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Overview

In this manual we will go through the various different options found within the file menu of your
ACPlus Enterprise Accounts System software. The file menu is where the user is able to access key
settings of the program and change numerous different aspects of the program.
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About

This option allows the user to see information about the application. The Main System Settings tab
predominantly displays system settings, file paths and database information. System Information can be
used to view information about system and its use. The Modules Enabled tab will display a list of all
available modules for use and the Published Version tab will display the current version number of the

application. Pressing the Show Licenses button will display a list of users currently logged into the
program.

L]
ACPIus Enterprise System v10.2.7286.29219
In use by Nathaniel (NATHANIEL) for Systems Created Ltd
DBName: Systems { <
ameSYSEML @ Licences X
Main System Setting == mies
Seting HostName | Login Prog Stati -
ReportsDbUser GRANT sa ACPIus Enterprise System | slesping
ReportsDbPass AT . "ACPIus e Sy A
Tenepath NATHAMIELFC | sa (CPlus Enterprise System | RUNNABLE
ConnectionStringDatd
ConnectionstringAccd
AccessDbProvider
AccessDbPath
DatamaiDbPath
Dbserver
DbName
Dblser
DbPass
DbProvider
WindowsAuthenticati
Vathumber “ |
CompanyMame Systems Created Ltd
GetlogFileFulPath Z:\SystemsC\winscdat\ACPlus.log
Getefali onFie 7:\SvstemeC\ninscdaHACPIS. Ion b
¢ show Licenses @ Close

Figure 1. About ACPlus Enterprise System window

Shortcut Panel

Selecting this will present the user with an option for showing or hiding the shortcut panel as well as the
ability to customize what is displayed on the shortcut panel. By pressing configure, you will be given a
list of options that you can add to the shortcut panel. Available options are displayed on the left of the
window. Using the arrows, the user can navigate the list up and down as well as adding or removing
shortcuts to the panel of the right. Items in the Selected Shortcuts area will appear in the Shortcuts

Panel. When you are happy with your configuration, press OK to accept. Alternatively you can press
Cancel to avoid any changes.

B User Shorteuts b4

Available Options Selected Shortcuts

Menu Item " [
File | About =
File | Shorteut Panel | Show

File | Shortcut Panel | Hide —
File | Shorteut Panel | Configure

File | Settings | System Settings

File | Settings | User IDs

File | Settings | User Groups

File | Settings | Currency 5
File | Settings | VAT

File | Settings | Sales Areas

File | Settings | Email Templates

File | Settings | Registry Settings (Just for this PC)
File | Settings | Accounts Settings +
File | Settings | Stock Settings

File | Settings | Sales Order Settings
File | Settings | Purchase Order Settings
File | Settings | Datamail Settings

File | Settings | BOM Settings

File | Settings | Manufacturing Settings
File | Settings | Hire Settings

File | Settings | Mabile Settings

File | Settings | Picco Settings

File | Settings | Set Label Printer . &

File | Setinnc | Got Natamail Dialina Cammand

< >

@ OK |UserID:  NATHAMIEL

Figure 2. Configuring the shortcuts panel
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Settings > System Settings

There are numerous options to found in the Settings sub menu. The first of these is System Settings.
Here is where the user can change key settings relation to the program and its usage. The company
details tab is where you are able to set up information about your company that is used as a default for
printouts. You can store a number of different company addresses under different codes. To do this
press the new button. If you want to change an existing address you can press the edit button upon
highlighting the selected address you wish to edit. The same applies for deleting with the delete button.

When you have finished entering your address you can then use the Set As Default button to make it
your default address.

£

Company Details ]Email Settings | Misc Settings | Sage |

Company Details

Comipany Mumber |

VAT Number |GB 666 0938 07

Bank Account
Sort Mumber

Company Addresses

Code | Mame | Default|
1 Systems Created Y

[ Mew Edit| &7 Delete| o SetAsDefault

Company Address To Show On Printouts

Systems Created Ltd ~
The Old Chapel

White Horse Road

East Bergholt

Colchester

CO7 6TU

UK

@ OK @ Cancel |

Figure 3. System Settings window

The Email Settings tab can be used to configure various email settings for emailing reports. These
settings only need to be set up once and are stored. The email body and images section can be used to
apply a default template and images to your email. The user must ensure this is a shared path with other
users for this function to work. The Misc Settings tab allows you to select a path for backups and assign
values for decimal rounding. The Sage tab is there to allow users to connect with the Sage platform.
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Settings > Users IDs

The User ID window allows you to administrate the users of the system. This includes assigning
usernames and passwords, adding new users and assigning admins. To add a new user press the Add
button. You will be prompted to fill out the new user’s details. If you need to amend a user you can do
this with the Edit button and removing a user is as simple as highlighting a user and pressing the Delete
button. You can give and take privileges with the Permissions button and to setup custom shortcuts for
each user by selecting the user and pressing Shortcuts. For more information on Shortcuts, see page 3.

