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1. BASIC WINDOWS 95/98/2000/NT/XP DESCRIPTIONS AND PROCEDURES

This chapter aims to familiarize you with the very basic things you can expect in WINDOWS 95/98/2000/NT/XP.

1.1. WIN 95/98/2000/NT/XP TIPS/THE MOUSE

[image: image9.wmf]
Some of the older mouse models have three buttons, but the middle button is seldom used.  WINDOWS 95/98/2000/NT/XP has a couple of games mostly designed to enhance your mouse control skills.  [START, PROGRAMS, ACCESSORIES, GAMES, etc.]

To click an object:  move the pointer over the selected item and click.

Mouse commands are:
Click


Click the left button once.


Right Click

Click the right button once.


Double Click

Two quick successive clicks.

[Normally the command will simply be to click this or that, it then refers to the left button and when the right button is needed it will be stated.]

1.2. WIN 95/98/2000/NT/XP TIPS/THE WINDOW
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The word ‘WINDOW’ is used to describe the form or space in which a program or part of a program is operating.  In the example above everything within the blue frame is the Window (sometimes also known as a form).

You can open/run multiple windows simultaneously, which means multiple programs can be working simultaneously on your computer.

Maximize means to enlarge the window to the fullest dimensions of the screen.  Minimize will hide the window at the bottom of the screen.  The program within the minimized window will nevertheless still be operating (running).  You can maximize it again by moving your cursor to the very bottom of the screen and clicking on the button.  By clicking once on the Alarm program button below will bring the window in which Alarm is currently running to the forefront of the screen.  By right clicking on the same button you will call a lookup menu from which you can do basic window operations.

1.3. WIN 95/98/2000/NT/XP TIPS/THE CONTROL BAR
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The Start button on the left is the Start of many applications within  Windows itself.  By clicking on it you will call a lookup menu that will contain most of your programs installed on your computer.

1.4. WIN 95/98/2000/NT/XP TIPS/MOVING AROUND IN A DOCUMENT
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1.5. WIN 95/98/2000/NT/XP TIPS/WINDOWS TOGGELING 

When working in a window (program) you can select any of the other active (running) windows by pressing the ALT key and holding it down, then press the TAB key.  A menu will appear in the middle of the screen, in it will be the icons of all the opened windows.  Keep the ALT key down and toggle through the windows when the focus is on the correct window you release the keys and that window will be maximized and brought to the front.

1.6. WIN 95/98/2000/NT/XP TIPS/TERMINOLOGY (COMPUTER JARGON)

Click on something
Move the cursor over the object and left click on it.  You will seldom be informed to left click on something, the command usually is just Click on this or that.

Right Click on something
Right click is less often used and usually calls a lookup menu with options relating to the object over which the cursor was before being clicked.

Pointer
Often used as a synonym for cursor.

Exit
Leave a program, shut it down and close it.

Press ENTER
Press the ENTER Key on the Keyboard.

[image: image13.wmf]Enter something
Sometimes used to ask a user to type something into an edit box and then to press ENTER or click OK.

[image: image14.png]


[image: image15.png]


Edit Box


1.7. WIN 95/98/2000/NT/XP TIPS/HOW TO UNDO A SMALL MISTAKE
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1.8. PROFIN IS A PLEASURE TO USE
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The PROFIN package is designed to be user friendly and to function within the Windows95 environment.  Windows95 is very user friendly and has powerful tools to assist you in your tasks.  To start using the PROFIN package without an elementary knowledge of Windows95 might lead to unnecessary frustration and even data losses. 

End of WINDOWS 95/98/2000/NT/XP tips…

2. GETTING STARTED

[image: image18.png]Pro

tock Transaction : Transfer

~=lolx|

Date.

Peiod

[17/02/2004 [200402

Stack Cade.

From Warehouse

From Account

ToWarshause

To Account

Quentiy

|

V0K | X Cancel





2.1. Installing the package.

a. Insert disk 1 in the stiffy drive.

b. Use the Windows Explorer to view the stiffie’s contents.


