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Financial Software Solutions

Sales & Purchase Ledger Browse

Dear user,

You must make sure that you have read “Navigating the System” first before reading any other Clarity
guides as without a good knowledge of the navigation you will not fully benefit from the features and

shortcuts that Clarity will provide for you.

Click here to read Navigating the System:
https://dataflow.co.uk/images/uploads/release notes/Clarity - Navigating the System .pdf

Also at the end of each guide, there may be a list of other supplements for further explanation of

features within this routine.

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be

useful to add to this document.

Warmest regards

Dataflow (UK) Ltd



https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf
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The Sales and Purchase Ledger Browse windows are identical. The information below we are using

the Sales Ledger as a reference.

Sales and Purchase Ledger Browse window lists the customer account records and can be found by

selecting the Sales Ledger tab and clicking on the Browse icon:

&) Dataflow Clagity - O X
Company Miles Brown and Sons & Co. v User: JPB~
Sales Ledger rders Purchase Ledger Purchase Orders Nominal Ledger Timesheets System
= b
= [ ol J 7
= | e Er - -
Browse Cash Allocate | Invoice Proforma Scheduled Close Customer Transactional Statements
Cash Invoi Period Data Listings~  Reports~
Custgp ounts  Transactions Invoicing Period Processing Reporting

The company selection controls which set of customer records appear within the customer account

browse grid:

&) Dataflow Clarity [Sales Account Browse] — (] *
Company| Miles Brown and Sons & Co. = |  User: IPB-
Sales Ledger \ Sales Orders Purchase Ledger  Purchase Orders Mominal Ledger  Timesheets System
1 . .
S B W W
Browse Cash Allocate Invoice Proforma Scheduled Close Customer  Transactional Statements
Cash Invoic: Period Data Listings-  Reporis~
(_mstomer Accounts|  Transactions Invoicing Period Processing Repﬂlg
Code | like | Al JA|BICIDIE|IFIGIHIT|I|[KILIM|IN]JO|P|QIR|SITIU|VIW|[X|Y|]Z]O]|1]2]3]4]15]6]7]18]%
Code ‘ Mame | Balance| Currency Balance Credit Limit| Default Currency | Status| Address Department| Address Line 1 Address Line 2 |Addrass |
AQDDO1 | Airfreight Systems LTD £195,821.06 £ 75,000 21 Ashgrove Road Horley IE
AB0O001 A Booker PLC £ 376,276.10 € 424,149.58 € 50,000 EUR Booker House Upper High Street C
AQUO01 | Agustin Quevedo | £ 66,971.92 | € 81,475.00 | € 10,000,000 EUR [} [ Ona 55, 4-B 28050 Madrid
BDDQ02 EBritish Financial Planning Co. £ B6,525.26 £0 25 Staplefield Avenue Swindon
BRITO1 | British Commercial Services | £220,151.65 | | £ 200,000 | 12 Downs Street Lenden
C00D01 | Coverall Advertising Consultants | £ 124,546.63 4 156,840.00 $ 100,000 USD Colwood House Colwood Hill
CHAN Channel Computer DEVElDDmEHt. £ 429,885.00 | | £0 e | 25 Coastline Avenue Eastbourne
CPLOD1 | Computer Private Limited £ 51,504.00 £ 30,000 30 Coronation Ave reendale
ECO ECO Electrical Wholesalers LTD | £ 56,407.24 | $ 77,542.90 | $0 UsSD | Unit A , Cradle Hill Indust. E state  Upper Dumsford |
GO0001 Graystone Insurance CO LTD £ 57,138.00 £ 750 150 Eastern Road Newcastle-Upon-Tyne
HARVEY Harveys Financial Planning Ltd £-3,197.52 £ 40,000 3 Great Thorndean Place London
100001 | Joseph Drawit Associates £ 69,254.00 £0 21 Cambridge Road Ipswich
LA LA Property Consultants £33,103.50 £ 45,000 Albion House 78 High Street
LAI00L | Lifeboat Associates ITALIA s.rl. £51,331.11 € 60,672.80 € 40,000 EUR 20146 Miland - Via Frua, 14 C.C.LA.A.
MARVEL Marvel Office Technology LTD £20,777.64 £0 10, Raleigh Court Livingstone way
NASAT | Masat Pharmaasdceuticals LTD £9,128.50 £ 10,000 Hurst Lane Industrial Estate Northdean
PRIME Prime Chemicals LTD £-573.00 £0 Prime House Chiddel Trading Est.
« [0 »
By Company w « [vl[w] | pagel1 of 2
Clear filker “§ Add o Madify 7 Remove X
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There’s a quick search and filter section located on the header of the browse grid where you can
select and filter the browse grid by the first letter or number of either the account code or name. In the

