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ICGManager5 User Manual Presentation

Presentation

The ICG® group was founded in 1985 with the objective to
create |IT-solutions that adapt perfectly to the requirements of
the users by using the latest technological advances and the
most powerful and modern software development tools.

Almost 20 years later, the ICG software products have been
translated to six languages and contemplate the commercial,
tax and fiscal needs of European countries (Spain, Portugal,
United Kingdom, France, Italy, Holland, Sweden, Norway and
Finland), American countries (Canada, United States, Mexico,
Panama, Argentina, Uruguay and Brasilia) and Oceania
(Australia and New Zealand).

ICGManager5 is created for you and is characterised by an
attractive and easy to use user interface, an open and
functional design, a solid and professional programming
structure and by the use of databases with a client / server
architecture to assure the security and reliability at any
moment.

Notice: Para to facilitate easy reading and handling, this
manual has been published in two volumes:

Volume [: Configuration and company management.
Volume |I: Commissions, finances, accounting and statistics.

We congratulate you with your choice and we hope
ICGManager5 will help you in the daily administration and in
the future planning of your company(ies) and will fulfil its
expectations satisfactorily, since, this was the purpose for
which has really been developed.

The Management
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Introduction

This software represents an important jump toward the future.

In this section, the most important properties of
ICGManager5 will be shown. If you wish to see a complete
list of features, please consult Appendix 1 of this manual:

e Microsoft SQL Server 2000. ICGManager5 works with
Microsoft SQL Server 2000.

e MULTIFRAME user interface, which lets you open
different ICGManager5 screens in the same working area,
changing from one to another with a single click.

e Internal REPORT GENERATOR. The user can create,
modify, filter, order, group, add or delete columns and sale
the personalized report with a name.

e REPORT EXPORT. Any report personalized with
ICGManager5 can be exported to different formats: EXCEL,
XML, TXT...

e VIEWS BY USER. It is possible to limit the views of a user,
so he can only see the statistics of one business area or of
an item group. These user views affect all reports.

e REPORTS BY USER. Assign which reports a user type can
see and which not.

e COMMISSIONS module*. Assign commissions in function
of the sales, the commercial margin, the discounts given or
the applied rates respecting the commissions fixed directly
In the sales documents.
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e PERIODICAL INVOICING module*. Indispensable for all
those companies that rent machinery or bill monthly, annual
quotas...

e Management and tracing of LAY BY payments. From a
sales order in ICGManager5 or in FrontCS you can enter a
lay by payment of the client and plan the rest of the
payments. When the transaction is cancelled, you can
specify the cancellation costs.

e STOCKS FORECAST filter*. Performs the automated
stocks forecast to generate purchase orders from items
present in the pending sales orders.

e MULTIWAREHOUSE FORECAST* module. With a simple
button, ICGManager5 proposes the purchase orders in
function of the stocks of all warehouses or shops.

e DYNAMICAL ASSEMBLY module*. Ideal for controlling
the costs and stocks in IT companies. With this module you
can quickly add or remove a component to a machine, with
the corresponding repercussion over the stock and over the
costs of the machine as well as of the components, without
needing to create a set for each item. Afterwards you can
trace a machine, knowing at what dates components have
been added or changed, as well as the serial numbers of
them.

e Control of ITEMS IN TRANSIT. ICGManager5 knows the
status In Transit that lets you, when consulting the items
stocks, control which items already left a warehouse but
haven't yet been received in the destination warehouse.

e Management of TRANSPORT COMPANIES*. Enter the
transport company, the number of lots and the document
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number of the transport company in the sales and purchase
documents.

e More automated WAREHOUSE TRANSFERS. The
warehouse transfers take in account the needs of the
shops, which can be entered as proposals from their own
Fronts.

e Tracing of BUDGETS*. Module for the creation and tracing
of budget offers to clients, organised by chapters and lots.
In an easy way it is possible to have revisions, pass
accepted lots to orders or copy parts of an anterior budget.

This User manual explains how to configure and use
ICGManager5. It will help you in becoming familiar with the
Software and you can find answers to all doubts that may rise
in the future.

This is a general guide. First make yourself familiar with the
contents of this manual before you start to configure the
functions to work with.

* Options not available in the “Basic” version of ICGManager>5.
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Configuration of ICGManager5
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Management Companies

To close a screen, select its title and click the button = on the
left side of the main menu.

B3 1cG Manager 4.0 - =] x|

ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help
Desktop || Companies |

[ Mew W Delete Save K7 Cancel % Utilities Options Transfer

Code I 1 Titte I

Genera | Data |Taxes I Accounting I Files Location I Counters I Costs and Prices I Item I Sales I Clients I Reserves I Stocks I Suppliers I Usuarios I Cargos/Dtos I

ANNumber: [

CommercialN. |

Address: |

o [ | -

Telephone: I Click the right button to edit the logo

| MANAGER SUPERVISOR 25/02/2003 09:45 N

Buttons

New: Create a new management company.
Delete: Deletes the current company.
Save: Saves the changes.

Cancel: Ignores the changes made to the current company.
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Utilities: To copy data between companies. ICG advises to
create a backup before using this tool, so you can go back to
the original configuration in case of an error.

Transfer Options: In the Transfer Options you can configure
the bookings in the accounting used for the automated
accounting of sales and purchase documents and collections
and payments in the treasury.

General Data:

Enter here the company data: ABN number, commercial
name, address, telephone, ...

Taxes

Specify on this tab the default tax type and the names of
taxes 1 and 2.

For companies based in Uruguay or Mexico, mark the
corresponding check box.

If you want to create new tax types, go to Files — Auxiliary
Files — Taxes.

Accounting:

Normally, for each management company there is an
accounting company, but ICGManager lets you account
different business areas of a single management company in
different accounting companies (See  Analytical
Accounting).

On this part you define the current accounting exercise, the
default payment type, the default series for purchase and
sales documents, the days for delay and the maximum
allowed amount to account grouped documents.
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B3 1cG Manager 4.0 - =] x|
ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help
Desklop | I Companies |
9 Mew ¥ Delete Save K Cance! % Utilities Options Transfer
Code I 1 Titte I AMAGER
General | Data I Taxes Accounting |Files Location I Counters I Costs and Prices I Item I Sales I Clients I Reserves I Stocks I Suppliers I Usuarios I Cargos/Dtos I
Curren t accoun ting year |2E|E|2 Accounting Roots {in blank wil take the values of the spanish PGC)
Payment type by default Icnntadn 5 dias JJ Root Accountant Client 4303
Sale and purchase document series by default IA S Root Accountant Debtor
Days application of the delay I 0 Root Accountant Supplier

Root Accountant Creditor 41
Maximum amount allowed for the accounting of grouped documents

Financial Root 7
Amount I

[T Accoun ting invoices with amoun tQ i}

LU

[~ Desactivate Filter when enter in the selection of Accounting Accounts

¥ Define accounting subaccount for the purchases and sales by iten

Subcuenta contable por defecto para asentar Ingresos de los documentos

I?SQDDDDD o

Subcuenta contable por defecto para asentar Gastos de los documentos
IE\ZQDDDDD -~

Assign accountant companies |

| MANAGER SUPERVISOR 25/02/2003  09:46 ™ |

Furthermore, there are three checkboxes available:

M Accounting invoices with amount 0: Check this option if
you want to account these invoices.

M Deactivate filter when entering the selection of
Accounting Accounts: In all sections where you have to
select an Accounting Account, the last chosen account will be
automatically selected. If you don’t want this, select this
property.

M Define accounting subaccount for purchases and
sales by item: If you activate this option, two new fields will
appear on each item file, where you can specify which
accounting subaccount will be assigned to the item for the
automated accounting of sales and purchase documents.