{If you don’t know what the Windows Explorer is you need to have a look at your Windows Help file, Windows Manual or complete a Windows elementary course…}

c. Double click on the file: SETUP (click on the yellow envelope).

d. Follow the install shield wizard.

2.2 THE INSTALL SHIELD WIZARD
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After having completed the install shield wizard you will be left with a single window on your desktop.  Click the PROFIN icon once, keep the mouse button pressed.  Drag the icon to your desktop and release the button.  You can now close the little window.  Double click the new icon to start the application.

[If you don’t understand this procedure, or if you don’t know where to find START, it is imperative that you first complete a Windows 95/98/2000/NT/XP course.  You can contact us for a personal training session on site on your computer.  When you are well familiar with the Windows 95/98/2000/NT/XP environment you will even be able to maintain your system yourself.]
2.4. GETTING STARTED/PROGRESS BAR
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Each time you open a company, the progress bar appears.  This bar shows you how your system is loading up.

2.5. GETTING STARTED/LOGIN SCREEN
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Each Profin user will have its own login name and password.  Access will be given according to who the user is.
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2.6. GETTING STARTED/THE MAIN SCREEN
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After having logged on, the following screen appears.  In this example the manager logged on and therefor all the functions are enabled.

The Red arrow indicates the directory on your system in which the program will function and where data will be stored.  The current user are also displayed next to the directory.

The Green arrow indicates the main menu from which the pulldown menus are called.

The Blue arrow indicates the speed buttons.  These buttons are shortcuts to the most frequently used functions.  By slowly moving the mouse over these buttons hints will be displayed.

End of Getting started…

3. THE FILE MENU

3.1. FILE/NEW COMPANY

At the Main Menu select FILE and then select NEW COMPANY.

This procedure is known as a `Wizard’, the reason being that it helps you to perform a difficult procedure and then ‘magically’ builds the end result.  The first step in this wizard will ask you some detail information
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The Periods is to customize the setup of your financial year.

You can go to the previous screen by clicking Previous.  You can do this without losing the current screens data. When finished you can proceed by clicking Next.  

On the next screen the wizard gives you the option to have your documents numbers increased automatically or manually.  
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When choosing the automatic option you must please enter your current document numbers, the program will use this as a starting point.  By leaving the edit boxes as it is the documents will simply all start at 1.  Manual document number control is exactly what it says – you will have to enter the number of a document by hand each time a transaction is done.  When finished click Next.

3.2. FILE/This is the final step in the Wizard
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Simply click Finish and the Wizard will do the rest.  The progress bar will show the wizards progress as it internalizes all the information it asked you.

3.3. FILE/LINKING TO AN EXISTING COMPANY

This screen creates the Windows INI file for the PROFIN system.
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Step 1

Use the browse button to help the system to link to your PROFIN application (program).  The application is identified by the .exe file extension.
Step 2

The second directory is the directory where all the companies will be created.  Use the browse button to locate the default location where the New Company Wizard already created the folder for all your companies.
Step 3

Use the browse button to locate the folder where all your reports are stored.  It will be a separate folder than the above two.

3.4. FILE/EDIT A COMPANY 
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Should you want to edit the company address, etc. then select File from the main menu.  Then select Edit Company.   The screen that appears is the same as the screen that helped you during the New Company Wizard.  Edit the particulars and click OK to save your changes and proceed.

The periods cannot be edited after installing the company!
3.5. FILE/OPENING A COMPANY
It is possible to have separate companies simultaneously on the PROFIN system.  To open an extra company select File from the main menu and select Open Company.
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With this screen you can browse through your files until you find the specified folder for this company.  You are supposed to be able to select you company file from the present folder (Profin).  If you somehow saved it elsewhere then you can browse for it.  Double clicking on the Directory does browsing (in this case it is C:\), you will then be able to search on a higher hierarchic level in your files.

By double clicking on the Folder you will be able to search on a higher hierarchic level within the C:\ directory.  By clicking on the pulldown menu you will be able to select a different drive to browse.  If you get ‘lost` while browsing, then you must realize that you are not familiar with Windows95 yet.  Try using the Windows95 help feature (exit Profin and press F1).  

