonard Ltd             D60   D60    0.00 GB   Andrew Leonard



       0509 652351     31/03/98       200000



 INV INV00077 16/01/98 ORD00005                                                      25630.27                               25630.27


 INV INV00083 19/01/98 ORD00014                                                       1658.51                                1658.51


 INV INV00084 21/01/98 ORD00015                                                      20313.40                               20313.40


 INV INV00091 25/01/98 ORD00022                                                      27941.50                               27941.50


 INV INV00096 12/02/98 ORD00026                                         30973.00                                            30973.00


 INV INV00113 15/03/98 ORD00048                            26750.05                                                         26750.05


 PAY AN33     15/03/98                                    -27288.78                                                        -27288.78


 PAY       39 31/03/98 Cash Receipt                        -3500.00                                                         -3500.00





   Customer Total for ANDR001


                                         ------------- ------------ ------------ ------------ ------------ ------------ ------------


                    STR                           0.00     -4038.73     30973.00     75543.68         0.00         0.00    102477.95





ANDR010  Andrews Estate Agents          D30   D30    0.00 AG



                       00/00/00        10000



 INV INV00111 15/03/98 ORD00046                             8088.70                                                          8088.70





   Customer Total for ANDR010



                                         ------------- ------------ ------------ ------------ ------------ ------------ ------------



                    STR                           0.00      8088.70         0.00         0.00         0.00         0.00      8088.70











                                         ============= ============ ============ ============ ============ ============ ============



   REPORT TOTAL STR                               0.00    -23860.16     76298.41    132520.95         0.00         0.00    184959.20
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                                                    DETAILED REPORT AGED BY INVOICE DATE


Company A1 Standext Systems Ltd                        TRANSACTIONS IN ACCOUNT CURRENCY              Date 23 Nov 1998  Time 13.33.23


-----------------------------------------------------------------------------------------------------------------------------------


                                                         Sequence - By Customer Code





                                                         02/03/1998   31/01/1998   01/01/1998   02/12/1997



                                               After         to           to           to           to         Before        Current


       Phone           Last Paid   Limit    31/03/1998   31/03/1998   01/03/1998   30/01/1998   31/12/1997   02/12/1997      Balance


Customer Name                           Terms             Rep. Contact




















                                                         CURRENCY        VALUE AT                                VALUE AT



                    CURRENCY                                TOTAL      ENTRY RATE   CURRENT EXCHANGE RATE    CURRENT RATE


                    -----------------------------------------------------------------------------------------------------


                    STR   Sterling                      184959.20       184959.20                               184959.20


                                                                     ============                            ============


                     Report Total STR                                   184959.20                               184959.20














---------------------------------------------------------- END OF REPORT -----------------------------------------------------------
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Company A1 Standext Systems Ltd                TRANSACTIONS SHOWN IN ACCOUNT CURRENCY                   Date 23/11/98  Time 13.26.51


For Current Period 1998/ 3  ending 31/03/98





Customer  Name                                     Currency Terms                Net            VAT/           Total             STR



 Batch/Item Opid   Number   Date   Narrative                                  Amount        Discount          Amount          Amount





ANDE001  Anderton Ltd                                STR      B






    25/   2 MH   INV00112 15/03/98 ORD00047                                 12146.18         2125.58        14271.76        14271.76


    26/   1 MH   AN32     15/03/98                                         -38681.89            0.00       -38681.89       -38681.89


    27/   2 MH         38 31/03/98 Cash Receipt                             -3500.00            0.00        -3500.00        -3500.00


                                                                                                     --------------- ---------------


  Customer STR Balances - Opening        102302.68          Closing         74392.55  Net Movement         -27910.13       -27910.13





ANDR001  Andrew Leonard Ltd                          STR      B






    25/   3 MH   INV00113 15/03/98 ORD00048                                 22766.00         3984.05        26750.05        26750.05



    26/   2 MH   AN33     15/03/98                                         -27288.78            0.00       -27288.78       -27288.78


