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Organisations in virtually every industry sector rely on their IT systems to conduct business. The I' T department6s

ability to resolve technology issues and manage the ever -changing IT infrastructure is critical to support business
goals. Bellerophon Helpdesk automates many aspects of call management , increasing efficiency which allows staff to
focus on problem resolution. The solution is easy to deploy, in days, not weeks - and is affordable for organisations

that need a quick start in service management.

BELLEROPHON HD is built on the same  BELLEROPHON EMS Il platform as our more comprehensive enterprise
solution, Organisations that have a helpdesk requirement today can be confident of investing in a solution that can
grow as business needs change.

BELLEROPHON HD Helpdesk software automates many aspects of call and trouble ticket management, increasing
efficiency, and allowing the help desk to focus on support & problem resolution.

In order for today's businesses and organizations to maintain and improve customer service and optimize help desk
staffing levels your  help desk software must help you create.. . an efficient, cost effective customer focused
support environment!

Whether you currently track support requests on paper or spreadsheet, or have help desk software that is no longer
adequate for your current needs, we invite you to take a look at our Bellerophon HD Help Desk Software which
enables you to provide a cost effective network based solution.

‘/ Fully -automated call management, prioritization, ownership and audit trail.

\/ Fully -automated email integration with shared mailbox support.
/ Resource scheduling and calendaring are standard.
‘/ Knowledge Base for common problems and solutions.

Full rights management to control the access and use of the solution by technicians
and customers.

/ Comprehensive reporting environment with graphics and real -time report options.
/ Fast and easy to install, configure and deploy. 2

‘/ Fully - customizable table schema and user interface

Fast to Deploy, Easy to Configure

Bellerophon HD Helpdesk software provides the optimum combination of call management automation,
functionality and flexibility, delivering a comprehensive help desk solution that satisfies most Helpdesk
requirements right out of the box. Built on Bellerophon (Enterprise Support Platform ), BELLEROPHON HD

allows the customer to pick and choose the elements of the solution required to meet precise needs.

Unlike othe r IT support software, BELLEROPHON HD is non -prescriptive and can be configured to meet additional
business processes not stri  ctly defined within a conventional IT Helpdesk environment, thus providing ultimate
flexibility.

Business Benefits
\/ Streamline and automate your customer service requests.

/ Improve customer satisfaction.

J Increase the productivity of your IT support staff.

/ Lower the cost of your IT support service.

/ Reduce technician training time with a familiar look and feel.

‘/ Easily integrate, out of the box, with many common Network and Desktop management solu tions.
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0. ThisHelp Desknanualwill give you an understanding of Belletogn HD. TheHelp Deskan be divided into
three categories, setup, functional and informational. Here is a brief overview of how each sedtierHslp
Deskfits into each of these categories.

Setup

The setup screens are where static information pathweagscreated in order that other screens can work
correctly. These screens allow you to

1 Setupuniquedepartmentson individual helpdesks, with specific fields and data capture points per

department.

Setup custom fields including, text boxes, picking lists, drop downs

User access per department, but |.T. departments can access each helpdesk

{ShGdzZL) ' yR O2yFA3IAdzNI GA2Y 2F {[!Qa olaSR 2y aStsSois
Configuration of departments including jaompletion targets and additional email footers

Enable or Disabled departments

=A =4 =4 -4 -4

An exampleof these types of screen is Maintenance

The functional screens are where business process actions are carried out within the module. These screens
allow you the

9 Jobs can be assigned to an individual and alerts and requests ardaeptional emails

91 Jobs can be updated and a full and complete audit trial is tagged to the job. This included information
regarding what was done, the time it was cadiout and by whom

T w2o6Qa OFy 06S NBFraaA3dySR o61601 FyR F2NIK G2 g RA 2 dza

1 The jobs can be filtered by both the standard fields and the custom user defined fields

1 Documents can be attached to individual jobslaran be retrieved at any time

An example of these types of screen is Jobs

Finally, the informational screens are where data can be manipulated and viewed for managerial and analytical
purposes. These screens allow

9 Statistical information about the success of failure of jobs completed in time.
1 Individual users can be monitored and their progress compared to others in a league table
91 Graphical charts depicting the percentage of jobs completed on time versus, ovielzhiand

overdue jobs completed after the estimated due date has been changed to monitor anomalies.
91 Jobs can be plotted in an Outlook style calendar interface for easy viewing of the day, week or months
tasks.
Some examples of these types of screen&cheduler and Management
Unique Point@bout theHelp Desk modulare

1 The ability to completely customise the helpdesk and setup departmentally specific screens.

1 The helpdesk is linked into the system and users can directly log jobs without the neatiup in
person



0.1 Installation
0.1.1Bellerophon HD installation

Run Install.exe as administrator
In Windows Vista wiA3IKG Ot A0l FYyR Oft A01 Wwdzy Fa ! RYAYyAadl
In Windows XP wA3IKiE Ot A0l FyR Oft A01 Wwdzy | adddQ
{ St SO0 GKS W¢rkdnls@etion 2 Ay 3 | 4 SNR
Enter the administrator log in details
Accept that you wish to install Framework .net 3 and SQL Server 2005 Express
{SEtSOG I t20FLGA2y G2 Ayadlftt G2 dzaiy3d GKS W. NrgasSQ od
/ ftA0] GKS WLyadltftQ odzitGzy
When it asks if youwishtoindtaf G KS F LILIX A OF GA2y Of A0l 2y WwWLyadlttQ |
You should now see the log in screen
Make sure the options are Vide
tfFO0S I GAOl ySEG (G2 W KIy3asS {SNBSNI bl YSQ
Enter MYCOMPUTERQLEXPRESS (where MYCOMPUTER is the name of your computer)
Leave the Username arthssword blank
/ ftA01 GKS W[ 23AyQ odzilzy
2 KSy Al lFala AF &2dz sA&aK G2 ONBFGS &
2 KSy AG NBlOGdzNya G2 GKS t23Ay &a0ONBS
You should now be in ok

0.1.2Bdlerophon HD Lite installation
10
Run Install.exe as administrator
In Windows Vista wA3IKiEG OtA01 FYyR Ot A0l Wwdzy la ! RYAYyA&d
In Windows XP wiA3IKiEG Ot A01 FyR Oft A0l Wwdzy | adddQ
{St SO0 GKS We¢KS c2ff2gAy3a ! AaSND NI RAI ¢
Enter the administreor log in details
Select a location to install to using the Browse button
/ tA01 GKS WLyadlfttQ odziGzy
2 KSy AG lFala AT @2dz gAaK (2 Ayadlff GKS ILIXAOFGA2Y (
You should now see the log in screen
Make sure the options are visible
Plack GAO1 ySEG G2 W/ KFy3aS {SNBSNI bl YSQ
Enter your SQL server name or the name of your SQL Express instance i.e. (MY COMPLEPERRESS)
Enter a username and password that has access on your SQL to create a database
/ £tA01 GKS W[ 23AyQ odzilGz2y
Whenitasksifyos A a K (2 ONBIFGS GKS RFGHDO S &
2 KSy AG NBldzNya G2 GKS t23Ay aONBSy SyidSNI o
You should now be in ok



If you get the error unable to create registry keys orthereardn 2 LJGA 2y a Ay GKS W{ SNIBSNJ b
b I Y &&p down menus follow these steps first

hLISy GKS Wi St lidsvteidowrléaded RIS doepad A f S
wSLI I OS WOyGSNI @2dzNJ { v &SNIBSNI yIYS KSNBQ 6AGK &2dzNJ {
wSLIX I OS WOy i SN RSMNBIQ Rd Al fo | &BdzNIH K52 a Sy RIEGEFOFAS yIYS
If you require multiple databases you need to enter the database names separated by commas
(databsel,database2,database3,etc)
Close and save the reg file making sure the file extension is still .reg
Double clickonthg’ St & dzLJRIF G SR WI St LIRSa]l YSeoNB3IQ FAES (2 dzLIRI
Try again and it should work fine now

11



0.2 Bellerophon HD Quick Setup Guide

Although some settings will be populated automatically you will need to configure the following screens for
Bellerophon HD to run smoothly