To practice better browsing skills you can play with the Windows95 Explorer, which is a fuller version of the above window.  [Start Explorer by: moving the mouse to the bottom left hand corner of the screen, hold mouse pointer over START, right click (meaning the right button on the mouse) and wait, select Explore from the popup menu, experiment with the Explorer].

3.6. FILE/SETTING UP THE SECURITY

The security feature blocks certain staff from certain functions.  For instance it will enable the financial manager to access the general ledger details, but on the Software Programmer’s screen it will be disabled.  Select File from the Main Menu and then select Security. 
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Each user can be restricted to certain options.  This option should only be used by the supervisor.  After having entered the users particulars, you must check the checkboxes next to the procedures that you want him/her to have access to.  You can delete some options within the default types by deleting that specific option by pressing the CTRL key + the DELETE key.

Remember to delete or change the default password.  At startup the default password is “PROFIN” and it gives full access to the user, therefore it is wise to change it or at least add a password.

3.7. FILE/PRINTER SETUP

[image: image33.png][Refreshing Company Infor

9%





Firstly it is important to have a printer correctly connected.  This may sound silly but many people seem to forget to check the basic procedure like the connections and sometimes don’t even switch the printer on – please check that the Online light is on.  There are thousands of printers available and it is thus impossible to give an exact step by step on your specific printer.  The printer connected to the unit while doing this manual was a Hewlett Packard DeskJet 690C, so keep this in mind if your Printer screens look different.  Select File from the Main Menu, select Printer. 

Make sure that the settings are to your liking.  For instance the above will print only on small envelope sized paper and it will be vertical (portrait style).  By clicking on Properties you can view even more options relating to you specific printer.  Since many of our clients have problems with their printers it is strongly advised that you study the printer manual that came with your printer.

4. THE SETUP MENU
4.1. SETUP/SETTING UP THE VAT SCALES

This form is used to link a vat scale with a general ledger account.  The purpose of this procedure is to ease vat calculations during transactions.
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Please note that there are products that don’t have VAT.  In that case, you will identify your stock code with the specified vat code.  (See also the Stock Master)

4.2. SETUP/SETTING UP THE DOCUMENT NUMBERS
During the new company wizard you were asked to enter the document starting numbers.  This form is used to change these details.  You select this procedure from the main menu by clicking on SETUP and then on DOCUMENT NUMBERS.
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After having made your changes click on OK.

4.3. SETUP/MESSAGES

From the Main Menu, select SETUP and then select MESSAGES.  This form does the standard setup for the messages to be printed on your statements, invoices and delivery notes.  When you view this form for the first time it will be empty.  You are now supposed to enter your own messages to your liking.  Use the TAB key to move between the lines.
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The above is only an example and not necessarily the ideal message for your situation.  To enter new messages or to edit current messages click on the EDIT button to the right of the specific category.

When you have finished with a category click on OK to proceed.  When you are satisfied with all three categories you must click on CLOSE.  If the CLOSE button is not enabled (in full color) then you still have to OK one or more of the categories.

4.4. SETUP/OPENING BALANCES
Balances can only be entered once.  After that any changes must be done with Journals.
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The control accounts will be updated automatically!

4.5. SETUP/OUTSTANDING CHEQUES AND DEPOSITS
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Select either Cheques or Deposits by clicking one of the Radio Buttons.

When starting the System, you may have outstanding cheques or deposits that have not yet gone through the Bank.

Please note that you cannot edit this form, it can only be entered at the start of a new company. 
5. THE MASTER ACCOUNTS/MENU

5.1. MASTER ACCOUNTS/GENERAL LEDGER

The master screen is grouped in three different groups.
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Option 1:
Only when creating a new group or when a group needs editing, you need to fill in this option’s information.

Option 2:
This option is where new accounts are created.  All balance sheet items must start with a 1 and all Income and Expense accounts with a 2. 