    27/   3 MH         39 31/03/98 Cash Receipt                             -3500.00            0.00        -3500.00        -3500.00


                                                                                                     --------------- ---------------


  Customer STR Balances - Opening        106516.68          Closing        102477.95  Net Movement          -4038.73        -4038.73





ANDR010  Andrews Estate Agents                       STR      A






    25/   1 MH   INV00111 15/03/98 ORD00046                                  6884.00         1204.70         8088.70         8088.70



                                                                                                     --------------- ---------------


  Customer STR Balances - Opening             0.00          Closing          8088.70  Net Movement           8088.70         8088.70





BLAK001  Blakelock Insurance Brokers                 STR      A





    25/   4 MH   INV00114 15/03/98 ORD00049                                 21724.00         3801.70        25525.70        25525.70



    28/   1 MH         40 31/03/98 Cash Receipt                             -7550.00            0.00        -7550.00        -7550.00


                                                                                                     --------------- ---------------


  Customer STR Balances - Opening         92705.08          Closing        110680.78  Net Movement          17975.70        17975.70





BROW001  Brownlow of Preston                         STR      C






    25/   5 MH   INV00115 15/03/98 ORD00050                                 20594.67         3604.06        24198.73        24198.73


    26/   3 MH   BR36     15/03/98                                         -55870.18            0.00       -55870.18       -55870.18


    28/   3 MH         42 31/03/98 Cash Receipt                             -3200.00            0.00        -3200.00        -3200.00


                                                                                                     --------------- ---------------


  Customer STR Balances - Opening         95877.51          Closing         61006.06  Net Movement         -34871.45       -34871.45





CUPBRC   test                                        STR






                                            NO TRANSACTIONS THIS PERIOD





---------------------------------------------------------- END OF REPORT -----------------------------------------------------------


�
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Company A1 Standext Systems Ltd                TRANSACTIONS SHOWN IN ACCOUNT CURRENCY                   Date  23/11/98 Time 13.27.00


Effective Date 31/03/98            OUTSTANDING ITEMS





Customer Transaction                  Currency  Terms  Discount          Discount         Original      Outstanding      Outstanding



    Type  Number   Date   Narrative         Due     Date                  Offered           Amount           Amount              STR


ANDE001 Anderton Ltd                     STR      B    D/ 60  D/ 60/ 0.00%  Due 60 Days





    INV INV00076 13/01/98 ORD00003       14/03/98 14/03/98                   0.00         18295.38         18295.38         18295.38


    INV INV00092 26/01/98 ORD00023       27/03/98 27/03/98                   0.00         38681.89         38681.89         38681.89


    INV INV00095 12/02/98 ORD00025       13/04/98 13/04/98                   0.00         23183.05         23183.05         23183.05


    INV INV00100 15/02/98 ORD00031       16/04/98 16/04/98                   0.00         22142.36         22142.36         22142.36


    INV INV00112 15/03/98 ORD00047       14/05/98 14/05/98                   0.00         14271.76         14271.76         14271.76


    PAY AN32     15/03/98                14/05/98 14/05/98                   0.00        -38681.89        -38681.89        -38681.89


    PAY       38 31/03/98 Cash Receipt   14/05/98 14/05/98                   0.00         -3500.00         -3500.00         -3500.00


                                                                                                                     ---------------


                  Customer Total     STR                                                                                    74392.55





ANDR001 Andrew Leonard Ltd               STR      B    D/ 60  D/ 60/ 0.00%  Due 60 Days






    INV INV00077 16/01/98 ORD00005       17/03/98 17/03/98                   0.00         25630.27         25630.27         25630.27


    INV INV00083 19/01/98 ORD00014       20/03/98 20/03/98                   0.00          1658.51          1658.51          1658.51


    INV INV00084 21/01/98 ORD00015       22/03/98 22/03/98                   0.00         20313.40         20313.40         20313.40


    INV INV00091 25/01/98 ORD00022       26/03/98 26/03/98                   0.00         27941.50         27941.50         27941.50