A UserDs

*

User ID ‘ Mame Password

[ Admin | Def Lac|

GRANT Grant Goulding "
LAUREN lauren e
NATHAN. _ Nathaniel = *esesssss
PAUL Paul e

S steve

SJC Steve Camell

STEVE Steve Camell

TEST test

Pr2>rP>>

Add... | # Edit... I 7 Delete

i Permissions... | /Shnrtcuts |

1
1
1
1
B

g Close

Figure 4. User IDs overview window

Settings > User Groups
You can set up user groups using this function to assign to users based on their working location. This
function is used f the business operates from multiple premises. To do this, simply enter your desired
group code and description into an empty row on the grid then press ok when you are done.

,_':L User Groups X
User Groups
Code Description
p [ ACPLUS ACPlus Employess
*
&2 CK g[ancel |

Figure 5. User Groups window
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Settings > Currency

The currency maintenance allows the user to edit, control and maintain currency conversions within the
program. To add a new currency to the list, press the New button. This will prompt you to enter details
about the currency. If you need to make a change to a currency, you can do so by selecting the currency
from the grid and pressing edit. If the currency is no longer needed you can press the Delete button. If

you edit or delete a currency, it will remove | from any Account Codes it is associated with.

& Currency Maintenance @
Code | Description Exchange | Symbal

§ Us Dollars 1.2500 S

FR franc 1.8000 f

Accounts With Selected Currency
Type Account Code MName

<Select Currency>

Mew | /Editl PDelete | &3 Close |

Figure 6. Currency Maintenance overview

Settings > VAT Settings

This window allows you to change and assign the percentages and codes used to calculate VAT
throughout the application.

VAT Settings X
VAT Code Name Percent
1 0 [20.0000
2 |zEr0 |o.0000
3 [175 [17.5000
4 |EXEMPT |0.0000
5 [nan EU Imparts/Expor |o.0000
6 | [o.0000

EC Vat Code |5
EC Recalculate |1

EC VAT items are zero rated. VAT will be
calculated based on the recalculate VAT
code, journalled in then out again

& oK &3 Cancel |

Figure 7. VAT Settings window
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Settings > Sales Areas

Sales Areas is used to maintain different areas of sale and representatives. The entries here contribute
towards the probability report. To add a new area select an empty cell and enter a code and description.

When finished press Save.

/ Sales Areas

Sales Areas

Area Code

Description

p | JON

Salesman Jon Hilder

Salesman K Sheridan

[ SaVE

Qtlosel

Settings > Email Templates

Figure 8. Sales Area window

You can edit the different email templates used throughout the program using this window. To edit the
template press the Edit button. This will open the Email Composer window in which you can design the
template for your email. If you want to remove a template, press the Delete button.

O

From |'I‘-lathanie|' <nathaniel@acplus.co.uk>

=

To |

CcC |

Subject |In\roice

Attachments

Regards,

www.acplus.co.uk

FREEN

Please find attached your invoice from Systems Created Ltd.

~| |<Fontsize> =]

QCanceI |

Figure 9. Email Composer window

25™ February 2020

Page | 7



ACPlus Enterprise File Menu User Manual Version 1

Settings > Registry Settings

The settings in this window are profile specific so they will only store for the windows user profile.

B3 Registry Settings x

These settings are stored in the Windows registry. Le. they apply to the
windows user profile only.

™ Ignore Sage On Datamail Dashboard

If Sage Accounts is connected, don't load its data onto the Datamil

Company Dashboard

I Hide Profit And Costs On This PC

Even if the global setting in SOPS Settings says to show them
Label Printer

@ OK Q Cancel |

Figure 10. Registry Settings window

Settings > Accounts Settings

The Accounts Settings window contains all settings to do with accounting throughout the program. On
the Settings tab you will find general settings and defaults to use. The Accounting Periods tab is used to
maintain Periods. You can also press the Open New Year button to start a new accounting year. The

Control Accounts tab is used to assign different nominal codes to be used as defaults throughout the
program.