example below the letter ‘B’ was chosen:

&) Dataflow Clarity [Sales Account Browse] — [m} 3
Company Miles Brown and Sons & Ca. - User: 1PB~
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Timesheets System
= = b —
FE ES =L ‘ j =
= | B in E = =7 =
Browse Cash Allocate | Invoice Proforma Scheduled Close ustomer Transactional Statements
Cash Invoi Period Data Listings~  Reports™
Customer Accounts  Transactions Invoicing Period Processing Reporting
Code | like Al \A\B\C\DIEIFIGIH\TIJ\KILIM\NlS\PIQIR\S\T\..‘I\’IW\KIYIZIS\l\2|3\4\5|5\7\8|9|
Code Name Balance| Currency Balance Credit Limit| Default Currency | Status| Address Department| Address Line 1 Address Line 2 Address Line | >
o
BO0QO2  British Financial Planning Co. £ 86,525.26 £0 25 Staplefield Avenue Swindon 2
[
BRITO1 British Commercial Services £220,151.65 £ 200,000 12 Downs Street London
« i v
By Company, Supplier Code starting with B W« m Page 1 of 1
Clear filter " Add ¢

There’s also the option to type the first few characters of the account code or name into the

field ke . This option will return filtered results based upon the characters you have entered in

the sequence you have entered them.

If you need to search and filter by a specific word, or sequence of letters, that exist somewhere within
the account Name, but not necessarily at the start of the name, you can use the wildcard ‘%’ at the
beginning of your search entry. E.g. in the example below I'm searching and filtering all account
names (highlighted below in green) containing ‘Ltd’ (for revenue). Type ‘%Ltd’ into the Like field
(highlighted below in ) and Clarity will apply a filter and display only accounts containing the

sequence of letters ‘Ltd’ somewhere within the account name (highlighted below in purple).
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) Dataflow Clarity [Sales Account Browse] — [m] X
Company Miles Brown and Sons & Co. - User: SUPERVISOR~™
SalesLedger | Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Stockledger  Audit& VAT  Timesheets  System
i e 3 ) b
wg (Fm=) = 4‘) - - 31
Browse Cash Allocate Invoice Proforma Scheduled Customer Transactional Statements Letters Close
Cash Invoice  Data Listings~  Reports= Period
Customer Accounts Transactions Invoicing Reporting Period Processing
I\ke it Al TAIBICIDIEIFIGIHITI[IIKILIMINIOIPIQIRISITIUIVIWI[X|Y[Z]|0[1]2]3(4[5]6]718]8
Base currency Sterling (Default) -
Code | Name Balance Currency Balance| Credit Limit| Statement Frequency Default Currency Status| Payment Method| Address Department Address Line 1 Addi ?
A00001 |Airfreight Systems LTD £0.00 £ 250,000 Monthly BACS 22 Ashgrove Road Horl g
C00001 |Coverall Advertising Consult Ltd | £ 0.00 $ 0.00 $ 100,000 Monthly usoD BACS Colwood House Colw; =
ECO ECO Electrical Wholesalers LTD £0.00 $ 0.00 $0 Never uUsD Manual cheque Unit A , Cradle Hill Indust. E Upp
G00001 |Graystone Insurance CO LTD £0.00 £ 750,000 Monthly Manual cheque 150 Eastern Road New
HARVEY |Harveys Financial Planning Ltd | £0.00 £40,000 Yearly Manual cheque 3 Great Thorndean Place  Lont
MARVEL |Marvel Office Technology LTD £0.00 £0 Monthly BACS. 10, Raleigh Court Livir
MASAT Nasat Pharmaasdceuticals LTD £0.00 £10,000 Weekly Manual cheque Hurst Lane Industrial Estate Nort
PRIME Prime Chemicals LTD £0.00 £0 Yearly BACS Prime House Chid|
REFRO  |Repro Publishing LTD £0.00 £15,000 Monthly Manual cheque Repro House Tude
SHGOO1 |Smith Hotel Group Ltd £0.00 £0 Monthly Manual cheque 1 Charlotte Lane
WCFD01 |WFC Underwriting Ltd £0.00 £ 3,000 Monthly Manual cheque 100 Gracechurch Street