Option 3:
Budget figures can be entered at this group.  (Only for Income & Expense accounts).
5.2. MASTER ACCOUNTS/CREDITOR LEDGER
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As in the case of the General Ledger, the Creditors can be divided into two different groups. 

Creditor Groups can be entered if new groups are being created or if a group needs to be edited. 

At the Creditor Ledger menu, various items of information can be stored.  Creditors account numbers must start with 4, e.g. 4GRED01 etc. 

5.3. MASTER ACCOUNTS/DEBTOR LEDGER
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As in the case of the General Ledger, the Debtors can be divided into two different groups. 

Debtor Groups can be entered if new groups are being created or if a group needs to be edited. 

At the Debtor Ledger menu, various items of information can be stored.

Debtor account number must start with a 3, e.g. 3DEBT01 etc.

Open Item – Open Item will be selected if your Debtor pays his/her account per invoice

Balance brought forward -  This will be selected if the Debtor pays the balance that was brought forward on his/her statement.

5.4. MASTER ACCOUNTS/EMPLOYEE LEDGER
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Employee Master can be divided into two groups.  Employee Groups can be entered if new groups are being created or if a group needs to be edited.  At the Employee Master group, the employer’s name and tariff can be stored. 

5.5. MASTER ACCOUNTS/SETTING UP THE VEHICLE MASTER
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Forecourt: When a debtor is forced to enter a registration number, that information must be entered at this screen.

5.6. MASTER ACCOUNTS/STOCK AND WAREHOUSE LEDGERS
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Information on a stock code can be entered on the next screen: 

5.7. MASTER ACCOUNTS/PAYMENT LEDGER
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Payment Master can be divided into two groups.

Payment Groups can be entered if new groups are being created or if a group needs to be edited. 

At the Payment Ledger group, the description can be stored. 

Examples of payment codes are:

1
-
CASH

2
-
CHEQUES

3
-
SPEEDPOINTS

4
-
CREDIT CARDS, etc.

End of Master Accounts Menu…

6. THE TRANSACTIONS MENU

6.1. TRANSACTIONS/GENERAL LEDGER/JOURNAL
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By pressing the ENTER Key on a blank space you can call a lookup list or a pulldown menu.  In the example above, the ENTER Key was pressed on the blank space underneath account (currently colored because it has the focus). 

6.2. TRANSACTIONS/GENERAL LEDGER/THE PETTY CASH
By pressing ENTER in the Account column a lookup list for the available accounts will appear.  In description you can enter your own description or press ENTER and it will automatically show the default description as was entered by you.

An unlimited number of accounts can be entered to split the transaction to different expense accounts.  To delete an entry, press CTRL + DELETE and it will be deleted.

The F5 key sets the focus to the OK button.  It is not necessary to press this key though.  You can simply click on the OK button.
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6.3. TRANSACTIONS/GENERAL LEDGER/CHEQUE TRANSACTIONS
Click on the speedbutton for Cheque Transactions.
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Step 1
Select the Bank with the Scrollbutton.


Type in the Cheque number at Doc No. and press ENTER


Type in a description and press ENTER.


Type in the date (it automatically defaults to the present day) and press ENTER


Type in the Period and press ENTER.

Step 2
The focus (the place where the next action will take place) is now in the Account block.



Press ENTER.  A special screen will appear from which you can choose the account.  Select the account and press ENTER.



If the particulars are correct press enter, otherwise delete it and try again.



You can change the description or leave it the same as in Step 1.



Type in the Amount, note that it is the VAT included amount.  Press ENTER.



The added VAT will automatically be shown.



Press CTRL + DELETE to delete an entry.

Step 3
Click OK to print (and save) the Cheque.

6.4. TRANSACTIONS/GENERAL LEDGER/A NORMAL DEPOSIT
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Choose the bank in which the deposit was made.  The Doc No is your Deposit book Page number or you can decide on your own number.

These deposits are all the receipts received by debtors.