    INV INV00096 12/02/98 ORD00026       13/04/98 13/04/98                   0.00         30973.00         30973.00         30973.00


    INV INV00113 15/03/98 ORD00048       14/05/98 14/05/98                   0.00         26750.05         26750.05         26750.05


    PAY AN33     15/03/98                14/05/98 14/05/98                   0.00        -27288.78        -27288.78        -27288.78


    PAY       39 31/03/98 Cash Receipt   14/05/98 14/05/98                   0.00         -3500.00         -3500.00         -3500.00


                                                                                                                     ---------------


                  Customer Total     STR                                                                                   102477.95





ANDR010 Andrews Estate Agents            STR      A    D/ 30  D/ 30/ 0.00%  Due 30 Days






    INV INV00111 15/03/98 ORD00046       14/04/98 14/04/98                   0.00          8088.70          8088.70          8088.70


                                                                                                                     ---------------


                  Customer Total     STR                                                                                     8088.70





BLAK001 Blakelock Insurance Brokers      STR      A    D/ 30  D/ 30/ 0.00%  Due 30 Days






    INV INV00078 16/01/98 ORD00007       15/02/98 15/02/98                   0.00         20680.00         20680.00         20680.00



    INV INV00087 21/01/98 ORD00018       20/02/98 20/02/98                   0.00         20320.39         20320.39         20320.39


    INV INV00097 12/02/98 ORD00027       14/03/98 14/03/98                   0.00         19600.17         19600.17         19600.17


    INV INV00103 22/02/98 ORD00034       24/03/98 24/03/98                   0.00         25543.32         25543.32         25543.32


    INV INV00105 22/02/98 ORD00036       24/03/98 24/03/98                   0.00          6561.20          6561.20          6561.20


    INV INV00114 15/03/98 ORD00049       14/04/98 14/04/98                   0.00         25525.70         25525.70         25525.70


    PAY       40 31/03/98 Cash Receipt   14/04/98 14/04/98                   0.00         -7550.00         -7550.00         -7550.00


                                                                                                                     ---------------


                  Customer Total     STR                                                                                   110680.78






                                                                                                                     ===============


                  Report Total       STR                                                                                   873775.80








---------------------------------------------------------- END OF REPORT -----------------------------------------------------------


�
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Period Ending 31 Mar 1998  Company A1                 CUSTOMER TURNOVER REPORT (STR)                    Date  23 Nov 98     13.27.11


All Customers





Account  Name                                       Rep         Next period     Current Period       Year to Date          Last Year





ANDE001  Anderton Ltd                               JW                 0.00               0.00               0.00               0.00


ANDR001  Andrew Leonard Ltd                         GB                 0.00               0.00               0.00               0.00


ANDR010  Andrews Estate Agents                      AG                 0.00               0.00               0.00               0.00


BLAK001  Blakelock Insurance Brokers                HS                 0.00               0.00               0.00               0.00


BROW001  Brownlow of Preston                        AG                 0.00               0.00               0.00               0.00


CUPI001  C.U.P. International                       HSE                0.00               0.00               0.00               0.00


DAVI001  Davies & Brown                             AJ                 0.00               0.00               0.00               0.00


DESI010  Design Graphics ltd                        GB                 0.00               0.00               0.00               0.00


FUTU005  Future Design Ltd                          HS                 0.00               0.00               0.00               0.00


NEAL015  A Neal & Sons                              JW                 0.00               0.00               0.00               0.00


NEWACC   retses                                     AG                 0.00               0.00               0.00               0.00


PEAK001  Peak (Ins & Investment) Agents             AJ                 0.00               0.00               0.00               0.00


PRIC010  Price & Partners                           SD                 0.00               0.00               0.00               0.00


QUOT001  Quotation Account                                             0.00               0.00               0.00               0.00


READ001  Reading Stationery                         HS                 0.00               0.00               0.00               0.00


REPS001  Repsol Marine UK                           SD                 0.00               0.00               0.00               0.00