Right clicking the mouse on the grid presents a number of right click options:

@ Dataflow Clanty [Sales Account Browse]

Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
7 T
. r ettt = !
g B @ E SRt = !
Browse Cash Allocate| Invoice Proforma Scheduled Close Custom Transach t:
Cash Invoice Peried Data Listings*  Reports™
Customer Accounts  Transactions Invoicing Period Processing Reporting
Code = | like |AIJAIBICIDIEIF|GIH|TI[IIKILIMIN]JO|PIQIR|SITIUIVIWIX|Y|[ZIO]1]2]3]4]5]6]7]8]
Code Name Balance Credit Limit| Default Currency Stalus| Address Depanmmt: Address Line 1 | Address Line 2
[ AD00D1  Airfreight Systems ,:' Refresh :£ 75,000 | | 21 Ashgrove Road | Horley
|(ABDOO1 A Booker PLC ———— € 50,000 EUR Booker House Upper High Street
| R ‘4, | View account ADOOOL T I T X
||aQoo01  Agustin Quevedo 000,000 EUR @ Ona S5, 4-B 28050 Madrid
BOOODZ  British Financial pIf ¥ | Add account £0 25 Staplefield Avenue Swindon
BRITOL British Commercial 4 | Modify account A00001 {200,000 12 Downs Street London
CO0001  Coverall Advertisi] < | Remove account AQODOL {100,000 usD Colwood House Colwood Hill
CHAN  Channel Computer Mew order | £0 o] 25 Coastline Avenue Eastbourne
CPLOOL  Computer Private S £ 30,000 30 Coronation Ave reendale
- = | View transactions [ - - 4 - . -
ECO ECO Electrical Wh: —_— | $0 USD Unit A, Cradle Hill Indust. E state  Upper Dumsford
GO0001 Graystone Insuran View orders | €750 150 Eastern Road Newcastle-Upon-Tyne
| R View deliveries T I I I T
HARVEY Harveys Financial £ 40,000 3 Great Thorndean Place London
. View invoices | I N =
Jo0001 Joseph Drawit Ass EOD 21 Cambridge Road Ipswich
LA LA Property Consy A3 | View scanned decuments |g 45,000 Albion House 78 High Street
LATOOL  Lifeboat Associate) =5 | Attach scanned document | 45 000 EuR 20146 Miland - Via Frua, 14 C.C.LA.A.
MARVEL Marvel Office Tech 5 | Clear filter | £0 10, Raleigh Court Livingstone way
NASAT  Nasat Phammaasdd £ 10,000 Hurst Lane Industrial Estate Northdean
X | sum selected cells | |
PRIME  Prime Chemicals L -, _ | £0 Prime House Chiddel Trading Est.
| 42 | Copy to Clipboard 3
||REPRO  Repro Publishing L — £ 5,000 Repro House Tudor Trading Estate
| I ) | 71| columns b T T i T T
| STYLEL Style Fashion Desi | £0 10 Churchill Square Palace Road
I ! . Wind " | ! | ! ! .
||vHT Vickers Harris and 1| Window £0 Church Houss 35 welling Streat

The available options are explained below:
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» Refresh

View account A0D0O01

Add account

Modify account AQDDDO1

Remove account A00DD1

MNew order

View transactions

View orders
View deliveries

View invoices

View scanned documents

Attach scanned document

Sum selected cells

Copy to Clipboard
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Use this option to refresh the current view and bring in any new

information since the window was opened.