Bellerophon icon> System Options
StafffUsers- Add Staff memberand eeate user loginsLevel 10 users bypass all button protectian
valid email address is needed for emails to be sent correctly
Currency Maintg Add additional currencies
Divisions / Customer Typg Add additional divisions and customer types
Sales Outlet; Add your sales outlet details
Company Informationg Add your company information
Lookup Maintenance; The lookup table allows you to add edit the relevant tables
Customer Credit CodesThese are the payment types
Customer Age BracketsThese are the age brackets
Customer Contact Titles These are the customer titles
Customer Country CodesThese are the country codes
Customer Source Masr/Details Info ¢ These are the source details
Customer Status CodeasThese are the customer statuses
Document Store File TypesThese are the document extensions
Email Server Setting This is your email servandthe email mail address that the help desk
emails are sent frong These areequired for emails to be sent
Help Desk SLAsThese arethe service level agreements
Staff Department¢ These are the departments
User Options> My Customisatiorg Customise théook and feel of Bellerophon HD and the default printers 12
Help Desk> Customerg, Create new customers
Help Desk> Help Desk> Maintenance
Type Maintenance; Create new custom fields and sub types
Department Maintenanceg Add / Remove users from the dagiment
Allow users to edit estimated completion dates
Set the Job Completion target
Set the Default Job Type
Add any Additional Email Footer Text
Set the Overdue Job Gauge Maximum Value
Enable / Disable Departments Enable or disabldepartments
SLA Maintenance Setup the service level agreements so the days left will automatically be
calculated when logging a job
Job Status Maintenance Add additional helpdesk status and set others to be included or not



1. Summary

1.1 What thisscreen is used for

Viewing at a glance the summary of the statistics for the selected departments helpdesk
Changing the summary to view

1.2Understanding the screen

Total Open Jobs. Total Completed Jobs ~ Total Cancelled Jobs

69 43 &

H —

Summary to view 13
These radial selections allow you to pick which summary youteisiew

Total Helpdesk Users

This shows the total amount of helpdesk users for the selected department

Total Helpdesk Users Logged In

This shows the total amount of helpdesk users currently logged in for the selected department
Total Jobs

This shows th¢ob total for the selected summary

Total Overdue Jobs

This shows total amount of overdue jobs for the summary selected

Total Open Jobs

This shows the open job total for the selected summary

Percentage of Jobs Completed On Time

This meter shows the totaimount of jobs completed on time for the selected summary
Total Completed Jobs

This shows the completed job total for the selected summary

Total Cancelled Jobs

This shows the cancelled job total for the selected summary

Total Jobs Being Monitored

This show the being monitored job total for the selected summary

Total Jobs Being Actioned

This shows the being actioned job total for the selected summary

1.3Using the screen

1.3.1- This screen is for viewing easy to see figures for the selected summary on the s®e&stedr NIi YSy G Qa
helpdesk. To change the summary use the radial selections at the top left of the screen, you can choose
between All, this month, last month, this year aladt year (the figures change automatically to reflect your
selection)

1.3.2- To switch between departments you need tb & O | SelécK¥:pactmeritbutton to select a new one
from the list



2.Jobs

2.1What this screen is used for

Creating staff ocustomer jobs assigned to a specific person with relevant data

Updating existing jobs

Viewing existing job details and job history

Viewing jobs in a easy to vigwolour coded, list format (ReglOverdue, Yellow Due, Greerg Not Due)
Exporting all pbs,selected job details or selected rows for database usage

Filtering the list including hiding and showing Cancelled orders

Switching Departments

Adding documents and files to jobs and updating these files with newer versions

2.2Understanding thescreen

2.2.1Title Barg Edit

a i__s 2 Export To File

New Update
Edit Job L7}
New 14
This button allows you to clear the job details below to place a new job
Update

Click this button to update and edit the selected job
Export To File
This button exports the details of the jobs in the list to a féet

2.2.2Title Barg Filter

4 Filter Jobs | Given To d Request From Staff member d Date Type ) Close JLlog \JLastUpdate | SINGLE d
() ResetFilters | Statusisnot |COMPLETED | Request From Customer |ud | Date From | MULTIPLE d
SLA d Show Cancelled [_] Date To d
Filter Jobs

Click this button to filter the jobs using the selected information
Reset Filters

Click here to clear any filters entered and return to the default filter
Given To

This allows you to select which person ayeds assigned to
Status is (not)

Ths allows you to select eitherafstatus is orfia status is not the selected status
SLA

This allows you to select which SLA you wish to filter
Request From Staff Member

This allows you to select which staff member ledghe job
Request From Customer

This allows you to select which customer logged the job
Show Cancelled

This tick box allows you to show or hide cancelled orders
Date Type

This allows you to select the date type to select

Date From

This allows you tselect the date from

Date To

This allows you to select the date to

Customfields

These fieldgre custoni A SsetBdak each specific helpdesk

2.2.3Title Barg View



[}

&8

Select
Department -

Department ™

Select Department
This button allows you to select which department you wishiew

2.2.4Title Barg Search

Find Job Mo
Search Problem Info

Search Legacy Mo
Search Jobs I

Find Job No
This allows you to search for a specific job number
Search Problem Info

This allows you to enter text to search for in the problem info of all the jobs

Find similar Jobs
This button allows you to find similfobs to the one selected

2.2.5Title Bar¢ When adding or updating a job

= =. 2
Q@ Q-
Add Cancel

Edit Job ry

Add / Save Changes

This button allows you to add or save the changes made to an existing job

Cancel
This button allows you to cancel any changes made

2.2.6Help Desk Jobs tab

Help Desk Wk igonmd ke | diclp Desk
B hepoms e
 tmno 1"

-

Eeee .
ek e b ocmarts 5]

Request from  Assigned To
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Logoed By Status sia Days Latt
Argant ) ow s

Est Comp Date  Last Update @5l st
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3ob Description
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When a Customer Request
Customer No
This shows the customer number
Customer Name
This shows the customer name
When a Staff Request
Request From
This shows who requested this job
Assigned to
This shows who the job is assigned to
Logged By
This shows whipgged the job initially
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Status
This shows the current status of the job
SLA
This shows the current SLA for the job
Days Left
This shows the number of days left until the job passes its estimated completion date
Est Comp Date
This shows the estimated conepion date for this job
Last Update
This shows the date the last time the job was updated
Staff / Customer Request
These radial selections show which type of job this is (staff or customer)
Reminder
This tick box and date selector allow you to setup a netei for the selected job
Job No
This shows the job number
Job Description
This job description is listed here
Custom Fields
Any custonif A SsetBouvill be displayed here and the relevant data can be stored here
Problem
This shows the problem / job infind any updates that have been made to this job
Add Problem Info
This drop down text entry box allows you to add problem info to the selected job
When Adding or Updating a job
Send Assignment Email After Save
This tick box indicates thain assignment email needs to be sent wizgrychanges are saved / a new job is added
Send Confirmation Email After Save
This tick box indicates thata@nfirmation email needs to be sent to the staff member or customer who originally requested the jobanipehanges are saved / a new
job is added
Jobs List

This shows a the list of jobs for the filter options selected in the title bar, this can also be filtered using the aotiisolumn titles
Refresh

This button refreshes the job list in caere have been any changes

<

This button shows the job details for the previous order in the list from the selected order

>

This button shows the job details for the next order in the list from the selected order

Select All

This button selects all the oeds in the list above

Export Selected Rows 16
Click this button to export the highlighted rows, these can then be pasted into another applicatiendie

Open Jobs

This button shows only the open jobs (open, monitoring and actioned)

2.3Using the screen

231-¢2 @OASS | 220a RSOGFAfa e2dz Oy &aStSOG AG FNRY (KS
Completed or Cancelled orders), you can browse through the jobs one by one using #iel & Bbdittons to

go back and forward by 1 job eactckli To find a specific job you needdcS t SOl i taldat the{tddl NOK £

thenSyY G SNJ 1 KS 220 y dzY o DoKarid présa retinfiSS adC{A §TRNIIWR doxXblBgst SY Ly F2
you to search all jobs for the problem information entetled ¢ 3e&ch igacy Né is only used when

searching on jobs imported from another helpdésk , 2dz Oy @ASg GKS dat NBofSY Ly¥F2
by double clicking on it

2.3.2-If you wish toadjust the filteryouD | y R2 (KA & t3bNRthe taskko& click GniitiolviSwNE

By defaultthe onlyff A £ G SNJ ( K I ( Statas ishyt ICanfplE RenebGiveniTl &Status is and 6SLA

can all be changed to their opposite by clicking on them (clichSar changes it t&SLA is nét ~ Sclickon it
again to change it back). You can select the filter options using the drop down lists, once you have select all
these click thefilter Jobs button to action the filter (the results are shown in the jobs list below). dReset

C A f DhubtonEcléars all the filters so all jobs (except cancelled) are shown in the jobs list below, to show

cancelled ordesyodz y SSR G2 LJX I OS | Athen cliok hdsriiter Jobébadttprkagain / | y OSt £ &

2.3.3- To switch between departments you netmclick into thedView tab on the taskbar then click the
SeB OG5 S LIbuxdn Yo Sefeit from thdist