Page 18 ICG®Software



ICGManager5 User Manual Configuration

NOTE: The accounting counterpart is NOT taken into account
In documents that include VAT in the price.

Accounting Roots: On the right part of this tab you can
select the various accounting roots. If you leave the fields
blank the default value from the Spanish General Accounting
Plan will be used.

Button Assign accounting companies: This button gives
you access to the accounting companies assignment screen,
which has the following sections:

ﬁ Assign accountant companies = | I:Ilil
W 0K ¥ Cancel Company 1 MAMAGER
Current Accountant companies Available accountant companies
Name Code Exercise Name Code Exercise

A C 200200 1 2002 EMPRESA C2002001 1 2002
canozoonz 2 2002 4 C2002002 2 2002
EMPRESA CONTABLE C20030C 2 2003

I»

On the upper part: The code and name of the management
company.

On the left side: The accounting companies associated to
the management company.

On the right side: The available accounting companies.
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In the centre: The assignment arrows “«l” (associate all), “
"4q” (associate selected), “»" (remove selected) and “I»”
(remove all).

Files Location

On this tab you can specify the location of the databases of
the current management company and the Etiquetas.ixt file.

You can also configure the historical databases:

The historical databases let you save the sales of tickets
imported with FrontHost from Hospitality Fronts C/S in their
original format and groups those tickets in ICGManager by
generating a single sales ticket containing all the detail lines
of the imported sales file, this way reducing the volume of the
sales tickets.

CONFIGURATION:

From ICGManager:

First, you will have to create the historical databases. They
can be created in a directory different from the management.

Or create management companies from |ICGManager with
codes up to three digits (G999).

You can reserve a range of company codes for the historical
databases and this way you will be able to create numbers for
new management companies in the future while at the same
time you keep the numbers of the historical databases in a
separate group.

E.g.: If the main company is number 1, create new
companies for the historical data starting with company code
20. This way, a big range is reserved for the next
management companies.
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Another advantage of reserving a code rage for the main
companies is that the accounting company assigned by
default to a main management company will never be
assigned to one of the companies with historical data, since
you can find out which accounting company has the same
iInternal code as the new company. And because it is the
default accounting company corresponding to the new
management company, it will ask you if you want to save it
with its data or delete it, which may accidentally lead to loss
of data.

B3 1cG Manager 4.0 =S
ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet  Configuration Help
Desktop || Companies |
O Mew » Delete SEVE K7 Cancel % Utilities Options Transfer

Code I 1 Titte I

General Data I Taxes I Accounting  Files Location |C0unters | Costs and Prices | Ttem I Sales I Clients | Reserves I Stocks | Suppliers | Usuarios I Cargos/Dtos |

Interbase
IP Address of the file of the company data base ID:,-"ICG,MANAGER,FDATA,-"GDD 1/DATA.GDB

Change File Labels
C:\ICG\Etiquetas. txt ey

Historical Data Bases

. ________________________________________________________________
From Date | ToDate |P &ddress of the Histonic Data Basze [SERVER: C:/ACG/HISTORICAT /DATA GDE)

01/04/2002 01/05/2002  D:/ICG/MANAGER/DATA/G020/DATA. GDB

02/06/2002 01/08/2002  D:/ICG/MAMAGER/DATA/GO21/DATA.GDE

| MANAGER SUPERVISOR 25/02/2003 09:50 ™ |

The created databases can be accessed from the option
Configuration - Company — Files Location and by defining the
following fields in the section ‘Historical Databases’ by
clicking the button New:
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From Date — To Date: Enter the date range of the documents
put into the historical database by FrontHost.

Location of the database: Enter the location of the
management database, where the data of the period defined
before will be stored.

Normally, the historical databases bundle the sales data by
trimester, although it is not required.

Counters

Enter on this tab the counters for clients, for generic clients,
for suppliers and for items. You can also specify the name
that identifies generic clients.

Costs and Prices

In this section you define how many and which sales rates will
be assigned by default when creating new items and whether
these rates bear taxes.

You can define up to eight default rates, which will appear
when creating a new item.

Furthermore, you can create additional rates in the
application, which will not appear by default but can be
associated to client types or a single client.

M Associate to all sizes and colours or serial numbers
when a price changes: Mark this option if each item has the
same price for all sizes, colours and serial numbers.

M Add Tax 2 to the rates including tax: Mark this option if
you work with a equivalence tax, so the value will be added to
the rated including tax.
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M Demand daily exchange rate in the conversion of
currencies: If this option is selected, ICGManager asks the
daily exchange rate relative to the main currency when
accessing a date for which the exchange rate has not been
defined. If this option has not been marked, by default the
exchange rate of the closest date before the selected date is
used.

M Use different Purchase Rate from the same supplier by
warehouse: If this option is marked, the button Warehouses
appears in the supplier file after clicking the button Rates on
the tab Rates and Payment types. Using this button you can
assign a one or more warehouses to the selected purchase
rate that will be used when looking for the best purchase price
for stock forecasts.

M Use discounts by item type: If this is selected, a new
option called Discounts will be activated in the Files menu,
which serves to define sales discounts by quantity and by
item type. If this property is marked, you will not be able to
apply a discount by line when selling an item, when you enter
a line discount it will automatically be deleted.

Cost and prices to be saved in the sales documents

In this section you can choose the options for calculating the
prices and cost to be saved in the sales documents. The
options are: from the last cost (last purchase price of the
item), average cost (weighted average of the units bought X
the last average price, and the last units bought X the
purchase price of them), or average stock cost (weighted
average between the units in stock X the last average stock
price and the last purchased units in stock X the price of
them), That is to say, the percentage covered over the
purchase and sales price is leaded by the margin obtained at
fixing the sales price, which varies according to the contents
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of the cost price field, which differs depending on the choice
made between the three options described above.

Item

In this section the default configuration for the creation and
management of items is selected.

M Use sub items table in the item file: If this option is
activated, you will have to fill the concept or title in the field’'s
property name in columns and property name in rows.

This option is used to generate sub-files of the same item
where only some properties vary.

For example:Prop1: Size and Prop2: Colour.

The same item with different sizes and colours has a single
description, resides in the same department, brand, etc. But
you can define different costs and prices and logically have a
stock distribution in the warehouse specified by size and
colour. These properties can be ordered alphabetically or by
creation order by marking the corresponding option.

The concepts of Prop1 and Prop2 for a single item can be
used in many other ways than size and colour.

M Mark automatically the property “Generate labels when
receiving” when creating an item: See Menu Files — Items
— Additional Data.

M Use season: Of great use for novelty items to have an
additional item filter for season. Since you can change the
description, you can use this field for other uses; this field can
be used as an item filter.
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M Use characteristics: Free fields for the definition of
additional item properties. If they are selected, they will
appear in all item filters.

M Use alternative units in sales and purchase
documents: This property is used to enter a second way to
value the units of each item in a sales or purchase document.

For example: If you want to print and save the weight of each
item in the document. To show a comparative purchases and
sales report, you can use the statistic Purchases, Sales and
Stocks.

Name of the field Barcode: This property lets you change
the description of the barcode in the whole application.

Identify items by serial number (lot): This option lets you
serialize some or all items of the company, identifying each of
the units with a serial number. This way you can completely
trace a serial number in the purchases, sales, transfers,
manufacturing, etc.

To configure items by lot and expiration date, you can also
use these fields. The difference with serial numbers is that the
tracing is done for a set of items.

NOTE: An item with serial numbers cannot have Prop1 and
PropZ2.