Use this option to view the details of the selected account.

Use this option to add a new customer record.

Use this option to modify details of the selected customer record.

Use this option to remove the selected customer record. This option
may only be used if no audit record has been posted against the

selected customer.

Use this option to create a new Sales Order for the selected
customer.

Use this option to view the selected customer’s transactions.

Use these options to view an order processing document raised
against the selected customer.

Use this option to view the scanned documents attached to the

selected customer account.

Use this option to attach a new scanned document to the selected

customer record.

Use this option to clear all filters currently applied to the customer
browse grid. This option will only be active if there are active filters

currently being applied to in the grid.

Use this option to perform a sum on the range of cells currently

selected. This option only works with amount fields.
Use this option to copy the highlighted cells information to the

windows clipboard. Once copied the windows paste facility will be

available to paste the copied information into another application
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such as Microsoft Excel. There are sub options to copy to the

clipboard such as: Display values, with headers and Unformatted.

You are able to drag and move columns around to display
the grid information in a chosen format. This option allows
you to revert to Last saved layout or Revert layout to default,

which will be the system default.

Similarly to the column option above this option allows you to
choose between Save layout, Last saved layout or Revert

layout to default.

Double clicking anywhere on the account line within the grid will open the transaction browse window:

&) Datatiow Clarty [Sslez Account Browse]

- al x
Company Miles Brown snd Sons & Co.  *|  User: COLIN CHAPMAN ™
Sales Ledger | SelesOrders  Purchase Ledger  Purchsse Orders  Mominal Ledger  Audt  Timesheets  System
S EERE R| B | w @« &
Browse Gash Mjocgte Inveice Profoma Schedied|  Clhse | cutomer | Tnsactonsl Stetemerts
Customer Accounts  Transactions Invoiong Period Processing Reporting
|code = ke AN A|BICIDIEIF|IGIHII|IIKIL|IMIN|IO|PIQIRISITIUIVIW|X|Y|Z|O|L[2|3]4|S]|6]7|8]8
code | mama . T sioode  Address Country A& T
A00D01  Artreight Systems L] ) Transactions for account: AGODU1 - Airfreight Systems LTD x o E
(ABIDOL | A Socker AL Date Type Reference  Held| Approved Due date Amount  Outstandiea Wet amaunt| VAT amount Attachments Fuly settied Our reference Their refere| Status ~ | Netherlands
AQ0001 Agustin Quevedo 27-un-2020 CSM Cash0l Yes £-2,000.00 £-1,000.00 & -2,000.00 £0.00 Rl'!I'IMB — “ é 4
00002 Batsh FnancialPan | oy n-zo20 v 0000002029 Yes  23nk020 €388 £3878 £ £s78 @ RstsTe ereser | e == “
BRITOL Boteh Commercal S |,y un2020 v 0000002030  Yes  23WL020  £7638  £7638 66500 £1138 @ RSTI345/78 678387 | velucs and Camency - 4
o001 Coversll Advertisnd | |1y ju0 2020 I 0000002048 Yes 702020 ELOODOO  £L000.00 £100000  £0.00 User - 9
CHaN  Channel Comauter O m ves £6120  E£6120  E5100  £10.20 OMSTIS  POM-Y L
CPLO0L | Comouter Private g |y, o 2020 v omss7s Yes  140u-2020 £5400  £5400  £45.00 £9.00 31003 L
€0 ECORecneal Whelq | g jun-2020 CsH Dmtestt £-1,000.00  E£-500.0 £-1000.00  E0.00
CO0001 Gravtone INUIBNCE | 15 Jun-2020 CSH Test 2 £-20000  £-20000 £-20000  £0.00
HARVEY | Marvay Fisancial 4 | ey v £120000 £120000 £100000  £200.00
00001 JosephDrawkAMod |\ c 2020 I 0000062051 Yes 1432030 £108,000.00 £ 0B.000.00 £ 90,000.00 £ 18,000.00 31000
A LA Property Consults I d
Lato01  Lifebout Associates ] | . 07
MARVEL Mare Ofica Tt | . dl
NASAT  Nasat Pharmaasdoed | Transaction Detais
PRIME  Prime Chemeals LTD) || Notes Nominal code Nominal description Amount VAT amount VAT code Cost cantres Period date  Currency Currency smount Currenc)
REPRO  Repro Publishing LT ‘ Banki Bank (Current Account]) £ 2,00000  £0.00 30-Jur-2020 £2,000.00 i
STNEL Styie Fashion Desipry
VHT  vickars Harms and
“ W )
Cost Centre Detas
Clear finer Bateh: 387 & | Clase B
w T »
ep— Woaoelw |hgq1_er1|
Clear filter Add @ | Modify #f  Remove X