2.3.4- To create a new job you need to click thé S Buéton in the 6Edit tab on thetaskbar, once you have

donethisthed ! RR£ I y Ruttdns wiljappBdr én the taskbar. You need to enter all the information

below and populate all required fields (fields that need to be entered for a job to be logged). Once you have

populate(R I £ f GKS ySOSaal NB ¥FA Shagitéar&ddlcutatedaitomatcalysings G S¢ |y
the SLAs enteredvou then needtoenterall G KS 220 Ay TAAdBYoblénk § F 28y A3 OG K3y al YR
OkP C¢HKFRAG! 3aAIYYSyild 9BeR t/ 2 FHSNY K & DB ¥arebdhRicked | TG SN { | @S
automai A OF ffex (KSaS Oly 06S dzyGAO{1SR AT @2dz R2y Qi ol yid i
entering the details click K &ddibutton in the taskbar to save the changes, send the automatic emails,

assign a job number and add it to the jobs list ba tight. If you wish to close the job without sayiit click

i KS & /buttgnsthettaskbar and all changes will be discarded

2.3.5- If you wish to update an existing job you need to select it from the list so the details of the job are

populaedoni KS f ST G KSy budn i d@a AiRkABDEdhetasSKol, i€ you have done this

GKS a{ @S /| KI yEitasawill apgear od thetaskba.fOaice you have made any asaog

added any additional problem informatigh2 dz Yy SSR {2 Of A ®ittonltks8ve any ¢chahbes,/ K y IS a
todiscaR | y& OKEy3ISa b@torh 01 GKS a/ FyOsSt ¢

2.3.6- There are a 2 main ways of exting data from the help desk

f ¢KS T A NR UExpoi to dil ButfoR in th&iSdit dab on thetaskbar when you click this you
are prompted for a name and location to save the file. This exports ajob®eincluding the problem
information to a text document

f Thesecy R A& (KS &9 E Lidtediunderddatf (heij@Rlistyod meédéo highlight the
rows in the jobs lise NJ Of A O1 (bKttSn taHigBlighGtikein althdn tliEk the button to export
the job details to the clipboarda{l apart fromthe problem information) you can then paste these into
another problemsuch as excel for reporting purposes

2.4Job Documents tab
17
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Ref Code

This shows the entered ref code

Document Search All

This button allows you to search all documents attached to anglpgbA y 3 G KS Sy i SNBR awS¥ / 2RS¢
Document Job Search

This buttonallows you to search only documents attached to thisjad A y3 (G KS Sy iSNBR awS¥ / 2RS¢
Add

Click this button to add a new document to the selecteddad A y3 G KS WwwST / 2RSQ SyiSNBR
Update

Click this button to update the selected document with a new version

Remove Version

Select a version from the list on the right and click this button to remove it

Save Copy Of Document

This allows you to save a copy of the selected document version to view and edit

Document List



This shows the list of documents attachedhe selected job by default (or the results from a search)
Version List
This shows the different versions of the selected document above

2.5Using the screen

2.5.1- The document display section automatically shows the documents attached to the setederdby

default, you can search these docuyhé & o0 & (i & LJA y 3 ReIGaED X khenCRking the (0 KS &
G4520dzySy (i /bazan®d L FI RPHKZ 6AaK G2 &aSIFINOK ff OdzalG2YSNI R2(
button instead

2.5.2- To view thedifferent versiors of a document click on it and the versions of that document will be
displayed below. To open and save one of these versions to your computer you need to highlight it from the
document versiossectionthen€ A 07 G KS a{ | @8 butidh ks wil then BpeiOada¥nSwindow
allowingyouto select where you wish to save the document and what you want to call it

2.5.3- If you wish to add a new document to this orderyouRee i 2 Sy (1 SNJ (i K Refy S @ RSIEYS Ay
field then click K SAdd button, this then opens a window to select a document to upload. Once you have
uploaded this it will appear in the document display section

2.5.4-If you wish to update a document with a new version, you need to select the dodunoemthe list
G§KSy Of A O buiio, $his aperisi®olainévévindow allowing you to select a later version of the
selected document (this needs to have the same name as the original file)

2.5.5- To remove a version of a document you need to select the docurties, select the version of the

documentyou wishtoremové KSy Of A O] G KDutbrwSY2 S +SNBERAZ2YE 18



3. Scheduler

3.1What this screen is used for

Viewing jobs in a list and an outlook express style calendar view
Filteringjobs

Opening and viewing jobs separate window

Opening jobs to amend them using the job viewing window
Viewing the schedule in various views (week, month or timeline)
Viewing a job in the calendar view using the list on the left

3.2Understanding the screen

SELLEROPHON - Custornar Care & Helpdesk Systam v18.3 THIAL VERSIN 29 Dyt Let

[ —— ——————
Wan e W mwe Ay AN 2s | mee M ane | uwd |
i
i
i
3
i
2
8, e coirs
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) a a
OMemage(s):

In the View tab
Go To Date
This date selector allows you to select a date to jump to on the calendar view
Scheduler View
This allows you to select the time scale shown on the calendar view
Selected Department
This button allows you to select a different department towie
In the Filter tab
Filter Jobs
Click this button to filter the jobs using the selected information
Reset Filters
Click here to clear any filters entered and return to the default filter
Given To
This allows you to select which person a job was assigned to
Status is (not)
This allows you to select either if a status is or if a status is not the selected status
SLA
This allows you to select which SLA you wish to filter
Request From Staff Member
This allows you to select which staff member logged the job
Request From Customer
This allows you to select which customer logged the job
Show Cancelled
This tick box allows you to show or hide cancelled orders
Updated Date From
This allows you to select the update date from
Updated Date To
This allows you to seletiie update date to
Custom fields
These fieldsre customt A Ssetipdak each specific helpdesk



Jobs list

This shows the list of the jobs for the criteria selected above
Calendar View

This shows the same list but in an outlook style calendar view

3.2.1Job viewer

(=N X
Job No Time Date Logged By
89832 1403 15/10/2008 Matthew Ashdown
Status Priority Days Left
CANCELLED MEDIUM 0
Request From Assigned To Est Comp Date
Mr Tan Thomas Andrew Gugiielmoni 22/10/2008
Notes
(15/10/2008 at 13:53)- MATTHEW ASHDOWIN: testing issue
(15/10/2008 at 13:54) MATTHEW ASHDOWN Changed the ASSIGNED
TO from to Bradley Evans
(15/10/2008 at 13:54)- MATTHEW ASHDOWN Changed the ASSIGNED
TO from to Andrew Guglielmoni
(15/10/2008 at 14:03)-LEE WILLIAMS Changed the STATUS from OPEN
to CANCELLED
Details
These show the details of the job being viewed
Notes
This shows the notes for the selected job
Amend Job

This button allows you to open the current job in the Jobs tab

3.3Using the screen

3.3.1- This screen shows the jobs using the filters above in a list and outlook style calendar view, if you wish to

jump straight to a job on the calendar view you need to double click on it from th&dgio to a date you just

needtod 2 Ay (2 tafoSthettaskibatben selecttheNB |j dzZA NB R R (S ¥ Ndewtioni KS aD2
at the top 20

3.3.2- The scheduler view can be switched between week, month and timeline using the drop down selection
éScheduler Vies A yViea #a8 &

3.3.3- To switch betwer departme/ (1 & @ 2dz Y SSR (2 tabdn thEtaskbanfh@reclickitkeS da + A S g ¢
SeB OG5 S LI NI wSefeit fromahadtisti 2 y

3.3.4- You can filter the jobs in the list and schedulewua A y 3 ( KS ¥FA f tabSyNdneedio (G KS & CA €
selectthe required options using the drop dowilii & G KSy Of A ®dtton(iTkeSlist and acheduleNJ W2 6 & ¢
options selected and to show @bt completedjobs (apart from cancelled jobs, you need to place a tick next

tod{ K2 ¢ [/ ltoy/sBoSvithesB)R &

3.3.5- To view a jobs details you need to double click on it in the scheduler view and it will open in a new job
viewer window. This new winadowill contain allthe jolR S G Af & | YR (A®Bnd®»EOC 0\AHRYD ¢ K¢

AAAAA

2LSya (KS &St S OtafaRd setittso it\cgh bé dm@ndeédWz2 6 & ¢



4. Management
4.1What this screen is used for
Viewing performance statistics for single users or whole departments in a g

Adjusting the chart view

ridhentziew

Viewing different months, stepping through them 1 by 1 or viewing statistics between certain dates

Printing off reports

4.2 Understarding the screen

ek

| T v o

ool oo e e o T et oo b T ot ot Comn Overtr b

Jason Davies, Job Completion Record

Chart View

Click this to select the chart view

Show Department Totals
Select this option to view department totals for the selected date range