SAFC001  Safco Stationery Supplies                  GB                 0.00               0.00               0.00               0.00


TUVE001  TUV Engineering Ltd                        SD                 0.00               0.00               0.00               0.00


UNIT001  United Office Supplies                     PD                 0.00               0.00               0.00               0.00


WATK005  Geo Watkins                                HS                 0.00               0.00               0.00               0.00


WATS010  Watsons Plc                                AJ                 0.00               0.00               0.00               0.00


                                                           ----------------   ----------------   ----------------   ----------------


                                                  STR                  0.00               0.00               0.00               0.00


                                                           ================   ================   ================   ================








                                                       *** End of Report ***
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Global 3000 Debtors Ledger     ** CUSTOMER LISTING **               Sequence � By Customer Code          Operator amf      Page:   1


                                                                                                         Date 26/03/93 Time 09.45.38





Customer                                   Head  Ct    VAT Bal Co Terms  Credit     Prnt Key Rep. Terr Clas                Trade Dis


Code    Name/Invoice Address         Type Office ry Cur St Mth         Rating/Limit Stmt  ?    Contact/Phone/Fax/Lookup   Scheme lev








ANDE001 Anderton Ltd                   N         GB STR N   O      B  A      250000  Y    Y  JW   S03  WS                   ELEC   2


        18 Chapel Hill                                                                        Daniel Carter


        St. Erth                                                                              0736 258965      TR27 4RT


        Near Hale                      TR27 4RT                                               0736 457145





ANDR001 Andrew Leonard Ltd                       GB STR N   O      B  A      200000  Y    Y  GB   M02  R2                          0


        Unit 26                                                                               Andrew Leonard


        Loghborough Technical Centre                                                          0509 652351      LE11 0QE


        Eppinal Way                    LE11 0QE                                               0509 652351





ANDR010 Andrews Estate Agents                    GB STR N   O      A  C       10000  Y    Y  AG   N01  EC                          0


        18 Abbey Smith Place


        Keighley                                                                                               BD21 7YG


        West Yorkshire                 BD21 7YG





BLAK001 Blakelock Insurance Brokers              GB STR N   O      A  A      100000  Y    Y  HS   S01  EC                          0


        22 Church Road                                                                        Irving Goodley


        Wimbledon Common                                                                      081 543 8515     SW19 2SS


        London                         SW19 2SS                                               081 543 6532





BROW001 Brownlow of Preston                      GB STR N   O      C  A      150000  Y    Y  AG   N02  WS                   ELEC   2


        6 Station Road                                                                        Peter Waites


        Croston                                                                               0722 659854      PR5 6RP


        Preston                        PR5 6RP                                                0722 785213





CUPI001 C.U.P. International                     GB STR N   O      A  A      200000  N    Y  HSE  N03  R1                          0


        121 Rundle Mall


        Adelaide                                                                                               5000


        South Australia                5000





DAVI001 Davies & Brown                           GB STR N   O      C  A      500000  Y    Y  AJ   M03  WS                   ELEC   2


        Ystrad Road                                                                           Idris Jones


        Fforestfach                                                                           0792 436597      SA7 5HJ


        Swansea                        SA7 5HJ                                                0792 987852





DESI010 Design Graphics ltd                      GB STR N   O      B  A       90000  Y    Y  GB   M01  R2                          0


        22 Earlham Road                                                                       Angela Osborne


        Norwich                                                                               0603 415653      NR2 7RA


        Norfolk                        NR2 7RA                                                0603 658778





FUTU005 Future Design Ltd                        GB STR N   O      A  B       50000  Y    Y  HS   S01  EC                          0


        South Croft


        Oak Hill Avenue                                                                                        HA5 12DL


        Pinner                         HA5 12DL
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                                                                                                         Date 26/03/93 Time 17.15.00





Customer                                 Address                                   Post


Code    Name                              Code      Address                        Code Country                         Used For





ANDE001 Anderton Ltd                         1      Anderton Ltd                                                        STATEMENT