Use purchase and sales warranty: The warranty is another
property of the item, whose description you can change.
Furthermore, if an item is distributed in serial numbers, this
property can be different for each of them.

Purchase and sales dimensions: In these fields the
purchase and sales dimensions are defined with the
possibility to define until the fourth dimension. For example: if
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you indicate dimension 2, you can enter in the item file 1 box
X 24 unit.

Note: If you want to see the total units besides the number of
boxes when entering a document, you have to modify the
template of this document in Configuration — Documents —
Document Templates by adding the column units 2 and
placing it after the column units 1 (also selected).

To understand the functioning of this field we included some
examples:

Example for 2 dimensions:

e Units1: Corresponds to the highest level of grouping, for
example: Boxes.

e Units2: Corresponds to the lowest level of grouping, for
example: Units x Box.

Example for 4 dimensions:

e Units1: Corresponds to the highest level of grouping, for
example: Trucks.

e Units2: Corresponds to one level of grouping lower, for
example: Pallets.

e Units3: Corresponds to one level of grouping lower, for
example: Boxes.

e Units4: Corresponds to the lowest level of grouping, for
example: Units x Box.

When receiving the items you fill in a value in the column
‘received items’, which will be split up in the following way:

Example 2 dimensions:
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e [f you have an order of 50 boxes of 10 units, and you
receive 30 units: The application enters 3 boxes of 10
units.

o If for the same order you receive 31 the application
enters the 31 units, since it is not possible to distribute
them in boxes.

Example 4 dimensions:

e If you have an order for 3 trucks of 10 pallets with 100
boxes with 10 units in each box, and you receive 20000
units, the application enters 2 trucks of 10 pallets with
100 boxes with 10 units in each box.

o |f for the same order you receive only 4000 units, the
application enters 1 truck with 4 pallets of 100 boxes with
10 units in each box.

e |f for the same order you receive 21 units, the application
enters 1 truck, 1 pallet, and 1 box with 21 units.

M See brands and lines selection in tree: If this option is
checked, in Files — Brands the brands and lines will be shown
in a tree structure instead of in two columns.

Keep the previous filter in the items consult: If marked,
the items selection will keep the last used filter, that is to say,
if you have filtered for brand X, when you return to the items
selection the items will still be filtered for brand X, so that you
don’t have to specify the filter if you want to consult various
items of the same brand.

Show sizes and modifiers in item file: If this property is
marked, a tab Other Data will be shown when creating a new
item, with amongst others the sizes and modifiers. These
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data is used exclusively for the hospitality solutions. See
Files — Items — Other data.

Allow creating equal references in different items with
the same supplier: It is possible that a supplier has repeated
reference codes for different items.

M Show the item comments in the item selection: If you
activate this option, the item selection screen shows on the
lower left part a small screen with the comments from the file
of the currently selected item. This possibility increases
makes it easier to find the correct item, since the description
does not always give you all the wanted information.

Sales

Use indirect invoicing (print invoices in name of the
supplier): Shows the columns Supplier and External Code in
the Rates and Payment Types section of the Clients
permitting indirect invoicing. See Menu Sales - Indirect
Invoicing.

Assign a commission percentage in the total of the sale:
Shows the field percentage in the totals section of the sales
documents, indicating the % commission for the seller.

You also have to indicate if this percentage has to be applied
over the tax base or the net total.

Request the fields Delivery Date and Comments in the
Size and Colour selection: On the sales orders per Multi-
Size, once selected the item on the moment the units by size
are entered, it is possible to specify the delivery date and
corresponding comments to all entered sizes of this item on
this sales order line. It is possible to show those fields by
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adding them to the sales order template. See Configuration
— Documents — Document Templates.

Sell by Multi-Size: Of great use to wholesale items with sizes
and colours. It allows you to enter different units for each size
and colour in the sizes and colours query of a sales
document.

Clients

In this section you can configure whether to use the fields
Zone, Card Number, Birth Date and Sex as well as their
descriptions. These fields can have more uses, but have to
comply with the field format. For example, the field birth date
can refer to another date, but it has to be a date and cannot
be a comment.

Reserves

ICGManager5 incorporates a complete lay-by payments
management. From a sales order you can define the deposit
paid by the client and plan the rest of the payments of the
reserve. Furthermore, you can already define the height of
the cancellation costs in case the client cancels the reserve.

This function prevents a lot of ‘headaches’ in all those
companies that receive this kind of payment for services or
product delivery (previously manufactured or not) and for this
need a good management and control of these payments.

In this section you can parameterise the minimum percentage
to deposit, the default payment type for the deposit and the
rest payments, the maximum time for the reserve and the
cancellation costs. See Menu Sales — Orders — Button Part
Payment.
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Stocks

On this tab you can configure the parameters related with the
stocks:

M Warn if the item is not in stock when making a sale

M Warn is the item is reserved when making a sale and
there are not more units in stock.

M Confirm the reception of the transfers (Iltems in transit
in real-time installations): ICGManager5 has a new state for
the stock: ITEMS IN TRANSIT. This concept reflexes those
items being transferred that have left the warehouse, but
have not been received in the destination warehouse yet.
This is very important for those companies with several
warehouses and when realising transfers it can take some
days until the products arrive at their destination. This option
is ideal for real-time installations (Terminal Server).

If this option is activated, when making a transfer the stock in
the destination warehouse will not be increased, but will be
indicated as In Transit for the destination warehouse.

When the product is received, use the option Receive In
FrontCS or ICGManager (see Menu Warehouse -
Warehouse Transfers — Receive Button), to increment the
stock at the destination of the product corresponding to the
transfer and remove the items in transit.

Stocks Display

From here you can configure to display only the wanted stock
statuses, and furthermore change the names of these
statuses.
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Documents

In this section you can define the templates for the
documents on screen, the document types, the print designs,
the assignation of documents and print designs per terminal
and the design of labels. Each of those will be described in
the next sections.

Document Templates

The document templates allow you to modify the input of
sales and purchase documents. You can configure which
columns are visible, which names will be shown, in which
order they are shown and the column width.

When defining the document templates you have to take into
account that there always has to be a relation between the
templates for orders, delivery notes and invoices.

To see the templates, assign them to the various document
types.

Document Types

ICGManager5 includes the following documents by default:
Pre-sales: Orders, budgets and loans.

Sales: Delivery notes, invoices and tickets.

Pre-purchase: Orders and deposits.

Purchase: Delivery notes and invoices.

But you can create more document types, depending on the
needs of the company.
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Status button: ICGManager lets you associate ‘Statuses’ to
the documents. Select a document type and click on this
button to define the possible statuses of documents of this

type.

As an example, in the below some document types that you
can create are explained:

Budget

Class: Pre-Sales, since this is a sales document, but has not
yet been confirmed.

Accounting: No, since it has no affect to the accounting.
Sign: Positive.

Stock: No, because the stock is not affected. The order
document does affect the stocks, since there is pending
stock.

Return: No.

Performa invoice

Class: Pre-Sales, since it is a sales document, but hasn't
been confirmed yet.

Accounting: No, since it has no affect to the accounting.
Sign: Positive.

Stock: No, because the stock is not affected. The order
document does affect the stocks, since there is pending
stock.

Return: No.

Return delivery note

Class: Sales, since it is a sales document.

Accounting: No, since it has no affect to the accounting.
Sign: Negative.

Stock: Yes, because the material enters the warehouse.
Return: No.
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Credit note

Class: Sales, since it is a sales document.

Accounting: Yes, since it affects the accounting.

Sign: Negative.

Stock: Yes, because the material enters the warehouse.
Return: No.

Costs invoice

Class: Purchase.