6.5. TRANSACTIONS/GENERAL LEDGER/A DIRECT DEPOSIT
The direct Deposit is money that was deposited not for debtors, e.g. when capital is paid in by the owner.
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6.6. TRANSACTION/GENERAL LEDGER/SPEEDPOINT DEPOSIT
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All deposits made by the speedpoint terminal, must be entered here.  If you use a POS system, you must also enter all the speedpoint deposits made there.

6.7. TRANSACTIONS/GENERAL LEDGER/OVER AND SHORT
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6.8. TRANSACTIONS/GENERAL LEDGER/CASH PAYMENT
During a shift, it is possible for the cashier to use the money in the till to buy items.  Therefore a transaction must be entered to accommodate such a payment.  One transaction per shift can be entered at the end of a shift.  This transaction can be booked to different accounts.
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6.9. TRANSACTIONS/CREDITOR/CASH PAYMENT TO CREDITOR
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Cash Payment on the Point of Sale must be re-entered here.

6.10. TRANSACTIONS/CREDITOR/CASH PAYMENT DEBTOR LEDGER
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You can refund a debtor with a cash payment from the till, then it will not be necessary to make out a cheque.

6.11. TRANSACTIONS/GENERAL LEDGER/OTHER RECEIPTS
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This screen is for money received other than by a debtor payment.

6.12. TRANSACTIONS/CREDITOR/TO INPUT AN ORDER
Enter the creditor’s account number either manually or select it from the pulldown menu.  When the pulldown menu appears you either double click on the correct creditor or you can press ENTER.  When the correct information appears in the edit box, you press ENTER.  You then have the option to change the description or leave it unchanged by simply pressing ENTER.
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When the box has the focus (the location where the next action will take place) then it has a dotted border.  When pressing ENTER in the above illustration the empty box will call a lookup list of stock codes from which you can then select the correct code.  The lookup list looks as follows:

You select a record by double clicking on the item or by pressing ENTER.  In this case if you would press ENTER then the Comms Driver Single will be selected.

Finally, to accept your transaction press OK.

6.13. TRANSACTIONS/CREDITOR/TO INPUT A DELIVERY NOTE

You can place an order to a creditor for buying stock.  This order can be printed.

[image: image64.png]CETEE——— 21X

~Piter

Name: [hp deskiet 3305 series ~]  Propeties

Status:  Ready

Type:  hp deskiet 330c series
Where:  LPT1

Comment:

[-Paper Oientation

Size: |54 (210 % 237 mm) ~ @ Potait

Netwolk Cance





If you have entered the order first, you can now enter the order number.  If not, you can type in 999.   The system will then know that you have no order number for this delivery.

All the information on the order will be shown on the delivery when an order was entered.  When no order was done, you have to enter all the necessary information.

Please note that you can change the quantity of the procedures to the quantity that has been delivered.  If the quantity is less than the quantity order, a back-order will be kept for those outstanding items.

6.14. TRANSACTIONS/CREDITOR/TO INPUT AN INVOICE
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The invoice operates the same as the delivery note.  Again, if you do not have a delivery number, simply type in 999 and the system will know this invoice does not have a delivery.

6.15. TRANSACTIONS/CREDITOR/TO INPUT A CHEQUE
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The creditors cheque is for payments to any creditor.  Normally it is not for purchases, but for paying your account.

Select the correct bank account with the scroll buttons and thereafter press ENTER on completion of an edit box.  To accept the transaction press OK.

6.16. TRANSACTIONS/DEBTOR/QUOTE
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6.17. TRANSACTIONS/DEBTOR/ORDER
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When the debtor accept the quote an order must be made out.  The information on the quote will automatically be transferred to this order form.  If no quote exists, type in 999 and you will have the option to enter the order on this form.

6.18. TRANSACTIONS/DEBTOR/DELIVERY & INVOICE
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As with the order you can transfer your order-information to your invoice.  Again you can type 999 if no order was entered.

6.19. TRANSACTIONS/DEBTOR/CREDIT NOTE
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With an open item debtor, you will have to choose an invoice.