From the transaction browse window there are various filters available to use on the right hand side.

You can reduce the viewable transaction content by applying these filters therefore making it easier to

source specific transactions.

You may also click on the available column headers to sort the grid by ascending or descending

order.

There’s also a number of right click menu options available within the transaction browse window:
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@ Tiansactions for account: A0D001 - Airfreight Systems LTD - (m] b 4
Date | Type Reference ! Held Appmved: Due date | Amnunt} Outstanding  Net amﬁuntJ VAT amﬂunt! Attachments Fully settled| Our reference Their reference Batm; Audil‘ Period date | o B
- il - | B | | | | @
27-1un-2020 CSH Cash01 Yes £-2,000.00 £-1,000.00 £-2,000.00 £0.00 387 3806 30-Jun-2020 =2
. =
! 23-Jun-2020 INV - 20 £38.78 £38.78 £33.00 £5.78 . RST/345/78 678967 396 3951 30-Jun-2020
t 2, | Refrash t t t
= -
23-1un-2020 TNV O 2020 E£76.38 £76.38 £65.00 £11.38 il RST/345/78 678967 396 3952 30-Jun-2020
17-Jun-2020 TNV 0} i | View transaction details D020 £1,000.00 £1,000.00 £1,000.00 £0.00 576 9639 30-Jun-2020
17-Jun-2020 INV O :g View cost centres 2020 £61.20 £61.20 £51.00 £10.20 DM5738 P0O34-3 588 9697 30-Jun-2020
15-Jun-2020 INV 0O = | Modify 2020 £54.00 £ 54.00 £45.00 £5.00 J1003 596 9724 30-Jun-2020
15-Jun-2020 CSH O £ -1,000.00 £-500.00 £-1,000.00 £0.00 611 9779 30-Jun-2020
4 | Transfer
15-1un-2020 CSH T £ -200.00 £ -200.00 £ -200.00 £0.00 612 §781 30-Jun-2020
Q! View Motes f | t
15-Jun-2020 INV O 2020 E1,200.00 £1,200.00 £1,000.00 £ 200.00 613 8785 30-Jun-2020
i\ View allocations I I I
15-Jun-2020 INV O 2020 £ 108,000.00 £ 108,000.00 £ 90,000.00 E 18,000.00 11000 583 9673 30-Jun-2020
Allocate
Al [ | v
1 v . — —
Batch: 396 W« (r|w | Page|1 o2
[
Transaction Details | =3 | View scanned -0 ox
=5 Attach ed d it T |
Notes ﬁ seann ocumen description | Amount VAT amnuml VAT code Cost nentr:si Period date | Currency Currency amoum! Currency \H\TI Rate ‘ Job code| Job line| Jol
CABLING i | Clear filter ship Revenue £ -33.00 £-578 1 Yes 30-Jun-2020 £-33.00 £-5.78 1.000000
[ 2 sum selected cells
4a | Copy to Clipboard
< W 3
————————==1 "] | Columns
Cost Centre Details.
1| window —
Clear fiter it Batch: 396 ¢ | Close £3

The available right click options are explained below:

-2

= Refresh

3
33

|  Modify

View transaction details

View cost centres

Use this option to refresh the current view and bring in any new
information since the window was opened.

Use this option to view the invoice detail.

This right click option only appears when you are viewing the invoice
detail using the View Transaction details option described above.

It presents a Cost Centres tab on the footer on the invoice detail
section of the window. From here you can view the cost centre

apportionment of each Invoice line.