Accounting: Yes, because it affects the accounting

Sign: Positive.

Stock: No, because they are concepts and no items with
stock.

Return: No.

NOTE: This way, the costs invoiced follow the same
procedure in the accounting as the purchase invoices, and it
IS not necessary to use manual bookings in the treasury. To
define costs accounting subaccounts for each concept, select
Defile accounting subaccount for the purchases and
sales by item of the section Configuration — Company -
Accounting.

Documents Design

In this section all documents needed for the company’s
merchandise traffic are included. In this section you can
design your own design and personalise designs of
documents to be printed.

There are two types of document design: graphical or text.
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Graphical design

The graphical design lets you include graphical elements like
lines, pictures, etc., while these options are not available in
text designs. The latter however will be printed faster than the
graphical design.

Button bar

L G
[ Mew % Design > Delete @ Display @3 Print Mame A\ Commen ts @grnup - 1

New: Lets you create new document models.

Design: Shows the design of the selected document and lets
you modify this design.

Delete: Eliminates the selected design.
Display: Shows a print preview of the selected document.

Print: Prints the select document, having previously selected
a series of filter values. This option is useful to reprint already
printed documents.

Name: Lets you change the name of the selected document
for another.

Comments: You can enter three lines of comments that will
be printed on the document when this field is configured.

Group: To assign a group number to the document designs
to be able to define for remote installations working in real
time which designs have to be used for which point. In the
client file or in the configuration parameters of FrontCS you
have to indicate which group of document designs has to be
used.
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Creation of a New Design (Graphical Mode)

NOTE: If your intention is to create a new design, you have to
know that this option has a much bigger difficulty than the
options before. For this reason, ICG® recommends that
experts do this, since a small error can block the execution of
a design, which might lead a blocked application.

l.- First you have to select the group in which you want to
iInclude the design.

Il.- After that, choose the option New from the button bar and
enter the new title. If it is graphical mode, you also need to
specify whether the design is normal, with sizes and colours
or warehouses in columns and click OK, in text mode these
options are not available.

lll.- Next, you can select if you want to copy the design of an
existing design or want to start from zero. Automatically the
document design screen appears, divided in four parts:

a) The first part contains the data for the document header,
like the company data, the supplier or client, the date, etc. All
other data that only has to appear once has can be placed in
the document header.

b) On the second part (detail), you have to include those item
line fields that will be repeated more than once with different
content. These fields are the reference, description, units,
price, etc.

c) On the page footer you can include the field referring to the
sum of the totals of the line details.

d) And in the group footer, you can include those data that
only appear once in the document, and normally are placed at
the bottom of the document (Tax breakdown, etc.).
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Design button panel

s —=gal1|ol=1ulA 2y|explsvsl | © RIS | Hsee | R

Horizontal Line: Creates a horizontal line on the selected
part of the screen, with the possibility to increase the length of
the line using the mouse.

Square: Creates a square on the screen with the possibility to
Increase its size.

Vertical Line.

Circle.

Horizontal Lines.

Vertical Lines.

A: To enter a fixed text in the design.

ab: Shows the database fields related with the document you
are creating, dividing them according its location in the
different parts of the screen.

That is to say, select the fields for the page header, line,
totals and those related to the treasury.

To show this relation you have to be situated in the part of the
screen where you want to collocate the field before clicking
this button and click in any free space of the selected part of
the screen. Double click to select the field.

Image: Lets you place an image in the document. The
procedure is equal as described above.

Database Image: Lets you place a database field in
combination with an image.
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EXP.: Lets you create an expression with the possibility to
use constants, functions (numerical and alphanumerical) and
arithmetical operators and conditions.

To see these possibilities, you have to mark the field type
expression, and then click with the right mouse button and
select Properties.

SYS: Create fields with system data, like the system date,
hour, total number of records (number of reports created with
the selected document model), current record number, page
number, and report title (option properties).

It also offers the possibility to select a text to precede the
selected date.

Constants (C): Contains those data that are constant over all
documents, like the company name, city, telephone, etc.

Alls buttons mentioned above have some common options:

Common Options

Send to back: Sends the selected items to the
background of the sheet.

Send to front: The element will be placed in front of the
other elements.

Justify: The text content can be justified to the right, the
left or the centre.

Properties: This is the only option that varies according to
the selected button.

Fonts: Lets you select the font and its width. After
selecting the field, you have to go to the menu on top of
the screen and choose Options —Fonts Format.
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Grid: Serves to define the background grid of the sheet,
indicating the distance between the points defined in the
sheet and the units in which this distance is expressed
(pixels or 0,1 mm).

Orientation: Select between a horizontal and vertical
page orientations.

Page dimensions.

The menu options of this section coincide with those
defined of the button panel, including the “Edit” option,
which permits you to cut, copy and paste any component
of the design.

Creation of a New Design (Text Mode)

l.- First you have to select the group in which you want to
iInclude the design.

Il.- After that, choose the option New from the button bar and
enter the new title. Confirm that it is a text design and click
OK.

lll.- Next, you can select if you want to copy the design of an
existing design or want to start from zero. Automatically the
document design screen appears.

First indicate the number or rows each of the parts of the
document occupies. You can do this definition with the button
CONFIG (Alt + C).

Design button panel

‘ ﬂl" E =it A Text Eield Expreszion #[ Config E Save > Delete 3 Cancel i Template

Config (Alt.+C): After clicking this button some obliged fields
appear, since if you do not specify the dimensions of the
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document parts and the paper size (columns (width) and row
(height)), it is not possible to design the document.

Depending of the document type, a series of fields appear
that have to be filled in by the user.

Component parts of purchase and/or sales documents:

The Number Rows document footer, are those lines that
contain document total fields, that is to say, if the document
occupies several pages, this section appears at the last page.
This section may include banking date, the payment type,
etc., including the fields related with the total of the document.

The Number Rows header totals, are those lines that
contain the description or concept of what you want to show
In the document total.

7 13

For example: “Tax Base”, “Tax”, etc., normally you only need
one line.

The Number Total lines, are those lines that contain the
content of the total fields, like the Tax Base, VAT and amount.

The option Number Rows page footer, contains those fields
that the user wants to appear in case the document continues
on another page.

Number Rows Header delivery note are the lines destined
to contain those lines that contain data from the delivery
note(s) related to the current document. For example: In the
definition of an invoice you can include some lines (defined in
this field), indicating the source delivery notes of this invoice.

The size of the sheet is defined by the number of rows of the
document (height) and the number of columns of it (width).

Component parts of a receipt:
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For the definition of a text mode receipt, you only have to
indicate the number of rows and columns in CONFIG.

NOTE: The numbering of rows and columns in this section
starts with 0.

A Text: This option lets you enter a user-defined text,
indicating in what part of the document you want to place it
using the Bands section. You can select the letter font as well
as the position on the document, indicating the row, the
column and the size (the number of characters it occupies).

ab Field: Lets you select, by clicking the icon or F6, those
fields related with the document group of the document you
are creating, that is to say, if your document belongs to the
group of purchase invoices, this option shows the fields that
appear on the purchases template, split into Invoice header,
invoice detail lines, Total fields, Supplier data fields and
Company fields.

You can select several options related to the visualization of
the selected field:

Justification: Choose between centred, right and left aligned
within the indicated field space.

Font: You choose between the different font variants.
Format: Offers the following two possibilities:

Leave blank if value 0: Leaves the field blank if the field
value is equal to O.

Include thousands separator: Inserts a dot after each three
digits.

NOTE: These options are only activated if the selected field is
numeric.
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To consult and change the format or definition of any field of
the design, select this field and click the button Config.