This Year

/ tA0] G(KAA odzidz2y G2 @OASé GKAa &SI NRa adal da
Last Year

Click this buttontoview | &G &Sk NRa adl da

Date From

This shows thenonth to displaystats from

Date To

This shows the montto displaystats to

Selected Department

This button allows you to select a new department to view

Print

This allows you to print off the statistics for theers in the selected department
Export

This allows you to export the selected rows below to the clipboard
View Percentages
This radial selection allows you to view the chart in percentages
View Totals
This radial selection allows you to view the chartatals
When showing department totals
Month by Month stats list
This shows the list of stats for the department by month
When not showing department totals
Department users list
This shows the list of users in the selected department and their indivadatsl
Chart view
This shows the chart view for the selected usesérs /department for the selected time frame

4.3Using the screen

o Yo
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4.3.1- This screen by default shows the statistics for the users within the selected department, the highlighted

user@ statistics are displayed in number and chart views. Seleather user to view their statistic¥ou can

select more than one user to group their statigtic 1 2 3SGKSNJ 608 K2 or&Ck§kayséhzhgy G KS a{
keyboard and clicking on other usefsf A O1 & { K2 ¢ 5 $ kdu WiEh YoSigwithe®igrinterit & €

statisticsas oppose to individudlgroupedones click it again to retrn back to the individual statistics

4.3.2-¢ K €hatt View selection in the taskbar allows you to change therthiew. ¢ K $hisdrearbutton

allows you to view the statistider this wholeyé NJ dzLJ dzy G Af (KA a buldAsfiawslasy R (G KS a]
yeaiQa & O If yod wish fo @iéw stadticsbetween certairmonthsyou can enter these inthé 5+ 1S CNR Y £

'y R &5 fieldSYot @ change the chart view from percentages to totals using the radial selections to

the right of the statistics

4.3.3- To switch between departments you nedd2  Of A O1 G KS &gttritieidsélectn Seldr NI Y Sy ¢
onefrom the list

434-¢ KS d&hutbh 3fléws you to print off the stadtics for the selected userusers /departmentbeing
displayedto you default printer

AAAAA

435-¢ KS @9 ELIR NI bt aflcvé ydRexporg thesseélected row within the users to the
clipboard. They can then be pasted in another application such as Microsoft Excel

22



5. Maintenance

5.1 What these screers areused for

Adding and removing custom main and sub types

Renaming custom main and sub types

Reordering custom main types apd down the list

Adding and removing selesd users for the current department

Setting selected usengith the ability to change the estimated completion date ajob

Setting up department details such as Job comptetargets, default job typesdditional email footer text
and max levels on the overdue job gauge

Enabling or Disabling departments

Setting upmultiple{ [ ! Qa F2 NJ &St S GidS&ectbgiteldefarlt dneitédiuse (i & LIS &
5.2Understanding the screen

New Type

This buttonallows you to create new custom main types

Remove Type
This allows you to remove a selected custom main type

Selected Department
This button allows you to select a new department to view

5.2.1Type Maintenance tab

e Pkt Rename Selected ban Tye

ASd sub Type

Renams Selacted Sub Type
[— Traneg use -

feme tokcrt S Tope

Custom Main Types

This list shows thenain list types setup and if they are a required field

Move Up

This allows you to move the selectedstom type up the list, this also changes where the field appears on the Jobs tab
Move Down

This allows you to movihe selectedcustom type down the list, this also changes where the field appears on the Jobs tab
Save Changes

This allows you to save any changes made to the custom main types

Custom Sub Types

This list shows the custom sub types for the selected customer main type

Rename Selected Main Type

This allows yoto rename the selected main type

Add Sub Type

23



This allows you to add an entered sub type
Rename Selected Sub Type

This allows you to rename the selected sub type
Remove Selected Sub Type

Click this button to rema¥ the selected sub type

5.2.2Using the screen

5221-¢2 ONBIGS + ySg YIFAy Ge@LS 2Ady YUSKSERD, thigeepsd ané] G KS W
windowaskingyoutoenternameandselecttheforrﬂrayOS g2 dz KIS Royditioké & Of A O
fAald 0St26d LT @2dz R2y Qi ¢6A&aK (2 | RR 2yS 2dzaid Of A01 2

52.22-T2 NBY2@S | Yl Ay G@&LISuttéfirO i Kiﬁzﬁbﬁh&tﬁvﬁé&\éﬁeﬂlﬁvindb@ LIS ¢
asking you to select which main type ywish to remove. Onceydz K| @S aSt SORedh®é2y S Of A O
odzi2y G2 NBY2@S A4 FTNRBY GKS fAdade LT &2dz R2y Qi ¢AaK

normal

5.2.2.3- To switch between departments you need to click into évéewe tab on the taskbar then click the
éSelect Depar Y S yoisalect from thdlist

5.2.2.4- The custom main types list shows the main types currently setup and also what type ofield it

¢ KSNB Aa | dickiSol izt Baeh oBeiwBithRalfows ymuspecify whether this field needs to be

populated for a job to be closed. To change this eifilaceor remove K S G A O] k GAOl1a GKSy Of
/ Ky Buftén below

5.2.2.5- If you wish to change the order of the custom main types on the jolg®escyou can do this by
moving the fieldsizL) YR R2g¢y GKS € A&0 dzaAy Butténk @ependirg) @rSvhérdJé | y R
you want the fieldstob® A & LI | @ SR tabyoncé yob hadeisbedl naking changes yead to click
0KS a{l &®uttonK yISa
24
5.2.2.6- You can create sub types for list and check custom types, if you wish to do this you need to select the———
appropriate main type from the listthe@ y 4 SNJ (0 KS & dzo AddesSubSTypsgextedtry oy and KS &
click the plus symbol to add it to the list. Repeat the process until all the sub types have been added

5.2.2.7- You can rename a main type by selecting the appropriate type from titbdis enter a new name in
G§KS awSyl v$ A{yS e @it &k the tick. You can do the same with the sub types leuthes

AAAAA

awSyl YS { St S @ité&Rybpxdnstead & LIS &

5.2.2.8- To remove a sub typgou need toselect it from the listthenclick KS awSY2 @S { St SOGSR {
button

5.2.3Department Maintenance tab



E) [ tob Compistion Target  Additional Email Footer Text Overdus Job Gaugs Maximun Value.

» ™
C Defaalt Job Type

All Users

This list showall the users setup in the system

Add

This allows you to add the selected user to the selected department

Remove Selected User

This allows you to remove the selected user from the seledeghrtment

Users In This Department

This shows the users currently added to the selected department

Save Changes

¢CKAA odzid2y ltt2¢a &2dz (G2 &l ¥S Fye OKFy3aSa YIRS G2 W, aSNA
Job Completion Target

This shows the job completion target fibre selected department

Default Job Type

This allows you to select which jofpe isdefault for the selected department
Additional Email Footer Text

This section allows you to enteryadditional email footetext for the selected department
Overdue Jolsauge Maximum Value

This allows you to select the overdue job gauge maximum \alileA OK A & RA & LI | &lSfBr this depaitiiedt & { dzY Y I NE £

Only when changes have been made

Apply
Thisallowsyouz &t @S | y& OKI JEChrapletolt R SIBERSTIKEE Ga WRKR A ¢ & RIF ¢ €

5.2.4Using the screen

5.2.4.1-Thea ! f f list&h®WwsEalEthe active users in the systeniRan (i K S

Ay

GKAa&

5SLI NIYSydQ

9 Y I Qverdu€ bk GageMaxinkinif\édzSI y R

shows the users which are currently in the selected department. If you wish to add someone to the
departmentyou are currently it St SOG (G KSY FNRYKERSOWA difttorfi(tieSidedvaIR R ¢
then show in the department list). Temove a user from the selected department select them from the

G AaSNER Ly ¢KAAa 5SLI RANWSY { & f (ISAWiBRG K $yS NGBt A O1 G KS

52.4.2-Thetickk 2 ES& ySEG G2 SI OK dza S NJlist allows yo$to specy ¥ thé Usef

can edit the estimated completion date when editing a job, once yohS Y I RS

/ Ky Bulténé

5243 IntKS 4S80
G! RRAGAZ2Y €
OKIFy3aSa @&2dz yAp@RbutioRto aerhen (G KS a

5.2.5Enable / Disable Departments tab

by @

A2y oS flist you td &t& théidoli Gomplefiof TEE & S F I dzt (G,
9YIFAf C220GSNJ ¢SE(¢ I, 6iReyidKhave mad@tBeNR dzS W2 6

OKI y3

25

a

G!' aSNE Llist ¢ KA &

a

KA
S

a

W2 0



ARGONALT SYSTEMS LTD Summary.
10 oo o

[ -

B o

e ceparment ks

pre—

Department List

This shows the ligif departments and it showif the department is enabled
Refresh department Lists