Use this option to modify details of the invoice.
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Transfer

View MNotes

View allocations
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Use this option to transfer the selected transaction to a different
Sales Ledger account.
You may only transfer unallocated transactions and the entire

amount of the transaction.

The following window will appear for you to choose the destination

account to where the transaction will be transferred to:

&) Transfer Transaction - O X
From | ABO0O1 [ A Baoker PLC | Reference [ oM/71305 |
To |[coooo1 « |[ Coverall advertising Consultants - ‘ Amount | € 9,360.00 |
Type| NV ‘
\

Date | 23 April, 2020

Update (8) || Close |

Use this option to view any notes added to the selected transaction.
You may also use this option to modify the existing notes, append to

them or delete them.

Use this option to view existing allocations against the select
transaction. From here you may also reverse a single allocation or all

allocations using right click options:

&) View Allocations - O *
| Date | Type | Reference Batch Audit| Currency Amount Allocation
_10-Feb—2020 CRD | 0000002025 | 253 | 3552 | EUR £-1,175.00 € -1,175.00

10-Feb-2020 | XGL | Loss 255 | 3563 |EUR € 0.00 € 0.00

15-Dec-2019 AD]  0DDDOD2D23 256 | 3565 EUR £ -0.42 £-0.42

Close
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Allocate

Batch: 396

View scanned documents

Attach scanned document

Sum selected cells
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Use this option to allocate the selected transaction. Selecting the

allocate option will open the Allocation window displaying existing

transaction available for allocation.

&) Allocate Cash - m] X
~ Selected Ttem
Type | INV Referencel 0000002023 | Datal 15-Dec-2019 | Amount | € 7,050.00 ‘ Qutstanding | € 5,874.58
Batch No.| Audit Nu.‘ Type| Reference|  Date ‘ Currency|  Amount| O/s Amount| Allocation Amount, |
387 3807  CSH CashD2 | 27-Apr-2020 EUR €-1,990.00 € -1,930.00 €0.00 |
|
Close

Your allocation controls are show when
you right click on the entry you wish to
allocate against the selected
transaction. The right click menu is
shown below. The functions listed within
the right click menu are explained within

the Cash Allocation document.

Allocate

Part allocate
Settle

Write off
— ]
Select item

Un-select item

Auto allocate 0000002026 |

Auto allocate all

Discard allocation i

Filter itams

Use this option to view all transactions included as part of the batch

when it was updated to ledger.

Use this option to view the scanned documents attached to the

selected transaction.

Use this option to attach a new scanned document to the selected

transaction.

Use this option to clear all filters currently applied to the customer

browse grid. This option will only be active if there are active filters

currently in being applied to the grid.

Use this option to perform a sum on the range of cells currently

selected. This option only works with amount fields.
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43 Copy to Clipboard + Use this option to copy the selected cells information to the windows
clipboard. Once copied the windows paste facility will be available to

paste the copied information into another application.

Columns 9 You are able to drag and move columns around to display
the grid information in a chosen format. This option allows
you revert to Last saved layout or Revert layout to default,

which will be the system default.

Window 3 Similarly to the column option above this option allows you
choose between Save layout, Last saved layout or Revert

layout to default.

Using the right click option Add account or Modify account option takes you into edit mode for a new

customer or the selected customer if modifying.
The Organisation Address & Main Contact section displays the accounts address that will be used for

customer statements. You may also add additional account addresses by using the addresses tab on
the right:
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) Add/Modify Account

Code | ADODO1

MName  Airfreight Systems LTD

Current Balance | 156,883.36
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Address Postcod

RH15 ZAA

Credit Limit| 75000
Next Credit Check | £nter date
= Onhold

Organisation Address & Main Contact

Address

Name | Airfreight Systems LTD

DEpartmEnl'

Line 1| 22 Ashgrove Road

Line 2| Horley

Line 3|

Town | Surrey

County |

Post code | RH15 244

Country [

Fax |

Email address | james@airfreight.co.uk

Contact
Title | Mr
First name | Bob

Last name | Bob

Job title | Purchasing Manager

Phone | 0171 3456881

Fa:

*®

Mobile

Email address | james@aAirfreight.co.