Save: Includes the document in the document group from
where the document has been created.

Delete: Deletes the documents design currently shown on
screen.

Designs per Terminal

Once all printers and document designs have been defined,
you have to select the printer and design for each terminal
and each document type. If you have e-mail available, you
also need to assign the design to be used (to configure e-
mail, see Configuration — Users — User file). To select a
printer or design, use F6 within the field.

Labels design

Its function is to create labels for items, clients, deliveries or
suppliers.

It contains the same options as the documents section except
the ORIENTATION section (next to the Save button), which is
different since in this case the layout of the label sheet is
defined.
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Users

The user types serve to define different user profiles.

First you have to choose the user type to be configured or
create a new type using the button New. Once this is done,
you can configure the profile.

User file

Description and department: Enter the name of the user
type and the department.

Password: Password used to identify the user when entering
ICGManager. This password has no influence to the sales
Fronts.

Send e-mails: All purchase and sales documents can be sent
by e-mail. For this you have to configure the connection
name, the SMTP server and the user name and password of
the e-mail account.

e Sender and E-mail address: Information that will be
shown in the From: field of e-mail sent by this user.

e CC: E-mail address where a copy of all mail sent by this
user type will be sent to.

¢ Internet Connection: Name of the telephone access
used to connect to the Internet from this terminal. If you
connect to the Internet through a router, you have to leave
this field empty.

e SMTP server: Name of the server accepting e-mail.

e User name and Password: |dentification of the e-malil
account.
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M The user is client: If this option is marked, all sales
documents will be assigned to the same client. This option is
created to give a client remote access to ICGManager so he
can enter orders and consult his documents. The information
about the other clients remains confident and cannot be
consulted by this client type.

M Permit a maximum % discount: Only available for the
sales in FrontCS. If this option is checked, the total line
discount plus the discount over the document total cannot
exceed the maximum discount established here.

Access to ICGManager

Permissions

Select here the access and permissions of this user profile for
all ICGManager options.

Configuration of the ICGManager main menu

The main menu of ICGManager can be completely
personalized by user type. Select here the visible menu
options.

Fronts access:

Permissions

Select here the permissions of all sellers assigned to this user
profile in the client/server sales Fronts. If the Front is
connected to the local network, the changes will be
automatically assigned. If it is a remote terminal, you can
send the changes with ICGConnect.
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Options

Select here the buttons (options) associated to this user
profile. With the button Order you can change the order of
these buttons as shown on screen.

From the tab Descriptions, you can personalize also the
name of each of the visible buttons by user type.

NOTE: If you use a alphanumerical keyboard or a
programmable keyboard with FrontCS, you can assign a key
sequence to the description to select the button without
needing to select the button on the touch screen or with the
mouse. For this, insert the character ‘& before one of the
characters of the description of the button. For example,
&Wait. As the character ‘&’ is placed before the ‘W', you can
select this option with the combination ‘ALT+W’. make sure
that the same letter is not used on more buttons.

Documents

Equally to the Options, you have to select the documents
available to this profile. In the same way, you can personalize
the name of each document from the tab Descriptions.

Cash count Configuration

Configure here which reports have to appear when printing
the cash closing on the FrontCS (cash count Z) or the cash
count X.

Fast Totals

If you assign any of the fast total buttons (Total 1 Printing,
Total 1 w/out printing, Total 2 Printing, Total 2 w/out
printing), this section will appear in the configuration in which
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you can assign the document type to generate, as well as the
payment type and the print design.

Default Values

Configure in this section the default values like the series and
Sales and Purchase data for this user profile.

Series

Personalize series or business areas for each document type,
for collections and payments and for manufacturing as well as
the default warehouse for manufacturing.

Sales

Indicate the warehouse and the sales rate as well as the
default seller.

Purchases

Copy Values of... Lets you copy the default values from
another user profile.

You can select the default configuration of the possible
document statuses. To define the possible statuses, see
Configuration — Document Types — Status Button.

Credit limit Client

Indicate the permissions assigned to the user for sales on
credit to clients.

% Credit allowed: Allows the user to pass the credit limit
defined in the client file with the % mentioned here.

Example: If a credit limit of 60 € has been defined in the client
file and in this field you enter 10%, the user is allowed to sell
at credit up to a maximum of 66€.
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M Allow sale at credit with returned receipts.

M Allow sale on credit with collections not satisfied
before ... days.

When selling on credit to a client who has already passed his
credit limit, a message with the assigned credit limit will
appear. If the seller has a percentage sufficient to make this
sell, he is allowed to continue and save the document, but if
the amount is bigger the following message will appear when
saving the document:

“The document has not been saved. To save a document for
a client that has passed his limit you have to specify a cash
payment type or a user with authorization”.

At this moment you have to click the button Payment Type to
select a cash collection or warn a seller who has a higher
percentage assigned. He has to click the Supervisor button
and enter his ICGManager password. If the % credit allowed
IS high enough, the document will be saved.

Filters

Copy Values of... Lets you copy the default values from
another user profile.

ltems

The values configured here will be used as the items filter of
the reports. These values cannot be modified, so a report
cannot show data outside of this filter.

Also in the items selection only the items within this filter will
be shown.
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Business Area

Report and documents queries will always be filtered for this
business area. When this field is left blank, no filter will be
applied.

Internet Addresses

ICGManager has a desktop option to define Internet access
to web sites that will be presented in the ICGManager
browser. Here you can define which websites a user profile
can consult.

My Reports

In this section you have to mark the reports available for this
user type under the option Statistics — My reports.
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System

From here all peripherals (printers, scanners) of the system
(computer) are configured. If you also have networked points
of sale (Fronts CS) with ICGManager, you can create from
here the peripherals used for the sale (ticket printers, cash
drawers, scanners, balances).

All terminals on the network will be shown on screen.

5 1CG Manager 4.0

4

Files

Statistics

Sales

Purchases

Dezktop | Documents ||5_|,lstem |

Warehouse

Commissions Finances Accounting Internet Configuration Help

[ Mew = | Edit X Delete & Printout design
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CEMTRAL leskdet BOOCF  wer MFL Pro Pri TELESTOCE Jezket 8400 5

Chda_2 TICKETS-2 CFICIkA,
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To add a new device, select the terminal to add the device to
and click New.

Ainadir Dispositivo

Cancelar

| Dizpozitivos disponibles

=

. Lo
Terminal Balahza
i
Irmpresora Balarzas Esternas
@ @

Cajan DLL Extemna

Wigar TeleStack

Scanner Serne

The only devices you can install for an
ICGManager are printers, serial
scanners and TeleStock; the others are
exclusively for points of sale.
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Printers

Select the Printer icon and choose the printer from the printers
available in Windows, this can be a local printer or a network
printer. If the printer is not visible in the printers screen, you
can install it by starting the Windows create printer dialog with
Printers....

Utilities: only used when the printer to be installed is a ticket
printer for FrontCS.

e Open cash drawer using the printer: if the cash drawer is
directly connected to the printer, select this option. If the
cash drawer is directly connected to a serial port you have
to install it as an additional device (see Cash drawer).

e Report printer: if you select this option the reports as well
as the cash closings will be printed on the selected printer
(only available for FrontCS).

Escape sequence: these are only used if the document
designs are in text mode, the graphical designs automatically
use the Windows drivers (see Configuration — Documents -
Documents Design).

If you create documents in text mode, assign the escape
sequence for your printer; the program facilitates by default the
codes for Epson printers. If your printer is not an Epson printer,
ask the sequences to the manufacturer.

To assign escape sequences, click on the magnifying glass
and select your printer. If your printer is not shown, use the
Sequences button to create your own.