                                                    18 Chapel Hill                      GB                              INVOICE


                                                    St. Erth                                                            DELIVERY


                                                    Near Hale                      TR27 4RT





ANDR001 Andrew Leonard Ltd                   1      Andrew Leonard Ltd                                                  STATEMENT


                                                    Unit 26                             GB                              INVOICE


                                                    Loghborough Technical Centre                                        DELIVERY


                                                    Eppinal Way                    LE11 0QE





ANDR010 Andrews Estate Agents                1      Andrews Estate Agents                                               STATEMENT


                                                    18 Abbey Smith Place                GB                              INVOICE


                                                    Keighley


                                                    West Yorkshire                 BD21 7YG





                                             2      Andrews Estate Agents


                                                    77 Thwaites Row Road                GB


                                                    Keighley                                                            DELIVERY


                                                    West Yorkshire                 BO21 8TS





BLAK001 Blakelock Insurance Brokers          1      Blakelock Insurance Brokers                                         STATEMENT


                                                    22 Church Road                      GB                              INVOICE


                                                    Wimbledon Common                                                    DELIVERY


                                                    London                         SW19 2SS





BROW001 Brownlow of Preston                  1      Brownlow of Preston                                                 STATEMENT


                                                    6 Station Road                      GB                              INVOICE


                                                    Croston                                                             DELIVERY


                                                    Preston                        PR5 6RP





CUPI001 C.U.P. International                 1      C.U.P. International                                                STATEMENT


                                                    121 Rundle Mall                     GB                              INVOICE


                                                    Adelaide                                                            DELIVERY


                                                    South Australia                5000





DAVI001 Davies & Brown                       1      Davies & Brown                                                      STATEMENT


                                                    Ystrad Road                         GB                              INVOICE


                                                    Fforestfach                                                         DELIVERY


                                                    Swansea                        SA7 5HJ





DESI010 Design Graphics ltd                  1      Design Graphics ltd                                                 STATEMENT


                                                    22 Earlham Road                     GB                              INVOICE


                                                    Norwich                                                             DELIVERY


                                                    Norfolk                        NR2 7RA

































































Daniel Carter


Anderton Ltd


18 Chapel Hill


St. Erth


Near Hale


TR27 4RT





Fax: 0736 457145


Tel: 0736 258965	


	18 April, 1998





Dear Sir/Madam,





I write with regard to your account "Anderton Ltd" (our reference ANDE001) held with us. This account (payment terms: Strictly 30 Days Net)  is now overdue:





�
30 Days�
60 Days�
90 Days�
120 Days +�
Total Due�
�
�
�
56097.17�
18295.38�
 0.00�
 0.00�
74392.55 �
�
�



Please settle promptly to ensure that orders are not delayed and that account facilities continue to be extended to your company.





The last payment recorded against your account is 3500.00 made on 31/03/98. 





If payment has been made within the last few days or has crossed in the post, then please ignore this letter. 





Yours sincerely,











Hugh Clarke


Accounts Department


hbc@tissoft.co.uk











Daniel Carter


Anderton Ltd


18 Chapel Hill


St. Erth


Near Hale


TR27 4RT�
�
Andrew Leonard


Andrew Leonard Ltd


Unit 26


Loghborough Technical Centre


Eppinal Way


LE11 0QE�
�



Andrews Estate Agents


18 Abbey Smith Place


Keighley


West Yorkshire


BD21 7YG











�
�



Irving Goodley


Blakelock Insurance Brokers


22 Church Road


Wimbledon Common


London


SW19 2SS











�
�



Peter Waites


Brownlow of Preston


6 Station Road


Croston


Preston


PR5 6RP











�
�



C.U.P. International


121 Rundle Mall


Adelaide


South Australia


5000











�
�



Idris Jones


Davies & Brown


Ystrad Road


Fforestfach


Swansea


SA7 5HJ











�
�



Angela Osborne


Design Graphics ltd


22 Earlham Road


Norwich


Norfolk


NR2 7RA











�
�



Future Design Ltd


South Croft


Oak Hill Avenue


Pinner


HA 5 12DL








�
�



Angelo Pilletio


Gilera Cartoleria


Via Mazzini 15


Milano


Italia


1539














�
�
























Step 4: Select Scenario for export.