Settings | Accounting Periods ContrnlAcmunts]

Ledger 1 Cther

Creditors Control 1 | 506010 - Cash Control 404010 -
Debtors Control 1 406010 - Credit Cards 404010 -

Ledger2 Currency Control CURREMCY ¥
Creditors Control 2 | 506010 =

Debtors Control 2 406010 -

VAT Accounts

Bank 1 403011 -
VAT Control 506020 -

Bank Accounts

Bank 2 403011 A
VAT Payable 506030 -
Bank 3
Cther 403011 -

Susperse SUSPEMSE Bank 4 403011 A
Trial Balance ’m Bank 5 403011 -
Discounts Bank 6 ’m
Discounts Given ’m Bank 7 ’m
Discounts Received ’m Bank & m

S0OPS Bank % 403011 ~
SOPS Nominal 101010 - Bank 10 203011 -

POPS

POPS MNominal 205010 =

@ OK Q Cancel

Figure 11. Account Settings — Control Accounts tab
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Settings > Stock Settings

The Stock Settings window is used to administrate various settings for stock. The Defaults For New Items
tab applies to new stock items added. Here, you can change the Default Costing Method and Default
Nominal code of the new stock items. Under settings you will find various options you can change when
searching for, working with and viewing stock. The Images tab allows for designation of a default image
path and gives the option for how a stock item filename is saved.

Stock [tem Defaults x

Defaults For New [tems  Settings 1 Images I
Sequencing
" Within Suppliers
(+ Within Groups
Stock Search
[V Default To Advanced Search
Stock Maintenance
I Users Can Open Multiple Stock Windows
[¥ Drop down stock code when pressing key
Stock Receipts
[¥ Zero Value Receipts Don't Affect Last / Average Costs
Serial Mumbers
¥ Enable Serial Numbers Feature
Non-Stock ltems
I Enable Transaction History For Mon-Stock

Batch Movements

[ Enable Stock Code Dropdown v
& oK &g Cancel

Figure 12. Stock Settings tab

Settings > Sales Order Settings

This windows contains all settings related to Sales Order Processing. The settings are all self-explanatory
in the labels. In the overlays tab you can add and amend different overlays for invoices and Despatch
notes. You can do so by pressing the browse button in a blank cell which will then prompt you to select
an overlay. You can also add a description to the overlay so it is clear what it is.

B Sales Order Settings *
Placing Orders | Despatching | Invoicing  Overlays ]Autu—CamagE] Delivery Calendar | SOPS Drops | Custom Fields
Invoice Overlays
Filename Description
¥ | sopsinvoicesqiaarmt With 30 Days Credit
sopsinvoicesqlAltrpt Alternate Overlay
*
Despatch Overlays
Filename Description
#*
& oK 3 Cancel

Figure 13. Adding an overlay in Sales Order Settings
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Settings> Purchase Order Settings

This settings window allows the user to change all settings regarding the Purchase Order Processing.
Much like the Sales Order Settings the labels are all self-explanatory as to what each settings does on
the Settings tab. On the Order Email tab you can enter a default text body for emails. When you are
happy with your changes, press OK to save.

Settings Order Email | Auto-Ordering Goodsln]

[~ Prompt For Email Body When Emailing Order
Email Body

@ OK Q Cancel

Figure 14. Entering an email body in the Order Email tab

Settings > Datamail Settings

Datamail Settings allows for the control over aspects of the Diary and calling.

B Datamail Plus Settings

Diary I Diary Appointment Flags 1 Phone System ] Other Settings

[¥ Remind of upcoming appointments

Check every |2 minutes (Eg. 2)
Notify 4000 minutes before the appaintment (E.g. 10)
Hide For 5 hide reminders panel for x minutes (Eg. 15)

View All Entries

" Administrators Only
{* Everyone
Campaigns

[¥ Enforce Campaign Calling

If a client is awaiting a campaign call, force Campaign Call before allowing
normal dialling

@ OK Q Cancel |

Figure 15. Datamail Settings window
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Settings > BOM Settings

BOM Settings is used to control Bill of Material settings.

B BOM Settings *

Motes Field Description 1 I

Motes Field Description 2 I

Motes Field Description 3 I

BOM Document Path I

Costs
Show costs in BOM tree on screen

¢ Mone { CostValues { Sale Values

.@.DK -Q_-Cancel |

Figure 16. BOM Settings window

Settings > Manufacturing Order Settings

This settings window is used to adjust settings relevant to manufacturing orders.

AP Manufacturing Order Settings >

Settings |

—Sales Integration

[~ Enable SOPS Integration

Default Path For Manufacturing
Instruction Link Files

|Ise description of assembly in
[T component's stock transaction
when manufacturing

Figure 17. Manufacture Order Settings Window
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Settings > Set Label Printer

This window is used to assign the default label printer.