To create a new group of sequences, click New, assign a
group name and fill in the sequences supplied by the
manufacturer of the printer.
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NOTE: If the tickets printer is a serial printer, you have to
configure the following printer properties in Windows:

- Go to Details — Port configuration, in Flow Control
assign Hardware. Enter in Advanced Options and
deactivate Use FIFO buffers.

You also have to modify the page size, since by default
the DIN A4 size will be selected. Change this to
‘personalized’ and assign the maximum width and length
the printer allows.

Scanners (Bar code readers)

Select the port and speed of the scanner.

NOTE.: if the scanner is keyboard wedged you do not have to
configure any scanner since the system will use it by default.

TeleStock

If you communicate through Microsoft ActiveSync, you have to
mark this property and configure its port. You also have to
specify the directory used to save to import and export files.

Export button: Click this button to select the items to be send
to the TeleStock.

Terminal Configuration

To access the terminal configuration, select the terminal and
click the button Edit Element.

General

e Data Directory: Location of the database on the server.

e Management Company: by default the program always
assigns company 1, if you want to change this, you only
have to modify the number. Only after restarting the
application, the changes will be visible.
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e Work with users: If you use a Terminal Server to remotely
access ICGManager, you have to mark this option for the
Terminal Server machine, where the different instances of
ICGManager will run.

When executing a remote ICGManager instance from a
Terminal Server client, the server name will be used as the
terminal name. In this way, if you use several Terminal
Server clients, all of them will have the same terminal
name. To be able to define and configure different devices
for each Terminal Server client, you have to mark the
option Work with users on the terminal server, and add
new terminals with the name of the Windows user the
Terminal Server clients is to connect.

Sales

This option is only available for FrontCS on the network. It
serves to configure the default values of each FrontCS
terminal.

e Pos: (see Menu Files - Business Area). This series /
business area defines the pos assigned to this terminal.
When realise a cash closing, the same closing number will
be assigned to all documents realised from this terminal
(series).

NOTE: A cash closing can ONLY contain documents of the
same day. When you make a cash closing, the sum of the
amounts of all tickets from this closing will be booked in a
single accounting booking; the sales invoices will be
booked individually.

e Series by sales documents: to have a correlated and
independent numbering of the different document types,
indicate different series to different documents. ICG
recommends that the document series are based on the
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Series / Business Area plus an additional character to
identify the document type.

e Payment Types positive amounts: when realizing a sale
from the FrontCS and the total amount is positive, by
default the payment type assigned here will be used.

e Payment Types negative amounts: when realizing a sale
from the FrontCS and the total amount is negative, by
default the payment type assigned here will be used.

e Code POS Warehouse: will appear by default when
making a sale from the terminal.

e Next cash count number: reports the number that will be
assigned when doing a cash count from FrontCS. The
numbers are created automatically.

e Next payment number: reports the number that will be
assigned when doing a payment from FrontCS. The
numbers are created automatically.

e Next client code: reports the number that will be assigned
to the next client.

e Next item code: reports the number that will be assigned
to the next item.

Purchases

e Series by purchase document: to have a correlated and
independent numbering of the different document types,
indicate different series to different documents. ICG
recommends that the document series are based on the
Series / Business Area plus an additional character to
identify the document type.

e Code POS Warehouse: will appear by default when
making a purchase from the terminal.
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Front Option

This option is only available for a FrontCS on the network.
See the FrontCS User Manual for a description of the available
options.

Clients Selection

Indicate the default order and visible columns for the client
selection screen.

Button Help: Shows the application manual.

Printout design

Once the printers and the document designs have been
defined, use the option Printout design to define for each
terminal and document type the printers and designs to use. If
you use e-mail, you can also assign the design for sending the
documents by e-mail (to configure the use of e-mail, see
Configuration — Users). To select a printer or design, select
the cell and press F6.

Word link: ICGManager lets you associate a Microsoft Word
template to a document. This functionality is of great use for
the presentation of budgets, since the Word template has
some fields that automatically will be filled in by ICGManager
in function of the values in the document. Furthermore, id the
items included in the budget have a Word document
associated, these will be added to the current Word template.
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Program Entry

This option is ONLY available for the SUPERVISOR user.
x

If you active this option, to enter into Manager you should
identify by User Mame and Password

I 3 Tries before blocking a user

If a user enter x times the password in a wrong
way when you enter into the application it will be blocked

To unblock a user it is necessary to change
password

I 1  Days for the expiration of the password

aFE. Cancel

The parameters you can configure are:
e Enter the program with protection.
o Attempts before blocking a user.

e Days before password expiration.

Enter the program with protection

If this option is marked, the login screen will also ask the
username instead of only the password to enter the program.

To be able to enter the program, the username and password
have to coincide.
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UserEntry 2| x|
€ user |
B Password
- Company
> Dpate 26/02/2003 ]
dF. Cancel ‘

Attempts before blocking a user

If a users enters an incorrect password for the specified
number of times, the account in question will be blocked until
the password is changed.

Day before password expiration

After the specified number of days after the password has
been changed (When 0 the password never changes), a
screen appears to change the password.

Your Password has expired, it is necessary
that enter one new

Wiike a new password

Wiike again the pazsword to confirm it

To renew the password, follow the instructions on screen and
click OK.
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Files Menu
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Items

There are basically three item types, each with a different way
to control its stocks:

e Concepts: Items without stock. E.g.: services.

e ltems with stock:
o Without sizes and colours.

o With sizes and colours: A single item can have different
sizes and colours, and the stock, the costs and the prices
can be assigned to each size and colour.

o With Lots: A single item can be part of a manufacturing lot.
Normally these are items catalogued as dangerous
materials or with expiration date.

o With serial numbers: To control warranties, it is interesting
to follow the items individually by serial number. Up to three
different serial numbers can be assigned to each item.
(See Serial Numbers).

e Compound items or sets. As its name indicates, items that
are made by combination, assembly or manufacturing of
other items. Sets can be divided into two types:

o0Sets without stock: When these are being sold from
ICGManager or from a Front, automatically its
components will be removed from the stock.

0 Sets with stock: When selling they are treated like an item
with stock, and the stock of the set will be decreased. The
stock of this type of set can be increased in two ways, by
buying the combined item, or using the manufacturing
process of ICGManager (see Warehouse -
Manufacturing orders).
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Items Selection

On selecting the Items option from the Files menu, the first
screen that appears is the following:

i

‘ W DK ‘ # Cancel §f Refresh  [EElal Ref [F5)  Reference [F7]  Descrption [FS]  Brand [f4] Dept/Section(F3] Barcode [F9)

FILTER: ; : o :