6.20. TRANSACTIONS/DEBTOR/DEBIT NOTE
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6.21. TANSACTIONS/DEBTOR/RECEIPTS
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All payments from debtors must be entered on this form. 

6.22. TRANSACTIONS/DEBTOR/OTHER RECEIPTS

Any other payments that were not for a debtor’s account are entered here.  One receipt can be booked to different accounts.
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6.23. TRANSACTIONS/STOCK/ADJUSTMENTS
[image: image75.png]Prof
e
Regetton mber et pccaurt___ bescpion
[— Togcode pa

] Togoerost 7™

pote | Lok | FLoess





[image: image76.png]=loix|

gD St el Stook Sub Group Code
I [ o[ [ Jia
% dastook | Dokt stock | e stock B Chorge i
Tt Iheei Washorse Code] G Cotk O
)
KT

B PintBarcode L cose





[image: image77.png]Fad

Y pelete

Hedt

O

Coce:

[Desciption

BUY
Fc
B
1

BUY BACK WHSE
BUY WHSE
FCOURT

SALES WHSE
TANK 1





Stock adjustments are entered when stock are adjusted in the system without a source document.

6.24. TRANSACTIONS/STOCK/ISSUES & RETURNS
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This procedure is usually done when stock is issued without an invoice.

6.25. TRANSACTIONS/STOCK/TRANSFERS
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Stock can be transferred from one warehouse to another.

6.26. TRANSACTIONS/STOCK/GLOBAL PRICE INCREASE
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END OF TRANSACTIONS

7. THE PROCESSING MENU

7.1. PROCESSING/CALCULATE INTEREST ON ACCOUNTS
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Interest will be calculated for all debtors marked for interest when the debtor master was created.
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7.2. PROCESSING/BANK RECONCILIATION

You can go from one column to another by using TAB.  The entries will then be sorted in that column.  You can also seek in all the columns.

To recon an entry, you double click on the recon column or you can press spacebar.  A red ( will appear to show you which entries are reconciled.

7.3. PROCESSING/OPEN NEXT PERIOD

More than one open period can be opened by the system.
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7.4. PROCESSING/MONTH END/DEBTORS (& CREDITORS)
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A backup must be done before doing the month end.  All transactions for the period will be closed off.

7.5. PROCESSING/MONTH END/FINANCIAL
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The Financial Month-end can only be done after the creditors and debtors are closed off.

7.6. PROCESSING/YEAR END
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All the data for the year will be closed.  The new year will start with new balances.
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7.7. PROCESSING/STOCK TAKE/START STOCK TAKE
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You can do a stock take for a specific warehouse, location & stock group.  To include all, just press enter and a * will appear.
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7.8. PROCESSING/STOCK TAKE/CHANGE QUANTITIES
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This screen can be changed until you are satisfied with the data.  Only the new quantity column can be changed.

7.9. PROCESSING/STOCK TAKE/REPORT
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This report can be printed before you end your stock take.

7.10. PROCESSING/STOCK TAKE/END STOCK TAKE
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To end your stock take procedure, enter the following information.  Your stock will now be updated with the new figures.

7.11. PROCESSING/FORECOURT END OF SHIFT PROCEDURE

All information from the forecourt will be transformed into the Back office.
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7.12. PROCESSING/POINT OF SALE END OF SHIFT
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All information from the Point of Sale will be transferred into the Back Office.  A Shift can not be transferred twice.  Only shifts that have been closed-off can be transferred into the system.

END OF PROCESSING…

8. THE MAINTENANCE MENU

8.1. MAINTENANCE/LOGIN AS ANOTHER USER
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You can log on as a different user, with different security privileges.

8.2. MAINTENANCE/RE-INDEX
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This option is needed when you suspect your data is incomplete or somehow missing.  The data will be re-indexed.

8.3. MAINTENANCE/REMOVE OLD DATA
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This data can be removed from the system.  Please make sure to do a back-up before doing this option.