This button allows you to refresh the department list

5.2.6Using the screen

5.2.6.1- This tab allows you to enable and disable departments. The list shows all the departuaetstly

setup in the system, the enabled departments have a tick next to them and are highlighted in green. If you

wish to enable a department you need to placdcknexttoitinthex 5 S LI NI Y S ycolunthyTo 6 f SR E
disable a department remove the tick next to it (it will then not be highlighted in gréém) will always need

to have at least 1 departmentenabled / f A 01 GKS a{ I @S / KI ysinAdeé¢ 0 dzi (2 ¥5 02

5.2.6.2- You can use théRefresh department Listbutton in case you want to refresh the list to see if there
have been any changes made to the departments

5.2.7SLA Maintenance tab

L
PR

& oo

roe—

Link Priority with list

This shows the list of custom list fields

Iltem Sub Types

This shows the sub types for the selected custom list
Default working days by priority

This allows you to enter the SBAor the selected sub type
Save changes



This button allows you to save theariges to the SL@for a sub type
Discard changes

Click this button to discard any changes made

Current Default

This shows the current default SBAo use

Set Default

This button allows you to set the selected custom list field as the defau@® & Ase

5.2.8Using the screen

5.2.8.1- This tab shows thist of custom lisfieldsa S dzLJ Ay (G KS atabYdnksk amdtéxty G Sy I y OS¢
customfields are not shown)TK S & L G S Y lisf stimvs thessuliSypes setup within the selected main

GeLSe ,2dz Oy @GASgs GKS {[!'Qa o6{SNBAOS [S@St ! ANBSYSyi
type by selecting it from the list

5282-LF GKSNB IINB y2 {[!Qa aSidz aStSOG GKS I LILINRBLINAI
oDefault working days by priorigfields and click théSave Changébutton. Click thedDiscard changeés
odzii2zy G2 RA&AOINR lFye OKFIy3aSa YIRS (2 GdKS {[! Qa

5283LF GKSNB INB ftNBIRe {[!'Qa &aS(dzl) e2dadbtypel £ G SNI (K
i K OKIDFBISdzii K S # NJ A y HgurBslagetessaSandlNB@INRIIRE a { I @S / Kl y3S
/I f

1 GKS & Dattan@2 NERA O&H NH Slae OKEFy3ISa YFERS G2 GKS {[!'Q

> ()
o<,

AAAAA

5284-¢KS OdzNNByiite &St SOGSR RSTISave and Digcdrdbattons.2/oudzwnS | NB &
change this by selecting anothermalnd & G & LIS | y R Of AbGtprioy e righk Shisdilithéni 5 S ¥ I dzt
dzaS G(GKS ySg {[!Qa (2 ldzi2YIGAOFrfft& OFfOdZ I 4S (GKS ydzyao

5.2.9 Job Status Maintenance tab

27

Job status list

This shows the list of job status and shows if they are included or not
Add New Status

This buttonallows you to addhe new status

Remove Status

This button allows you to remove the selected status

Save Status Changes

This button allows you to save any changes made

5.2.10 Using the screen
52101¢c¢ 2 FRR I yS¢ a0l (dza buBtdnito@id anevdlanW linRiRto thedish abgva. | { dza Q

OV SN GKS yIYS Ay (GKAZ ySé fAyS GKSy OtAO] (GKS W{I &S
boAGHGdA AS€S80G AG FNBY GKS tAad GKSYy OftAO] GKS wwsys



5.2.10.2¢ The statusn the list have a tick box next to each one which allows you to specify if these status are
AyOf dzRSR Ay (KS 2206 3aANAR Ay GKS ww2o60aQ {iGlod LT &2dz OK
/| KIy3aSaQ odzitdz2y G2 alF @S GKS OKIy3Sa
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6. Customers> Customer Details

6.1 What this screen is used for

Searching and viewing existing customer details including invoice, head office and any delivery addresses
Adding new customer details

Adding new addresses to an existing customer and chgrdgfault addresses

6.2 Understanding the screen

& reoses Customer - HY CUSTONER

Exchde From
g s

29

Customer Main Details

This section contains the main customer details
Customer
This shows the customer name
Account No
This showshe account number for the customer
Status
Shows the current status diie customer
Customer Type
Shows which type of customer this is
Sales Outlet
The customer sales outlet
Sales Manager
The sales manager for this customer
Linked to Customer
This shows if this customer is linked to another customer
Customer No
Shows the custmer number
Country
Shows the country code
Credit Code
Any credit code is listed here
Source Master
This shows the master source
Source Detail
This shows the source detail
Age Bracket
Shows which age bracket the customer falls into
Budget
Shows the budgébr the customer



Credit Limit
The credit limit is listed here
Uninvoiced
{K2ga GKS G2d0lt F2NI FyedKAy3 GKIG oFayQld Ayog2a
Currency
Shows the default currency for this customer
Exclude From Mailshots
This tickbox indicates if this customer should be exatlftom mailshots or not
Custom Fields
Any fields below are the custom fi@dsetup in the Custom Fields tab
Customer Address and Contact Details
This section contains the address details for the selected customer
Address Type
This shows the list of addsses setup for this customer, the default address is highlighted in yellow
Title
This shows th® dza {i 2tileS N &
Forename
The forename for the customer at the address
Surname
The surname for the customer at the address
Tel No
The telephone number
Fax No
The fax number
Mobile No
The mobile number if applicable
Email
The contact email address
Add New Contact
This button allows you to add the contact entered above as a new contact
Property
This shows the property name
Street
Shows the first line of the addss
Locality
The location of the address
Town
The town address
County
The county
Postcode
The address postcode
Website
The website address if applicable
New Address Options
When creating a new address for the customer you can select which address you toadret by using the radial selections listed here
Set As Default on Add
This tick box allows you to let the system know that the next address you add will be the default address
Il'RR ' RRNBaa +a I bSg wLy@g2A0S8SQ ! RRNBaa
This button allows you to add the neaddress as the new invoice address
Customer information and overall buttons
Added By
This shows who added this customer and the date and time they did this
Last Updated By
This shows who the last person was to update this customer and the date and tigndiththis
Add as New Customer
This button allows you to add the above information as a new customer
Reset Form
This button allows you to clear the above information to start off again from scratch
Update Current Customer
This button allows you to save aolgange made to the customer details above
Move Previous
This button moves you back to the previous customer in the system
Move Next
This button moves you forward to the previous customer in the system
Customers
This shows the total amount of customerglie system
Search Section
This section allows you to search the existing customers and assign tasks to them

Find

O¢
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This free text box allows you to enter information to search on

Use Fuzzy Search

This tick box allows you to enable fuzzy searching when segrchstomers
Search Results

This shows the search results for the entered search criteria

6.3 Using the screen

6.3.1- This screen allows you to view the details of a customer plus all the addresses linked to this customer.

You can view each addresslividdzl t £ @ 0@ a St Sdiiedsyyklist. DefabiNddresseéFa®e o

highlighted in yellow, you can alter these by selecting anotherbmM&R ¥ G KS f A & Betthig R Of A O1 A y:
Address as Defadlt Safe Addresses are in bold, can you set altyess to safe or unsafe by selectihg

I RRNB aa G KSset/Onsét this Addréss as K SafecAddrbsston

6.3.2- To search for a new customer you use the search box on the right, type in what you wish to search for in

the & C A hoRthen dck thed dlsittoé or press the return key. The search results will be displayed below,

click on one to view the customer details. If your search does8dig | y& NB&adz Ga &2dz Ol y dz
{ S NG ¢he tick box to enable inexact searching (Ahis K St LIFdzZf ¢KSy &2dzQNB y2i S|
RSGFAE & NB F2N 4KS Odzaid2 YSNI & 2 dzQdidomér SeboNI®HY isihgthef 2 N &
Gaz@dS t NSOA2dza ébutbonSR daz2 @S bSEGE

5

6.3.3- If you wish to save any changes made to aistngOdza 1 2 YSNJ @ 2dz ySSR G2 Of A01 (K
| dz& G 2bdtmNafter making the changes. To create a new customer you teeeither alter the details of

an existingcustomer or click thét w S & S (ibut®8 thl3ait from scratch, once you haveihed making

changes click théAdd as New Custom&button to create the customer recorghote that the contact

information entered at the bottom will be copied to all 5 of the address types by default when the new

customer is created) 31



7. Customers>Customer Notes
7.1 What this screen is used for

Viewing all the task and customer notes for the selected customer, you can limit the notes being displayed
using the radial selections at the bottom

Adding new notes to the customer record
Enabling a cusimer alert and entering that alert