Step 3: Select the contact the letter is to be  addressed to
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                                   All Transactions      from   /  /   to   /  /


Company A1 Standext Systems Ltd                           Entry Currency                                Date  13 Nov 1998   16.06.49


Account ANDE001 Anderton Ltd





Type   No.      Date   Status   Narrative                                  Debit           Credit       O/S amount     Currency





INV  INV00076 13/01/98 Current  ORD00003                                18295.38                          18295.38       STR


INV  INV00092 26/01/98 Current  ORD00023                                38681.89                          38681.89       STR


INV  INV00095 12/02/98 Current  ORD00025                                23183.05                          23183.05       STR


INV  INV00100 15/02/98 Current  ORD00031                                22142.36                          22142.36       STR


INV  INV00112 15/03/98 Current  ORD00047                                14271.76                          14271.76       STR


PAY  AN32     15/03/98 Current                                                           38681.89        -38681.89       STR


INV  INV00119 26/03/98 Current                                            176.25                            176.25       STR


PAY        38 31/03/98 Current  Cash Receipt                                              3500.00         -3500.00       STR


�
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                                        All Transactions      from   /  /   to   /  /


Company A1 Standext Systems Ltd                           Entry Currency                                Date  13 Nov 1998   16.11.18





                       Account ANDE001        Anderton Ltd





                    Credit limit       250000


                    Credits: Open                   -42,181.89        Address    18 Chapel Hill


                    Period totals:  Future                                       St. Erth


                                   Current          -27,733.88                   Near Hale


                                        -1           45,325.41


                                        -2           56,977.27                   TR27 4RT


                                        -3


            Aged balances: More than 3 Pds





                    Account balance                  74,568.80        Contact   Daniel Carter


                    High balance    15/03/98         116574.44        Phone     0736 258965


                    Last payment    31/03/98           3500.00 STR    Fax       0736 457145


                    Last invoice    26/03/98            176.25 STR    Settlement terms:   Due:      D, 1,  60


                    Last statement  31/03/98                                              Discount: D, 1,  60,  0.00


                                                                      TAX Reg. 239 2399 21        Country Code GB





                    A/c Suspended     No                              Salesperson      JW


                    Nominal Code           /                          Territory        S03


                    Trading Terms     B                               Classifications  WS  ,     ,     ,


                    Trading currency  STR                             Credit rating    A  Excellent





                    Turnover


                        Current period            150.00


                        Year to date              150.00


                        Last year                   0.00





 Notes  and  Actions


 -------------------


      Please note this customer...





 Type   No.      Date   Status   Narrative                                  Debit           Credit       O/S amount     Currency





 INV  INV00076 13/01/98 Current  ORD00003                                18295.38                          18295.38       STR


 INV  INV00092 26/01/98 Current  ORD00023                                38681.89                          38681.89       STR


 INV  INV00095 12/02/98 Current  ORD00025                                23183.05                          23183.05       STR


 INV  INV00100 15/02/98 Current  ORD00031                                22142.36                          22142.36       STR


 INV  INV00112 15/03/98 Current  ORD00047                                14271.76                          14271.76       STR


 PAY  AN32     15/03/98 Current                                                           38681.89        -38681.89       STR


 INV  INV00119 26/03/98 Current                                            176.25                            176.25       STR


 PAY        38 31/03/98 Current  Cash Receipt                                              3500.00         -3500.00       STR
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                                             Current Period 1998/ 3 ending 31/03/98


                                             Next    Period 1998/ 4 ending 30/04/98                    Date   12/10/98 Time 16.08.55


INVOICES      Batch     31  Current Period (1998/ 3 ends 31/03/98)   Sundry Invoices          Cpy A1 Standext Systems Ltd


 Entered by AMF          Last Amended by cjb  at 08/10/98 15.13.07                             Items     2           Status   POSTED