8.4. MAINTENANCE/BACKUP AND RESTORE

[image: image101.png]=lolx|

Dochumber _ AccowtNo __ Desciplion
=

Date Period Payment Type. Amount Paid Discount

ormarzoni iz | = a0 [ 000

ok | Kcancel





Choose the destination to which you want to backup to.  After you have chosen the destination, you can change the name of the file.

The same with RESTORE.  Choose the source.  Then you can change the file from where you want to restore.

8.5. MAINTENANCE/REGISTER


Once a year, you have to register your system.  Please phone PROFIN to obtain you new expiry date and accompanying registration number.

When this manual was printed the phone number was:  (016) 423-3078.

END OF MAINTENANCE…

9. THE REPORTS MENU

9.1. INTRODUCTION:  PRINTING A REPORT


The Main Menu offers five report types to choose from.

9.2. REPORTS/GENERAL LEDGER



Click on the speedbutton for General Ledger Reports (see above).

When printing a General Ledger Report you must choose one of the following categories:

The Cash Balancing Report will ask you for the begin- and end date.

When printing the Account List the group selection can be entered by hand or by clicking the pulldown menu to show a list of available options.  To select all the groups type in * (the character on your keyboard just above the number 8).

9.3. REPORTS/CREDITORS


Click on the speedbutton for Creditor Reports (see above).

Each report needs its own information to proceed.  Make sure all the relevant information is entered before you choose the view / print buttons.

9.4. REPORTS/DEBTORS


Click on the speedbutton for Debtor Reports (see above).

Each report needs its own information to proceed.  Make sure all the relevant information is entered before you choose the view / print buttons. 

9.5. REPORTS/EMPLOYEES
Each report needs its own information to proceed.  Make sure all the relevant information is entered before you choose the view / print buttons. 

9.6. REPORTS/STOCK

Each report needs its own information to proceed.  Make sure all the relevant information is entered before you choose the view / print buttons. 

9.7. REPORTS/INTEGRITY

Each report needs its own information to proceed.  Make sure all the relevant information is entered before you choose the view / print buttons. 

9.8. REPORTS/TRANSACTIONS




Click on the speedbutton for Transaction Reports (see above).

When the screen appears nothing will be enabled.  You must select a category (general ledger, debtor or creditor).  You select a category by clicking on its name or by clicking anywhere in that specific block.  In this example the Debtor category was selected.  At Invoices the Check Box is checked, this means that all Invoices will be printed.  At Debit Notes a specific field was selected with the pulldown menu.  This means that all Debit Notes for this specific Debtor will be printed.  Credit notes wasn’t checked and will therefore not be printed.  The Print button will only become enabled after you have selected either `Period to Period’ or `Date to Date’ and you must also choose between `Transactions’ or `Postings’.  Remember it is wise to Preview the report before Printing.

9.9. REPORTS/POINT OF SALE

Each report needs its own information to proceed.  Make sure all the relevant information is entered before you choose the view / print buttons. 

End of reports…

10. ADDED FEATURES


The Notepad is used to make simple notes and letters. These documents can be saved to be opened again later.

The Calculator’s keys can be pressed either by the mouse or by the keyboard.

The Index will solve most of the problems or queries you have on the system.

Here are just some of the topics of the Profin Help Menu.
















This is the official manual for the Profin Financial Management Package for WINDOWS 95/98/2000/NT/XP.  Copies can be obtained from
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You are also invited to visit our Website and make use of our Inquiry service (you can also download this manual from the Website).





Profin is committed to excellent client service.  After you have studied this manual and you still have any queries we encourage you to contact our support line.





124 General Hertzog Road


Three Rivers


Vereeniging


1929























Welcome to the wonderful world of Profin.  Profin is more than just a software program.  It is a fully integrated system that is born from within the South African business environment.  The Profin package was developed as a joint venture between business leaders, chartered accountants and software specialists.  The package is continually upgraded  and improved (available free to existing clients).





The unique selling property of the Profin Software Package is the extensive support infrastructure.  Profin Hardware South Africa t/a PROFIN gives full telephone support and gives on site support by consultants.