Multiple Companies

Label Printer

Choose the label printer to be used on this computer

Dell Color Laser 1320¢]

™ Mo label printer on this computer

& oK

&3 Cancel |

Figure 18. Label Printer window.

The Company Data window is used to maintain multiple companies and their individual data. Press Add
to add a new company. You will be prompted for a path to the ACPlus.ini file and required to enter a
company name. If you need to edit this you can press the Edit button.

E! Company Data

e s

Set up this your PC to work with multiple companies here

Company Path

systems Created,, Z'\SystemsCiwinscdat
Aguahire INCompany\aquahire
ACPlus Ltd IhCompany\AcPlus

<

Addl /Editl _:)Delete

Figure 19. Company Data window.

Maintenance > Backup Database
You can back up your data using the Backup Database function. To do this click the Backup button. You
will be prompted to the location of where the backup will be stored and by pressing ok the backup can

begin. To restore from a backup you will need to contact us.

E Backup Database

Backups will be created as a file with the date and time as

the filename.

Q Exit

Contact ACPlus support if you require assistance restoring

from a backup

Figure20. Backup Database window.
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Maintenance > UOM Changer

This tool is used to mass change the Units of measurement in stock.

B

Multiply By

Stock Code - Gao

All items
containing

1000

All Except Above |

Batch
Close

Figure 21. UOM Changer window.

Maintenance > Security Log

The security log displays and tracks user activity on the system. It can be used to see who has made
what changes to the system and settings.

£ Security Log =R (E=R =)
Log Type | ﬂ User ID - Refresh I Print I Export | Exit |
Area | J Report Filename | J From |25_,-01,-2020
| J Report Title |
Log
Ent. ID Date / Time Type User ID Hostmame | Log In Area Repart Filename |
24009 | 25/02/2020 12:27:40 Permission Reguest MATHAMIEL Mathaniel-PC @ Admin Check
24008 | 25/02/2020 12:25:51 Parmission Request MATHAMIEL Mathaniel-PC @ Admin Check
24007 | 25/02/2020 12:08:31 Permission Reguest MATHAMIEL Mathaniel-PC ?_) Admin Check
24006 | 25/02/2020 11:5%:56 Permission Reguest MATHAMIEL Mathaniel-PC @_) Datamail Settings
24005 | 25/02/2020 11:40:39 Permission Reguest MATHAMIEL Mathaniel-PC @_) Hire Settings
24004 | 25/02/2020 11:38:10 Permission Request MATHAMIEL Mathaniel-PC @_) Manufacturing Settings
24003 | 25/02/202011:36:27 Permission Request MATHAMIEL Mathaniel-PC G_) Manufacturing Settings
24002 | 25/02/2020 11:35:03 Permission Request MATHAMIEL Mathaniel-PC ?_) Manufacturing Settings
24001 | 25/02/202011:33:26 Permission Request MATHAMIEL Mathaniel-FC @_) Bill of Materials Settings
24000 | 25/02/202011:33:138 Permission Request MATHAMIEL Mathaniel-PC ?_) Bill of Materials Maintenance
23999 | 25/02/2020 11:32:55 Permission Reguest MATHAMIEL Mathaniel-PC @ Bill of Materials Settings
23998 | 25/02/2020 11:30:36 Permission Reguest MATHAMIEL Mathaniel-PC @ Bill of Materials Settings
23997 | 25/02/2020 11:17:55 Parmission Request MATHAMIEL Mathaniel-PC @ Datamail Settings
23996 | 25/02/2020 11:06:29 Permission Reguest MATHAMIEL Mathaniel-PC ?_) Purchase Settings
23995 |25/02/2020 11:02:20 Permission Reguest MATHAMIEL Mathaniel-PC @_) Sales Settings
23594 | 25/02/2020 10:51:40 Permission Reguest MATHAMIEL Mathaniel-PC @_) Sales Settings
23993 | 25/02/2020 10:57:02 Permission Request MATHAMIEL Mathaniel-PC @_) Sales Settings
23992 | 25/02/2020 10:22:54 Permission Request MATHAMIEL Mathaniel-PC G_) Stock Settings
L4 |

Figure 22. Security Log window.
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Maintenance > Reports Updater
The Reports Updater can be used to update all reports. This is for ACPlus Support use.

)’ Reports Updater
Q Check For Update

Press Check For Update to begin

X

& Copy Missing Only §| Overwrite Selected | | i Overwrite Where MNewer | & Overwrite All

Figure 23. Reports Updater window.

Maintenance > Move Accounts Batch

This option allows the user to move an accounts batch to a new period. To do this, enter the batch
number and the desired period to move to then press the Move Batch button.