7.2 Understanding the screen

32
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Notes

This section shows the notes selected

Add Notes / Alert

This button adds the notes entered on the left
All Notes

This allows you to select all notes to be viewed
Task Notes Only

This allows you to show task notes only
Generic Notes Only

This allows you to show generic notes only
Enable Alert

This tick box allows you set the entered alert as a pop up

7.3 Using the screen

7.3.1- You can view the notes for this customer in thib,tgou can alter which notes are being viewed by
using the radial selections (all notes, task notes or general notes)

w

7.3.2- To add new notes you need to enter the text into the free text box then clickitheRR b2 G Sa «k ! f
button, this will then addhe notes to the customer notes above

7.3.3- If you wish to enable a pepp alert for this customer when you open the record you need to place a
tick in thedEnable Alei tick box then type the alert in the new free text box to the right that you wesh t
appear



8. Customers> Customer Documents
8.1 What this screen is used for

Adding, removing, updating and viewing documents attached to this customer. You can also download a copy
of any documents saved in the system

Adding new versions of existiniges

8.2 Understanding the screen

Y-
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RefCode

This is where you type what you want to search for

Document Search All

This button allows you to search all the documents (not just for the customer) fardtieentered
Document Cust Search

This button allows you to search the selected customer documents usirgptieentered

Add

This allows you to add a new document to this customer

Update

This button allows you to update the document selected

Remove Version

This dbows you to remove theedectedversion

Save Copy Of Document

This allows you to save a copy of the selected document onto the computer
Document display section

This section shows by default the documents attached to the selected customer, it also shows search results
Document vesion section

This section shows the available versions of the document selected

8.3 Using the screen

8.3.1- The document display section automatically shows the documents attached to the selected customer

by default, you can search these documeby € LJA Yy 3 & 2 Y S Reff/ A2yRiiD¥Ahyn clickng thex

G4520dzySy (i /bazand L FI RPKZ s6AaK G2 &aSIFINOK Fff OdzalG2YSNI R2(
button instead

8.3.2- To view the different versisof a document select iind the vergins of that document will be
displayed below. To open and save one of these versions to your computer you need to highlight it from the



R20dzySy i @SNrA2Y aSOlAaAz2y (GKSy OtAO01l G(KS W{I @S /2L® hi
allowing you toselect where you wish to save the document and what you want to call it
8.3.3- If you wish to add a new document to this customer youReel 2 Sy 1 SNJ (i K Refy S @ RSIEYS A

FASEt R (KSy batbri tBg thefi &péns a@winddwéo select aaonent to upload. Once you have
uploaded this it will appear in the document display section

8.3.4- If you wish to update a document with a new version, you need to select the dodunoemthe list
G§KSy Of A O buitloK $his apersiRolainévanitow allowing you to select a later version of the

selected document (this needs to have the same name as the original file)

8.3.5- To remove a version of a document you need to select the document, select the version of the
documentyows A &K (2 NBY2@S G(KSy fttonO] GKS awSY2@S +SNEAZ2YE
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9. Customers> Custom Fields

9.1 What this screen is used for

Creating custom fields and assigning them to certain customer types
Updating and remove existing custom fields

9.2 Understanding thescreen

U Wekome st et ) Costomers
Customes - Y CUSTOMER
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New Field Type
This section allows you to select what type of custom field to add
New Field Type selection
This section allows you to select what type of custom field to add (Textbox, Tickbox, Multiple choice or date / time)
Label Text with Fid Type
This allows you to type the name of the new custom field
Preview
This section contains a preview of the custom field selected above
>
Moves onto the field setup section
<
Moves back to the field type section
Field setup
This section allows you &etup the custom field
Preview
The first box shows the preview again
Add Choices to the Drop Dowonly when creating a multiple choice custom field)
This allows you to enter choices to add to the list
Assign Customer Types to Field
This pull down list alws you to select which customer types to add
>
Adds the selected customer type to the list
<
Removes the selected customer type from the list
>>
Adds all the customer types from the list
<<
Removes all the customer types from the list
Save New Field Type
Click this button to save the field type being created
Cancel
Cancel any changes made to the new custom field
Existing Custom Fields
This section shows the existing custom fields and the buttons to edit and remove them
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Existing fields list

This list showall the custom field currently setup

Edit Existing Field Type

This allows you to edit the selected custom field
Delete Existing Field Type

This button allows you to remove the selected field type
Refresh List

This button allows you to refresh the listéase there have been any changes

9.3 Using the screen

9.3.1- To create a new custom field you first need to select a new field type from the selection box at the top

left (text, tick, multiple choice or date / time) then enter a narfor your custom fie R A /abel Te:8 with

Field Typébox The preview section beloshows a preview of your selected custom field, to continclick

0KS aBé¢ o0dzid2y keftianbedirbes OCA BSR {80 &BE dzNy ol 01 G2 GKS ¢
Ot A O buitéhSTheiFiek] Section allows you to see a preview of the custom field again and an option to

add customer types for this field, select a customer type fromRMeR L) R2 6y A &dbuttdtrkkSy Of A O]
add it. To remove a customéype selectitanddf A O] G KS arf duttéondendvasyalthetcist®men £ £ §
types to start from blank again. With the multiple choice custom field you will all have another selection where

you can add the selections that will appear in the drop down list once comfitetebutton configuration is

the same as the customer types one). To save the entered custom field as a new field dis&whéew Field

Typé button and it will aJLIS I NJ Ay ( K S Cdnéedifiyou dviShit2candel any chabdes &

9.3.2- To edi an existing field you needto seledti TNR2Y GKS fAad GKSy botlod O1 GKS &
the field detailswilltiSy 6 S RA & LJ | & S Rtabh @hcelysuBaveé riaticall tReagsstuy dzLJE
Ff GSNI GA2ya Of A0 Gy a[iRPIREEBPSbEESCORE RIEALIBHI OF yOSH
any changes made

36
9.3.3- To delete a custom field, selectitfrolS t A a i | yBeletdNewGigld Bgbutiprk(Soted
you will not be able to remove a custom field with data attached)to

9.3.4- The refresh list button refreshes the list in case there have been any changes



10. Staff/Users

10.1What this screen is used for

Viewing, creating and editing staff details

Adding and amending user details for staff members
Settingstaff members with the ability to sell to selected outlets
Enabling and disabling users

10.2Understanding the screen

HelpDesk 3 Wekome egmoa et | #System options
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& canes & s S R oho Montenance
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Staff Memberg UsersTotal

This shows the total number of staff members and users in the list
Staff Members list

This shows théist of staff members and users (disabled staff members show in red)
Hide Enabled Users

This tick box allows you to hide enabled users

Hide Disabled Users

This tick box allows you to hide disable users

Hide Staff Members with no User Name

This tick box atws you to hide staff members with no user name
Tick All

This allows you to tick all the staff members in the list

UnTick All

This allows you to untick all the staff members in the list

Invert Ticks

This allows you to invert the ticks selected above

Refresh List

This allows you to refresh the list in case there has been any changes
Forename

This shows the first name for the selected staff member
Surname

This shows the sname for the selected staff member

Job Title

This shows the job titleof the selected staff member

Email

This shows the email address the selected staff member
Division

This shows theelected divisiorfor the selected staff member
Department



This shows theelected departmentor the selected staff member
Image
This shows thénage of the staff member if one has been uploaded
Show Staff Member in List in certain Screens
This tick box allows you to show staff members in certain screens
Sales Manager
This tick box allows you to enable the selected staff members as a sales manager
Customer Services User
This tick box allows you to enable the selected staff memberscastamer services user
Can Sell
This tick box allows the selectsthff members to sell
hyteé akKz2g F2NI W Iy {StftQ SylofSR dzaSN&a
Sales Outlet
This allows you to seleetsales outlet from the drop down list
Add
This button allows you to add the selected outlet to the outlet list below
Outlets List
This shows the list of outlets which have been added
Save as Staff Member
This button allows you to save the entered detaisa new staff member
Update
This allows you to save any changes made to an existing user
Clear All Details
This button allows you to clear all the detail above to start entering a new staff member from scratch
User Name
This shows the username for tselected staff member
Customer Type
This shows the selected customer type for the selected staff member
Password
This stored the password for the selected user (show as asterisk for security)
Access Level
This shows the access level for the user
User Enaleld
This tick box allows you to enable or disable the user
Update User
This button allows you to save any changes made to the user 38
Create PDA Login
This button allows you to create PDA login details for this user
Clear User Alerts
This button allows you tolear all the user alerts for this user

10.3Using the screen

10.3.1- The list on the left shows the list of staff members (staff members which are not shown in certain
screens are highlighted in red). You can limit the staff members being showrthusitick boxes below. To
view the details of a staff member select them from the list and the details will be displayed on the right