0171 3456882

m | Spain
SN1 5BA
[lddrasse: - B E wi
| Town - | like |1[ 2]||LLE12 225
§ EA12 5EA
2, | Refresh |

|
4k Add address

r Modify address

|
X | Remove address }

+, | Copy address to clipboard
= | (Allow full address to appear to enable this item) ‘

1| di Mitano n, 113
cM1 5V

L32 24C

PR2 25A

NE12 SAT
EH15 6BL

W1 2AE

Y012 2AQ

Parameters Remittance Details Company Setup

Wl | Pagell

Discard [} I Update (=)

The Contact displayed within the Organisation Address & Main Contact section will be the main

contact for the account.

You may also add additional contacts by using the Contacts tab on the right. Should you choose to

flag a different main contact those contact details will automatically be displayed within Organisation

Address & Main Contact section. You may only have one main contact.

County |

Post code | RH15 288

Maobile |

Email address | james@airfreight.co)

3 | Copy Contact details to clipboard

@) Add/Modify Account — [m} b | nddress Postcod:
Code | 400001 | Current Balance| 196,883.36 || RH15 2AA
mame | Airfreight Systems LTD | Credit Limit | 75000 |
Hext Credit Check | Enter date [m|| Seain
= on hold SNL 5BA
0 ion Address & Main Contact Contacts s 1) w1
— | 8
Address Contact | Name ~ | like[ ||| @ [[/LEL2 285
5
— |2 || Ea12 5EA
Name | Airfreight Systems LTD | Title | Mr Bob Bob
— 1| &||] zimbabwe
Department | | First name | Bob Howard Howard 3
X £ [l wr1z 3eD
Line 1 22 Ashgrove Road | Last name | Bob
2 | Refresh
Line 2| Horley | Job title | Purchasing Manager
. ——————— 4 | Add Contact
Line 3 | | Phone | 0171 3456881
————————| &7 | Modify Contact
Town | Surrey | Fax| 0171 3456882
‘ ————————————— % | Remove Contact

Country |

Fax |

Email address | james@Airfreight.co.uk

Parameters | Remittance Details | Company Setup |

.. | Copy Contact address to clipboard
=

(Allow full Contact to appesr to enable these items)

T ——

W« vl | Page 1

| piscard 3 || update @) |

PR2 25A
NE12 SAT
EH15 6BL
W1 ZAE
YO12 2AQ

Additional Information is required to complete the account setup. This information is split between

three tabs located on the footer of the window:
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& Add/Modify Account - m} *
Cade | A0DOO1 | current Balance | 196,383.36 |
Name| Airfreight Systems LTD | Credit Limit | 75000 |
Next Credit Check| Enter date [

— On hold

Organisation Address & Main Contact o

" Address " Contact E

=

Namel Airfreight Systems LTD Title | Mr <

Departmentl First name | Bob :EE

Line 1 | 22 Ashgrove Road Last name | Eob 5

Line 2| Horley Job t|t|e| Purchasing Manager

Town | Surrey Fax | 0171 3456682

County | Mobile |

Post codel RH15 2484 Email address | james@aAirfreight.co.uk

|
|
|
|
Line 3| | Phone | 0171 3456881
|
|
|
|

Countryl

Fax | |

Email addressl james@Airfreight.co.uk |

I
| Parameters | Remittance Details | Company Setup |

| piscard 7} || update @ |

The Parameter section shown below defines the overall accounting structure of the account and how

the accounts transactional information is handled.

Transactions created for this account will automatically default to the information contained within the
Parameter section, however you are able to manually change certain elements from the default when

entering a transaction.