 Control Total             0.00                                                                Source DL             Currency STR





  Date   Account                        Last Daybook/Batch/Item  Document                        NET             VAT           Total


26/03/98 NEAL015 A Neal & Sons                     1/    13/   3 INV00118                    1000.00          175.00         1175.00


                                        A1/STH /A1000     /S


26/03/98 ANDE001 Anderton Ltd                      7/    27/   2 INV00119                     150.00           26.25          176.25


                                        A1/STH /A1001     /S


                                                                                    ================ =============== ===============


                            End of Batch     31     Total Base STR                           1150.00          201.25         1351.25





                                                        ** End of Report **
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Figure � SEQ Figure \* ARABIC �2�: Creating a Customer Letter via Data Export
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Step 1: Select customer in Customer Enquiry Window





Step 2: Select Letter option from Enquiry Options Menu
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Daniel Carter


Anderton Ltd


18 Chapel Hill


St. Erth


Near Hale


TR27 4RT
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Company A1 Standext Systems Ltd                                                                      Date 23 Nov 1998  Time 12.17.24





                                           Current Period 1998/ 3 ending 31 Mar 1998





                          Current         Account Balance             STR Value        Closing       STR Value at         Unrealised


 Account  Name                                at 31/03/98              at Entry           Rate       Closing Rate          Gain/Loss


 ANDE001 Anderton Ltd                                                  74392.55                          74392.55               0.00


 ANDR001 Andrew Leonard Ltd                                           102477.95                         102477.95               0.00


 ANDR010 Andrews Estate Agents                                          8088.70                           8088.70               0.00


 BLAK001 Blakelock Insurance Brokers                                  110680.78                         110680.78               0.00


 BROW001 Brownlow of Preston                                           61006.06                          61006.06               0.00


 CUPI001 C.U.P. International                                          90599.71                          90599.71               0.00


 DAVI001 Davies & Brown                                                23439.21                          23439.21               0.00


 DESI010 Design Graphics ltd                                           30718.27                          30718.27               0.00


 FUTU005 Future Design Ltd                                             22787.95                          22787.95               0.00


 GILE001 Gilera Cartoleria                                             10027.62                          10027.62               0.00


 NEAL015 A Neal & Sons                                                 11344.62                          11344.62               0.00


 PEAK001 Peak (Ins & Investment) Agents                                49870.74                          49870.74               0.00


 PRIC010 Price & Partners                                              16731.51                          16731.51               0.00


 READ001 Reading Stationery                                            38451.32                          38451.32               0.00


 REPS001 Repsol Marine UK                                              12852.70                          12852.70               0.00


 SAFC001 Safco Stationery Supplies                                     95058.22                          95058.22               0.00


 TUVE001 TUV Engineering Ltd                                           18077.08                          18077.08               0.00


 UNIT001 United Office Supplies                                        23879.52                          23879.52               0.00


 WATS010 Watsons Plc                                                   73291.29                          73291.29               0.00





                                                                ---------------                   ---------------    ---------------


                                                                      873775.80                         873775.80               0.00


                                                                ===============                   ===============    ===============








---------------------------------------------------------- END OF REPORT -----------------------------------------------------------
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Company A1 Standext Systems Ltd                                 Currency LIR                         Date 23 Nov 1998  Time 12.17.33





                                           Current Period 1998/ 3 ending 31 Mar 1998


                                           Closing Rate   1 LIR =   2350.000000 * STR





                                        Currency Exposure      STR Value at      STR Value at        Unrealised


 Account  Name                                      (LIR)        Entry Rate      Closing Rate         Gain/Loss


GILE001 Gilera Cartoleria                    23564913.00          10027.62          10027.62              0.00


                                          ---------------   ---------------   ---------------   ---------------


Total for LIR Italian Lire                    23564913.00          10027.62          10027.62              0.00


                                          ===============   ===============   ===============   ===============











---------------------------------------------------------- END OF REPORT -----------------------------------------------------------
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