I ) Remave filkers [Crl+Del) %See Qut of print |ab]Partial Filker [F2) @Stock EJFrice
Reference Description Dept.| Sect | Fam | SubF | Brand| Line | Type | Stock d
FAMAAD00027 30 ARBOL WAVIDAD 100 ChS B g i I I 0 0
24BR 19104008 BROCHA PULGAR EXTRA M2 S 1 4 4 0 0 ol 10 0 £.66
T4ESAALABMNA | ESMALTE WALRER BLAK.MIEVE 4LT 1 2 1 1 2 o) 10 1] 53,98
R3PL/00002554 PLARTA MATURAL B 1 1 0 0 ] 1] 0 25,54
16PF/FROTHE/Y | PROTHERM IMTUMESCERTE BLA 4L 1 2 3 1 1] o) 10 1] 55,26
A4m A URAMPD | SILLON AZURA POSICOMES BLAMCO B I I 1] 1] ] 0 26.50
BOAR A00000971 T4 VELAS ANTIGUE COLORES B a a 1] 1] ] 1] 0.7z
FAMAAIS18E 140 LUCES Maw|DAD B g a 1] 1] ] 1] 15,57
4250/RR930/C0  [150P.CENTRAL DOBLE SKIM 3 5 a 0 0 ] 0 2,28
EOAR/Z20815059 |2 MACETA + 1 MACETA REGADERA 5 4 3 1] 1] ] ] 1] 10,70
42FD/FDEO2/00 |2 TERM FER-DECO HOJAS WVERDE 3 E I 1] 1] ] 0 27.84
42FD/FD402/00 |2 TERM. FER DECO HOJAS MEGRO 3 3 a 1] 1] ] 1] 1] 11,27
42FD/FD403/00 |2 TERM. FER-DECO BOLA NEGRO 3 3 a 1] 1] ] 1] 11,36
42FD/FDBEOZA00 |2 TERM.FER-DECO ARBOL WVERDE 3 5 a 0 0 ] 0 11,03
42FD/FD405/00 |2 TERM.FER-DECO BACULO MEGRO 3 E I 1] 1] ] 1] 10,45 _I
42FD/FD404/00 |2 TERM.FER-DECO FLECHA MEGRO 3 E I 0 0 0 0 8.62
4250/RR929/L0 | 250P.LAT DOBLE-SKIM 3 3 a 1] 1] ] 1] 4,42
BOAR /20815230 | 3WASIAS METALHJTENSILIO B 4 3 0 0 ] 0 0 21,04
42FD/FDE13/00 |4 FINZ DEC FER-DECO LUMAVERDE 3 5 a 0 0 ] 0 1262
42FDAFD41/00 |4 PINZ.DEC FER-DECO SOL MEGRO 3 E I 1] 1] ] 0 8.1
42FD/FD414/00 |4 PINZ.DEC. FER-DECO HOJA MEGH 3 E I 0 0 0 0 8.1
42FD/FD413/00 |4 PINZ.DEC.FER-DECO LUMA WEGRO 3 3 a 1] 1] ] 1] =l
42FD/FDB14/00 |4 PINZ DEC FER-DECO HOJAWERD 3 3 a 0 0 ] 0 13.31
BOAR /4824400 |BOTALIGHT OLOR B 4 3 0 0 ] 0 0 0.2
42FD/FDEOBA00 |8 AN+PINZA FER-DECD 16MM WERDE 3 E I 1] 1] ] 0 3.62
A2FDAFDA0B/00 |8 AN +PINZA FER-DECO 16MM MNEGR 3 E I 0 0 0 0 736
42FD/FDEOS/00 |8 AMILLAS FER-DECO 16MM WERDE 3 3 a 1] 1] ] 1] 2.64
42FD/FD405/00 |8 AMILLAS FER-DECD 16MM. NEGRD 3 5 a 0 0 ] 0 2,85
BERUACOL32000 A ESCALERA 10 CAIOMES 9R<103<31.5 ] a a 0 0 ] 0 o 42011
EIHEAERDEAS |AC ARTE WERDE 15%3 B 3 1 1] 1] ] 0 a £2.81

=]
ITEMS TYPE: | Items =l ¥ SesPrices | 1PYP | € [V SesStacks
|
ICG Software Quick modification I [2] Follawing Serial Num.I ?) Help || Register number: 25/02/2003

From here a filter can be applied to find an item quickly. The

available options are:

Refresh: if more terminals have the possibility to create items,
you can click Refresh to show the newly created items which
weren't visible on the screen.

All References (F5): if an item has more than one reference
code, click on this button to show all references of an item.

Reference (F7): put the cursor in the field FILTER, enter the
reference code and click on the Reference button or F7 to find
the corresponding item.
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Description (F8): select the field FILTER, enter the
description or part of it and click Description or F8.

Brand (F4): with this option you can filter items that have the
same Brand and Line.

Dept/Section (F3): with this option you can filter items that
have the same department, section, family and subfamily.

Barcode (F9): with this option you can search using the
barcode of a concrete item.

Remove Filters (Ctrl+Del): deactivates the applied filters.

All applied filters are being accumulated, if you filter first on
department and then on description, the possibilities will be
reduced to make it easy to localise the item.

If you want to filter on any of the columns (reference,
description, department, section, family, subfamily, brand,
line,...) simply click on the column title, after which the
background colour of the column changes, indicating that the
command will be executed in this column.

See Out of print: this shows all items for which the property
Out-of-print Item is selected. (See Files — Items — Additional
Data).

Partial Filter (F2): if this button is selected the word or number
in the filter will be searched in any part of the description or
reference code.

Stock: Shows the Display of Stocks screen where you can see
the stocks by warehouse subdivided by status: stock, order, to
serve, lent, deposit, manufacture, reparation and in transit. On
the down part of the screen the totals of each stock type are
shown.
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[E3 pisplay of stocks o =] B
REFERENCE: | 74NA/O0002780 | MEASUREUNTT  Units |

*E it -
Es [QUnits DESCRIPTION: | ARBOL NAVIDAD 100 CMS |

Save & Caneel Edit Stocks @ Wizard

Warehouze I Stock I Order I Deposit I To Serve Lent danufacturingl Reparation Transit I tdirimum b &sim, Lacatianl
Almacen Blanes 10 1

Flocem
Llaret
kalgrat
Pineda
Calella

Centro Propint

STOCE OEDER DEFOSIT TOSERVE LENT MANOFACTORIN EEFPARATION  TRANSIT

TotAs: | 11| 0| o 0| 0 0l 0| 1

Units button: By default the option is selected to show the
stocks according to the reference measure defined on the
tab Costs/Prices in the Item file. If this option is
deactivated, the stocks will show in real units.

Example: If the item Whisky is defined in units of 750
millilitres, the current stock is 4500 millilitres with the button
Units selected, or 6 bottles when it is not selected.

Edit Stocks button: To edit all stock types in all
warehouses.

Wizard button: To access the Expert generation
warehouse minimum and maximum, which assigns
automatically the maximum and minimum stocks to the
other warehouses taking in account the warehouse factor
for minimum and maximum (See Files — Warehouses -
Factor).
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Price: Shows the costs and the sales prices of the selected
item.

ITEMS TYPE: I - . .
tems ~ This filter allows you to select an

item type. The available options are: All, Items, Movements,
Manpower, Repairs, Expenses, Incomes and By margin.

M See Prices: Shows a column with the sales prices of the
default rate defined in Configuration — Users — Default
Values — Sales.

M See Stocks: Shows a column with the current stock in the
default warehouse defined in Configuration — Users -
Default Values — Sales.

=/ Quick modifcation | From here you can assign quickly the
Department, Section, Family, Subfamily, Brand and Line. By
clicking F6, it is possible to consult the selected column. The
Sort column is used to sort the items of a concrete supplier, so
that when printing a report or statistic the items will be shown
In the same order as the supplier is using. The order can be
established in this screen or using the button Order Item
Lines situated at the bottom of the item file.