&) Add/Modify Account — m] X
Code [ A00DOL | Current Balance | 196,883.35 |
Name | Airfreight Systems LTD | Credit Limit | 75000 |
Next Credit Check | Snter date [m]
[ on hold
Organisation Address & Main Contact w
9
- Address - Contact | 8
5
3
Hame | Airfreight Systems LTD | Title [ Mr | [
Departmentl ‘ First name ‘ Howard | E
£
Line 1| 21 Ashgrove Road | Last name | Howard |8
Line 2 [ Horley | Job title | Accountant |
Paramcters, - 1 x
~ Nominal Ledger Link - Document Parameters
Account Type | USA Sales Accounts ~ || | pocument graup -
Default Nominal | -l - Email documents
~ Invoicing ~ Viat Control
Price Category | Mainland +|| | Default code | - I[e |
Discount % 0 [[] va Number | |
Settlement Code| -
EC Country | - |
~ International
curency |+ | -]
Remittance Details | Company Setup
" Close B3|
[ close

The Nominal Ledger Link section below defines how the accounts transactional information is handled
within the Nominal Ledger:
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&) DATAFLOW

CLARITY k2
Nominal Ledger Link
Account Type USA Sales Accounts -
Default Nominal - -

The Account Type selection is used for reporting analysis.
The Default Nominal selection defines the Nominal account transaction lines will default to. This is
only a default and can be manually overridden when entering transaction lines

The Invoicing section below defines which details the accounts invoices will default to:

Invoicing

Price Category Mainland v
Discount % 0

Settlement Code -

Multiple Price Categories can be setup with separate pricing structures assigned to each one. The
Price Category selection defines which pricing structure this account will default to when transactions
are raised. You may switch between available Price Categories when entering transaction lines.

Enter the Discount % you wish transaction to default to. The Discount % can be changed or removed
when entering transaction lines.

The International section below defines which currency the accounts invoices will default to:

International

Currency - -

The currency selection can be changed from the default when entering transactions.
Within Clarity you have the option of creating multiple templates for Invoices, Statement and letters for
example. Document Groups allows you to group a set of different templates together and assign that

group of templates to an account:

Document Parameters

Document group -

¥ Email documents

The Vat Control section below defines the Vat information transactions will default to:
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&) DATAFLOW

CLARITY k2
Vat Control
Default Code - 0
Vat Number
EC Country -

The Remittance section shown below is where you define details relating to payments and the format

in which they are processed for the selected account:

&) Add/Modify Account - O x
Cade [ ADDDDL | Current Balance [ 196,883.36 |
Name [ Airfreight Systems LTD | Credit Limit | 75000 |
Next Credit Check | Enter date El
& on hald

QOrganisation Address & Main Contact

~ Address ~ Contact

MName | Airfreight Systems LTD Title | Mr

Deparh'nent| First name | Howard

Contacts | Addresses

Line 1 | 21 Ashgrove Road Last name | Howard

Line 2 | Horley Job title | Accountant

Remittance Details - 0 x
~ Payment " Payee
Type |EAC5 - | Name |mght Systems LTD
Settlement % | | Department|

Line 1 | 21 Ashgrove Road

~ Bank Details

Line 2 | Horley

Non-demestic

Bank name | BARCLAYS BANK PLC

Town | Surrey

Swift code | 20-00-50-

County |

Post code [ RHLS 244

Account name | Airfreight Systems

|
|
|
|
Line 3 | |
|
|
|
|

Country |

|
|
IBAN number| 12348265 |
|
|

Account type | 1

[ Parameters | Company Setup |

Close |

Depending on your Clarity licence you are able to setup multiple companies. The Company Setup

section shown below is where you would define which companies this account is included in.
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All companies will adopt the same account information held within

accounts balances and transactions will be specific to each company.

E) DATAFLOW

CLARITY bz

the account setup. Only the

& Add/Modify Account

— m] x
Code [ ADDDDL Current Balance | 196,883.36 |
Name | Airfreight Systems LTD Credit Limit | 75000 |
Next Credit Check| Enter date |m|
O on hold
Organisation Address & Main Contact o
Address Contact %
=]
Name| Airfreight Systems LTD | Title | Mr | =
Departrnent| | First name | Howard | E
Line 1 | 21 Ashgrove Road | Last name | Howard | é
Line 2| Horley | Job title | Accountant |
Company Setup - 0 x

[¥| Green Retailers Ltd
Miles Brown and Sons & Co.

| parameters | Remittance Details |

Close