1032-¢2 ONBIGS | yS¢ ail¥F YSYOoSNI eé2dz Oy SAGKSNI dzas
New Staff M6 SN 2NJ Ot AO] GKS W/ tSFNJ!'fft 5SilIAfaqQ odzidzy
1033-¢2 ONBF(GS dzaASNJ RSGFATA F2NJ I adrkFTF YSYOSNI NA3IKG Of

You will then get the user options on thdtléalready populated with a suggested username), you then need
to enter the username and password and then select the customer type and access level using the drop down
selections

10.3.4- To edit existing staff / user details select the staff membemfitbe list on the left and the details are

RAALE @SR 2y GKS NAIKGD® hyOS &2dz KIFS YIRS lyeg OKFy3¢
W/ ly {StfQ @&2dz gAft GKSYy KI@S Y2NB 2LJiAz2ya diSt2g G2 a2
for

10.35-YoucarRA &l ot S | & Y & St SOGAY3I GKSY TNRY
aSYOSNIAY [Aaida Ay OSNIFAY &aONBSyaQs é2dz OFy Ff&az2 RAZ



placing ticks nextto themtheNA I K Of AO1Ay3a 2y GKS &dGFFF YSYoSNE fAail
2LIA2yd , 2dz Oy SylrotS GKSasS F3rAy o6& LIIFOAYy3a GKS GAC
AONBSyaQ 2N GAO1TAYy3d GKSY Ay WY ok Si ¢hrO3 )5 RNK BSINED®E A O]

10.3.6- If users are having issues trying to log into the system you can kick them out by ticking them in the list
0KSY NAIKG Ot AO1TAYy3I FYyR aStSOGAy3I WYAO]l ¢AO1SR | aSNAaC
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11. User / Group Security

11.1 What this screen is used ffo

Creating / Renaming and Removing security groups

Adding / Removing selected users from security groups and setting any exclusions

Setting up access to buttons for selected security groups

Maintaining Buttons within Forms within Modules and viewingahhbuttons a user can access
11.2 Understanding the screen

11.2.1 UnderstandingView User Group Security and Configure Exclusions

help Desk O Wekome gt rgsoad | 13 Svstem Options

ser & Group Securty

View User Group Security and Configure Exchusions

Exchute seected frLner

Current Users list

This shows the list of the users currently setup in the system

Groupsthat the user is assigned tiest

This shows the list of groups that the selected user is assigned to

Button access list

This shows the buttons the selected group can access

Exclude selected for User

This button allows you to exclude the selected button from the selected user ireteeted group
Exclusions list

This shows the list of buttons from which the selected user is excluded from in the selected group
Remove Selected Exclusions for User

This button allows you to remove the selected exclusions for the selected user in theedejeaup

11.2.2 Using View User Group Security and Configure Exclusions

40

11.2.2.1- To view and security groups and exclusions for a selected user select them from the list on the left

and you will then be shown 3 lists
1 The groups list shows which groupe selected user has been assigned to
1 The buttons list shows the buttons which the selected group can access

1 The exclusions list shows the buttons which the selected user is excluded from in the selected group



11.2.2.2- If you wish to add extra buttonisto the exclusions list select the user, then the group and then the
odzidi2y &2dz 6AaK (2 SEOf dzRS dbuttoh, thi®will tieK howire Ee@ exatisdn { St SO
in thelist below. Repeat to add more buttons to the exclusions list
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11.2.3UnderstandingGroup and User Assignment

User & Group Security
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User Security Groups list 41
This shows the list afecurity groups currently setup in the system

Group Name

This shows the security group name selected

Add New Group

This allows you to add a new security group using the group name entered
Rename Group

This allows you to rename the selected group usingateeip name entered
Remove Group

This allows you to remove the selected group

Users Assigned to Group list

This shows the list of users assigned to the selected group

Username selector

This allows you to use a drop down list to select a username

Add User tdGroup

This button allows you to add the selected user to the selected group
Remove User from Group

This button allows you to remove the selected user from the selected group

11.2.4 Using Group and User Assignment

11.2.4.1- You can view which users have been assignedgecurity group by selecting the grofipm the
G! aSNJ { S OdzNBnithke lef) tN@uderSassigriediwillinow be shown in the list on the thginidside

11.2.4.2-To add new users to a security gpfirstly select the group from the groups list. Once this is

aSt SOGSR aStSOG GKS dzaSNJ e2dz sA&4K (G2 | RR dzaAy3a GKS RN
' A4SNJ G2 DNRdzL¥E o6dzid2yd ¢KS ySg ylYSegAtt y2¢ | LILISF NI A

11.2.4.3- To remove a user from a group select the group then the name you wish to remove and click the
GwSY2@3S | &SNJ FNRY DNRdzLE odzid2y



11.2.4.4- Once you have selected a group its name will be displayed iGthep Name display box. If you
wishtolSy ' YS (GKS 3INRdzL) NBGeLIS 6KIG Aa GKSNB GKSy Ot A01 @

11.245-LF &2dz gAaK (G2 NBY29S | 3INRdzLJ a8t SOG GKS 3IANRBdDzLI F0
will then be removed completely

11.2.46-TodNBI 4GS | yS¢ IANRdzL) Gl I ylIrYS AyidG2 G4KS DNRdzLI bl
DNR dzLJ¢ o6dzidiz2ys GKS yS¢ INRdzZI) gAff GKSYy 6S RRSR (2 (K

11.2.5 UnderstandingGroup Button Access
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User Security Groups list

This shows the list of security groupsrently setup in the system

Buttons list per group

This shows the list of buttons the selected group can access

Remove Access to Selected Buttons from Group

This button allows you to remove access to selected button from the selected group
CurrentButtons setup within the System list

This shows the list of buttons currently setup in the system

Add Access to Selected Buttons for Above Group

This button allows you to add access for the selected buttons to the selected group

11.2.6 Using Group Buttoiccess

11.2.6.1- This screen shows the security groups and the buttons which each of them can access, to view which
odziii2ya | OSNIFAY &SOdz2NA(G& 3INRdzLI Oy @AS¢ asStSOG GKS
buttons will be displayedn the right

11.2.6.2- If you wish to remove buttons from a security group, select the group and highlight the button /
odzii2ya &2dz gA&K (2 NBY20S FTNRY (GKS a¢KS DNRBdzZL Ol y !¢
Access to Selected Buttons frabNR dzLJE o6 dzi G 2 y

11.2.6.3- If you wish to add extra buttons to a group, select the group then highlight the button / buttons you
gAaK G2 FTRR AY (GKS &/ dNNByid .dzid2ya aSidzl) gAGKAY GKS
F2N) ! 02@S ¢cBMB&ELID dzid2ya Attt GKSy | LIISFENI AY GKS a¢KS I

11.2.7UnderstandingSystem Button Maintenance
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Current Modules list

This shows the list of modules currently setup in the system

Module name

This shows the moduleame selected

Add New Module

This button allows you to add the entered module as a new module
Remove Module

This allows you to remove the selected module

Forms within Module list

This shows you the list of forms within the selected module

Screen Name

Thisshows the screen name selected 43
Add New Screen

This button allows you to add the entered screen name as a new screen
Form Name

This shows the form name selected

Remove Screen

This allows you to remove the selected screen

Buttons within Form list

This showshe list of buttors within the selected form

Button Text

This shows the text for the selected button

Add New Button

This allows you to add a new button using the details entered

Button Name

This shows the button name selected

Remove Selected

This button dbws you to remove the selected button

Buttons User Can Access list

This shows the list of buttons the selected user can access

Remove Selected Buttons From User

This button allows you to remove the selected buttons from the user
Add Above Selected Buttois User

This allows you to add the buttons selected in the list above to the access list for the selected user
Show Button Access for User

This allows you to select a user to view which buttons they have access to, use the drop down list

This allows/ou to action the search once you have selected a user

11.2.8 Using System Button Maintenance

11.2.8.1- This screen allows you to view and maintain the buttons and forms within a module, to view the
forms within a module select the module from the/ dZNNBy i a2 Rdz Sa¢ fAadd ¢KS F2NY
be displayed to the right ikS & C2 NIY & 4 A (i ke byittoras dvikhizthShighlifjhted form wilt be



RAALIE F@SR G2 GKS NARIKG 2F GKFG Ay O KiSadfferefiferjysi oA G KAy
select a different form from the list

11.282-, 2dz Oty FTRR I yS¢g Y2RdzZ S G2 GKS &/ dNNByld az2RdzZ S&¢
text box underneath the listthen clitigi KS & ! RR b itfon @B RillidheBbé added into the list

02@S0® ¢2 NBY2@S | Y2RdA S aStSOd A4 FTNRY (KS fAad Gk
11.283-, 2dz Oly FRR I ySg¢ TF2N¥ (2 GKS 4C2N¥a SAGKAY | azF
G{ ONBSY thenva8dingdf@&E y I YS Ay (2 (K Sunde@ehtNite libtlY¥uSHeniok 2 E