The company has a long and prosperous history in the Gauteng Province and has many clients in the whole of Southern Africa.  Profin provides many backup and support services to its clients, ranging from hardware, network, accounting and software services.
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The vertical scrollbar is shown here.  It is usually placed at the right of a screen.  The horizontal scrollbar (not shown here) is usually at the bottom of the screen.





Move up by:


Clicking the Up button to move by line.


Click in the space above the position indicator to move up by page.


Click on the Position Indicator and hold the mouse button depressed, move the indicator up to move at variable speed.





Other options:


Press the Up Arrow on the Keyboard to move up by line.


Press the Page Up Key on the Keyboard to move up by page.


Press the Ctrl Key + the Home Key to move to the very beginning of a document.


Press the Home Key to move to the beginning of the line.





[All of the above can also be done in the opposite directions.]





Up button





Position Indicator





Down Button





Page Up





Page Up
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Edit Box with Pulldown Menu





Edit Box





There are sometimes the possibility to undo an action.  For instance if you should accidentally type something wrong into an edit box and in the process loose information that was in that edit box, or if you should wrongly delete something  then you would want to undo that step.





Press the CTRL Key + the Z Key on the Keyboard.


Basic steps can be undone with this procedure.
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This thing


doesn’t work !








Must address be printed on Invoices, etc.?








Progress Bar














Step 1





Step 2





Step 3





A new company is stored in a directory / Folder








Directory





Drive





Folder








Edit current User





Add new User








Properties





Range of installed printers (if available and already configured).





Standard codes can not be deleted.





Click OK to accept changes.





Click NO to ignore changes.





CLOSE is disabled, because the OK still needs to be clicked at Statements and Invoices.





EDIT is to make changes.





Press the TAB key to end a line and proceed to the following line.





The description of this group changes if balances had already been entered for a debtor.





Radio Buttons





Option 2





Option 1





Option 3





The VAT scale for this specific item.





Hyperlink to the ‘Opening Balances’ procedure (section 4.4 in this manual).





Facility to enter info concerning the Creditor





Hyperlink to the ‘Opening Balances’ procedure (section 4.4. in this manual).





If this is not 0.00, the debtor cannot buy for more than this amount.





Cannot buy without an order from debtor.





Account has been suspended.  No more sales allowed.





Registration number has to be entered when an invoice is entered.





Facility to enter messages.





Hyperlink to the ‘Opening Balances’ procedure


(section 4.4. in this manual).





This password is needed for the POS system





Each employee has its own tag number - ForeCourt





To add a new stock code.





To edit a stock code.





These buttons are to create a new group, sub group or warehouse





If the specific item is on a special, type the amount including VAT in.  Enter the date the special starts and ends





Must the object be Weighed?





Stock code and its general selling code, must have the same vat type.





Recalculate  the Standard price, markup or retail excluding vat.





Like Bottles/Empties.





Please note the different periods that are open.  Ensure that the transaction periods are all similar,  otherwise the trial balance will be incorrect.





These two totals must be the same at the end or else the system will not let you exit this form.





Choose the account that you want.








Step 3





Scrollbutton





Step 2





Step 1





Scroll-button





Many users enter here first and last numbers of the receipts pertaining to this deposit.





Amount inclusive of VAT.





Total amount received from Debtor.





Ensure the quantity and unit price is entered per line.





A dotted circle indicates the current focus.











The amount per shift over/short is keyed in here.





Display.





Enter necessary information.





E.g.  36% will imply a 3% interest per month.





Entered at the System Setup.





Cheques & Deposits will be listed here.





To reconciliate (verify) if all the entered data is correct.





The Period is derived from the Setup.





First choose a warehouse and then the rest can be * (*=Wildcard / Any Value)
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General Ledger





Creditors





Debtors





Stock Reports





Transactions Reports





Categories





Preview saves paper & time.








Check Box





Pulldown Menu
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PROFIN


Disk 1








Other icons.





Your desktop will obviously look different…








Icon (shortcut) to the PROFIN program.





With an open item debtor, you will have to choose an invoice.
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