}}' Move Accounts Batch EI@

Use this to maove invaice or credit batches. NOTE: batches with allocations cannot be moved

Batch D

Info For Batch:
Type:

Period:
Ledger:

Items Im Batch:
Post Date:

IMove To Period Year

ré Move Batch |

Figure 24. Move Accounts Batch window.
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Maintenance > Email History

This option can be used to look at all email correspondence with a particular Account Code. To do so, fill
out one or more of the fields with the information of the recipient you are looking for, then press the
search button. When you have found an email you want to look at, highlight it and press the Open
button to view it.

= = (==
Reciplent [ Account Code [ j
Oate Fram o Ontaman Code. E|
PGPS Crder User 1D =]
SOPS Ordier
" £isearch
Emails
Ope ciase

Figure 25. Email History window.

Imports

The import features are there for ACPlus support use only.

Scheduled Reports

You can create, run and maintain schedule reports from this menu. This allows you to create a report
that will run daily. To do so, press the add button. This will bring up a window in which you will need to
enter the report you wish to run, how often you want the report to run and who the report should be
emailed to. You can change this information later with the edit button. The Run Now button will run the
selected report instead of waiting for the schedule. To view a log of all scheduled reports sent, press the
View Log button.

[] Scheduled Reports [E=REcR ==
= 0 7 & ‘4 4 ! rad B 8 o
Refresh | Add Edit Duplicate Delete | Run Now Cancel | ViewLog Settings Help | Exit
1D Report Description Scheduling
1 sopsListByAccount.rpt Orders Placed Yesterday For PG123 Disabled
3 bomTree.rpt PAULS TEST REPORT Disabled
4 accountsMominalBalanceShee...  jhgjhgfhg Disabled
5 accountsMominalBalanceShee...  jhgjhafhg Disabled
7 accountsMominalBalanceShee...  jhgjhgfhg Disabled
L sglProfitabilityBySalesman.rpt PROFITABILITY BY SALESMAN Disabled
9 accountList.rpt Disabled
10 callActivity. rpt Call Activity Disabled
11 stockreorderLevels.rpt Re-Order Enabled

Figure 26. Scheduled Reports window.

25™ February 2020 Page | 15



ACPIlus Enterprise File Menu User Manual

Version 1

Universal Contacts Search

The universal contacts search can be used to search universally for accounts, people and clients. Simply
enter your search terms separated by spaces and hit enter to search.

H Universal Contact Search @
|Systems Created
Separate multiple search terms with spaces. Enter to search, escape to clear. Enter to select row
Results
Result Type Code Mame Phone Mabile Email
Datamail Record | 15322 Property of Systems C
Datamail Record | 15348 Systems Created Ltd
Datamail Record | 5Y5 SYSTEMS CREATED LT | 01206 299228
Kl I i

Figure 27. Universal Contact Search window.

Data Validation

This tool allows the user to ensure data is accurate. If there are data validation errors, you will be
prompted upon logging in. A red alert will also show in the bottom task bar. The grid will populate with

the validation errors. You can double click these entries to open the record.

=

B Data (= [@])[=]
iy Refresh I
Period ] Description Date ] Value[ Stock Code[
04 (2019) Batch 0 does not balance. 07/08/2019 -£0.08
04 (2019) Batch 36172 does not balance. 31/07/2019 £0.01
- Sales ledger and Debtors control do not balance; Difference: £0.03. Ledger... £0.03
- Purchase ledger and Creditors control do not balance; Difference: -£0.02. L... - -£0.02
Purchase account 7004DGH has sales transactions £0.00
Purchase account 7004DGH has sales transactions £0.00
- Invalid sales nominal code on stock item 300000100 £0.00 300000100
Invalid sales nominal code on stock item 300000120 £0.00 300000120
Invalid sales nominal code on stock item 300000140 £0.00 300000140
- Invalid sales nominal code on stock item 300001000 £0.00 300001000
- Invalid sales nominal code on stock item 300001100 £0.00 300001100
Invalid sales nominal code on stock item 300001120 £0.00 300001120
- Invalid sales nominal code on stock item 300001260 £0.00 300001260
- Invalid sales nominal code on stock item 300002000 £0.00 300002000
- Invalid sales nominal code on stock item 300003100 £0.00 300003100

Figure 28. Data Validation showing numerous errors.
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Check for Update

This will happen automatically however you can prompt a manual check for update by selecting this
option.

ACPlus Enterprise System *

I_\ Mo update is available at the moment

Figure 29. The program is up to date.
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