0§KS a&a! RR h&tdn (thiOMIBAE theé new formnto the list above). To removefarm select it from

KS ftAalt Renbdye Soderh Bdzudikeks/ a

(et

11.2.8.4- You can add a newulton to thS Buttons within Forralist by entering new information into the

G.dzidi2y ¢SEGE lundénedth thuzdistitBeyf clidkg (YKSE & ! RuRondbttén (this will

then addthe new buttoninto the list above). To removetatton select itF N2 Y G KS f A &RémoiueK Sy Of A «
Selected o0dzi G2y

11.285-LF @2dz gAakK (G2 OASg G(KS odzit2ya oKAOK | aStSOGSR
dzii2y 1 O0Saa F2NJ ! AaSNE 02E dzaAay3d G(GKS hinRHatuser 6y f A &
can access will then be shown in the list to the right. To remove the access from one of these buttons select it

AAAAA

FNRY (GKS fArad GKSy OtAO01 GKS awSy2@S {StSOGSR .dzid2y3
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12. Curency Maint

12.1 What this screen is used for

Adding, updating and removing currencies
Setting a selecting currency as default

12.2 Understanding the screen

Y-
—— -
] Revoning et Selectid a6 Home Currency.

i

Sateh st

o 45
Current Currencies list

This shows the list of currencies currently setup in the system, the home currency is highlighted in yellow
SetSelected as Home Currency

This allows you to set the selected currency as the home currency

Remove Selected Currency

This allows you to remove the selected currency

Refresh List

This allows you to refresh the list in case there have been any changes

Currercy Name

This shows the currency name

Currency Abbreviation

This shows the abbreviation for the selected currency

Currency Symbol

This shows the symbol for the selected currency

Exchange Rate

This shows the exchange rate for the selected currency

Add New

This allows you to add the entered details as a new currency

Update

This allows you to save any changes made to an existing currency

Clear Details

This allows you to clear the currency details to start entering a new one from scratch

12.3 Using the screen

123.1-, 2dz Oty @ASg G(KS fArAad 2F OdzNNByOASa aSiadzl Ay GKS

as the name, abbreviatigrsymbol and exchange rate. The default home currency is highlighted in yellow

12.3.2- To altera currenciegletails,select it from the list to show the currency details to the right. You can
0KSYy +FfGSNI GKS RSGIFAfa FYyR OftAO1l &) LRFGSeE G2 ar @S

i K¢



12.3.3-To add a new currency you can either use an existing currency as a template or start from scratch by
Oft AO1TAYy3a GKS a/ t.®hchlyos e lfimished éntedhgif (i 20yK SF AOMBNINE y 08 RSO A f

bS¢é¢ odzitizy G2 ONBFIGS || ySé OdzNNByoOé yR FRR AlG G2 F
1234-¢2 NBY2@S | Odz2NNByOe &St SO0 AGQ ATOMR Yi KK Sa vaS Ya2NaNSS y{iiS ¢
/ dZNNBy Oeé¢ odzid2y dzy RSNYy S| (K

1235-¢2 aSdéd | Od2NNByoOeé |a GKS RSTFlrdzZ G K2YS OdzNNBEyOe &2,

GKSy Ot A0l GKS a{Si {StSOGSR lIa | 2¥RyinyghiNBy Oeé¢d ¢KAaA
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13. Divisions / Customer Types

13.1 What this screen is used for

Adding, renaming and removing divisions

Adding, renaming and removing customer types
Setting discount levels per division and customer type

13.2 Understanding the screen
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Divisions section

Current Divisions list

¢CKAA aK2ga GKS fArald 2F RADGA&AAZ2Y Q& &S(dzl Ay (KS

Remove Selected Division

This allows you to remove the selected division

Refresh List

This allows you to refresh the list in case there have beerchagges

Name

This shows the name of the selected division

Code

This shows the code for the selected division

Discount %

This shows the discount for the selected division, you can change this using the up and down arrows

Add New

This allows you to add detaientered as a new division

Update

This allows you to save any changes made to an existing division

Clear Details

This allows you to clear the details to start entering a new division from scratch
Customer Types section

Current Customer Types list

Thisse ga GKS tAald 2F Odzad2YSNI deLlSQa asSiddad Ay GKS &aeadsSy

Remove Selected Customer Type

This allows you to remove the selected customer type

Refresh List

This allows you to refresh the list in case there have been any changes

Name

This shows the name of the seted customer type

Code

This shows the code for the selected customer type

Division

s
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This shows the division for the selected customer tyym®i can select a new one using the drop down list
Discount %

This shows the discount for the selected customer tyme, can change this using the up and down arrows
Add new

This allows you to add details entered as a new customer type

Update

This allows you to save any changes made to an existing customer type

Clear Details

This allows you to clear the details to stentering a new customer type from scratch

13.3 Using the screen

1331-¢2 @GAS¢6 | RAQGAAAZ2YyAa aSidAiy3aa aStSOG AG FNRY (GKS a.
on the right. You can alter the settings by entering / selecting®ewii A 2 ya G KSy dzaS GKS a! LIRE
save the changes

13.3.2- To add a new division you can either use an existing division as a template or start from scratch by
Ot AO1TAY3 GKS a/ tSIFINI5SiFAfaég 0dziti2¥2FARBGOARTODT &a DYz K
bSgé¢ odzi2y G2 ONBFIGS | ySg RAGAEAAZY FYR FRR AdG G2 GF

1333-¢2 NBY2@S || RAQGA&AZ2Y aStSOG AG FNRBY (GKS &/ dz2NNByiGd !
SAQGA&A2YE odzilizy

13.3.4- To view a customer tyg@settingst St SOG Al FNRBY GKS &/ dzNNByid [/ dzad2yYS$S
0S RAALI F@SR 2y (KS NRARIKGP® ,2dz OFy FfGSNI GKS aSGdAy3aa
button to save the changes

13.3.5- To add a new customer type you cather use an existing customer type as a template or start from »4g
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14. Sales Outlets

14.1 What this screen is used for

Adding new and updating existing Sales Outlets
Settingdiscount levels per outlet

14.2 Understanding the screen
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Current Sales Outlets list
This shows the list of sales outlets currently setup in the system
Refresh List
This allows you to refresh the list in case there have been any changes
Outlet MainDetails
Outlet No
This shows the outlet number
Account No
This shows the account number
Outlet Name
This shows the name of the outlet
Credit Limit
This shows the credit limit
Status
This shows the sales outlets current status, you can select a newsimg the drop down list
Type
This shows the customer type, you can select a new one using the drop down list
Division
This shows the division, you can select a new one using the drop down list
Standard Discount %
This shows the standard discount, you caiange this using the up and down arrows
Display Discount %
This shows the display discount, you can change this using the up and down arrows
Markup Factor
This shows the markup factor, you can change this using the up and down arrows
Outlet Address Detail
Property
This shows the property name
Street
This shows the street name
Locality
This shows the locality
Town
This shows the town
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County

This shows the county

Post Code

This shows the post code

Tel No

This shows the phone number
Fax No

This shows the faxumber
Mobile No

This shows the mobile number
Email

This shows the email address
Website

This shows the website address
Contact Title

This shows the contact title
Contact Forename
This shows the contact forename
Contact Surname
This shows the contact stame
Add New
This button allows you to add the entered details as a petlet
Update
This button allows you to save any changes made to an existing outlet
Clear Details
This allows you to clear the details to start entering a new sales outlet from scratch

14.3 Using the screen

143.1-, 2dz Oty @ASg I alfsSa 2dzit SGQa RSGFAfta o& asStSOGAY:
will then be displayed to the right. You can alter the settings by entering / selecting new options then use the
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14.3.2- To add a new sales outlet you can either use an existing sales outlet as a template or start from scratch———
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15. Company Information

15.1 What this screen is used for

Adding anl updating company information
Adding, amending and removing a company logo

15.2 Understanding thescreen
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Company Name

This shows the company name
Company Address

This shows the company address
Company Post Code

This shows the company post code
Company Telephone Number
This shows the company phone number
Company Fax Number

This shows the company faxmber
Company Logo

This shows the company logo if one has been uploaded
Amend Logo

This button allows you to amend the company logo
Clear Logo

This button allows you to clear the logo
Company Email Address

This shows the company email address
CompanyWebsite

This shows the company website address
Company Number

This shows the company number
Company VAT Code

This shows the company VAT Code
Update Info

This button allows you to save any changes made to the company information

15.3 Using the screen

15.3.1- This screen shows the entered company information, if you wish to alter this you need to click the
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