] Follawing Seral Num. | g Appendix 4. Serial Numbers.
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Information on the Item File

B3 1c6 Manager 4.0 -2 x|
ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help
Dezktop || Item |
[ mew Save &) Cancel 34 Delete Search [l Statistic [ &) Reports Labels 4 »
Reference 16FA/P/MATED4 | BARNICES VALENTINE, 5.4 e v .
e o
Description PINTURA FACIL BASE P MATE 4L i n,. 4
1o C#d. Barras (3413303216627 -7 Type | o
20 C#d. Barras 47 Ttem 3
3° C#d. Barras gl IItem | Alternative Item I . e w &
ADDITICNAL DATA (F1) | COSTS/PRICES (F2) | OTHER DATA (F49) | YIELDS (F5) | STOCKS (Fa) | COMMENTS (F10) |
Department I 1 J_J| Drogueria Additional Discoul PINTLIRA FACIL BASE P MATE
Section | ] 5| Pinturas Tax Sale 3 el LV.A 16 %
Family I 3 d,._.'!l Pintura plastica Tax Purchase 3 rjl LV.A LG %
Subfamily I 1 J_j| Mate Purchase units 1
Erand | 2 ;-Jl VALENTINE Sale units i
Line I 0 J_j| Transfer units I Internal Code: 1516
€1 | )
W 5 te Label whi i )
¥ Generate Label when receive . I )
[~ sale by Weight c3 I 2
™ Use Serial number 1 Garant#a Purchasi -~
[¥ Theitem has stock Garant=a Sale I y‘;’
™ Out-of-print Ttem Associated document (Need Microsoft Word)
0O ¥
A.A, Purchas > A.h, Sale | y-”l
F3 - Compaosition F7 -Picture  F3-References Order Item Lines @ Following Serial Ma.
MANAGER SUPERVISOR 25/02/2003  10:34 _}

Header of the item file:

Reference: Different from other management systems,
ICGManager does not oblige you to create significant
reference codes, since all item properties are defined in
Additional data without the need to be part of the reference
code (family, supplier, brand, etc.). Even better, the item’s
reference code can be changed any moment without losing
any historical data of the item.

It is possible to create more reference codes for the item using
the button situated on the right side of the reference code. This
way, you can assign a reference code for each supplier, more
barcodes for the item or differentiate the sales units as a
function of the item’s barcode.
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Barcode: The program allows you to specify up to three
barcodes for a single item. In any screen to select items, the
order of items is the following:

First the entered value is searched in the three barcodes
assigned to the item. If the value is not found, the value is
immediately search in the reference field. If an item has more
than three barcodes, you can assign the rest of the barcodes
in the reference fields.

For items with serial numbers, the barcode has to be specified
in the reference field, since instead of the three barcode fields
there are three serial number fields.

For items with size and colour, the three barcodes are different
for every size and colour.

NOTE: The barcode fields can be used with another name in
all the screens of ICGManager (See Configuration -
Company - Item).

Type: This is a handy field to have an additional criterion when
searching items.

Item type: ICGManager allows you to specify what type of
item it is: item, movement, manpower, repair, expense or
Income. Depending on the type, more or less parameters will
be available in the item file. This allows also obtaining more
exact statistics by using this classification.

Size and Colour: Only visible if the option Use Table sub
items in the Item file is configured (See Configuration —
Company - Item).

NOTE: The fields Size and Colour can be used with another
name in all screens of ICGManager (See Configuration —
Company - Item).
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Season: Only visible if ICGManager is configured with
seasons (See Configuration — Company - ltem).

NOTE: The field Season can be used with another name in all
screens of ICGManager (See Configuration — Company -
Item).

Weight. Only visible if ICGManager is configured to Use
Weight (See Configuration — Company - Iltem). This is an
optional field used in the purchases and sales to have an
alternative unit. Example: items can be purchased and sold by
unit and kilograms.

NOTE: The field Weight can be used with another name in all
screens of ICGManager (See Configuration — Company -
Item).

Alternative item: Every time the item is being sold, the item
assigned in this field is also added automatically. Example:
when selling a drink, the package also has to be sold.

Footer of the Item file

A.A. Purchase - A.A. Sale: Accounting subaccounts
associated to the item in order to personalise the automatically
bookings generated in the accounting from the purchase and
sales invoices. Use only of the price rate associated to the
purchase or sales document is exclusive taxes. These fields
are only visible if the option Define accounting subaccount
for the purchase and sales by item is selected in the
configuration of ICGManager (See Configuration -
Company — Accounting).

Characteristics: ICGManager allows you to assign additional
characteristics to the item and use them in some of the item
selection filters. These fields are only visible if the option Use
Characteristics is selected in the configuration of
ICGManager (See Configuration — Company - Item).
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NOTE: The names of the three characteristics fields can be
configured in ICGManager (See Configuration — Company -
Item).

F3 — Composition: Shows, Compound Items or Sets.

F7 — Picture: This button let’'s you assign a BMP image to the
item. If you wish to create a bitmap, use the buttons situated
under the picture box.

F8 — References: Allows you to enter supplier reference
codes. See paragraph above: Header of the item file.

F11 — Size and Colour: Access to the sizes and colours
screen from where sizes and colours can be assigned to the
item, the minimum stock, maximum, current, order, to serve, in
deposit, loaned, manufacture, in reparation, wastage and it's
location, for each size and colour. It is possible to assign the
initial stock in the corresponding cell of the desired size and
colour. To modify the existing stock you have to mark the
option Allow regularise stock.

Note: The button F11 — Size and Colour can have another
name, because the names entered in Configuration -
Company — Iltem, name of the property in columns and name
of the property in rows are being used.

Additional Data (F1):

Department, Section, Family and Subfamily: Tree structure
iIn four levels to determine the division of the item. As this
structure does not depend on the item code, you can change
the department structure and reassign the item to another
department, section, family and subfamily to consult the sales
history with another criterion.

Brand and Line: Tree structure in two levels. Do not confuse
brand with supplier. A supplier can represent various brands,
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and the items of one brand can be purchased at different
suppliers.

Generate Label when receive: If this field is marked, labels
for the item will be printed from the different label print options
(See Configuration — Documents — Labels Design and
Warehouse - Labels).

Sale by weight: The ICG point of sale Fronts has the option
to connect scales to the RS232 port of the computer to read
the weight of the item at the moment of the sale. If the
FrontCS is connected over the network with ICGManager,
when selling an item with this option selected, the number of
units corresponding to the weight is obtained.

The item has stock: This option is not selected for items that
don’'t have a physical stock, for which the current stock is
always zero or does not change with the processes related
with the warehouse: purchases, sales and transfers. Example:
manpower, services, etc.

Out-of-print Item: In order not to loose the history of an item,
it is not allowed in ICGManager to delete items that have been
used in transfers, purchases or sales. If an item is out-of-print,
it exists in the database, but will by default not be shown in the
item selection screen.

Additional description: The second description of the item
can be used when printing documents.

Tax Sale: The tax type only specifies the %; in the sales rates
Is specified whether the price includes tax or not.

Tax Purchase: Analogue to the Tax Sale.

Purchase Units and Sales units: ICGManager allows you to
define up to 4 dimensions to determine the number of units for
sales and purchases (See the sales and purchases
dimensions in Configuration — Company - ltem).
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Example: An item is purchased in boxes of 6 units. In
Configuration — Company - ltem you have to define 2
purchase dimensions, in the item file you have to put 1 X 6 in
the purchase units’ field, in the purchase document templates
you have to put three columns (boxes, units per box and total
units) and in the purchase document designs the
corresponding fields.

Example: Wood board is sold by length and width, but is
invoiced by square meter. In Configuration — Company -
Item you have to define 3 sales dimensions, in the sales
document templates four columns (units, length, width and
total square meters) and in the sales document design the
corresponding fields. This way, you van sell 5 boards of 3
meters by 1,2 meters, with a total of 18 square meters.

Transfer Units: Number of units proposed by default when
creating a warehouse transfer.

Internal code: Automatically assigned by ICGManager. The
user cannot modify this after creation to make sure that no
item is overwritten. When working with two ICGManager
without working in real-time and both have to create new
items, the internal code numbering have to be different for
each of them. You have to define the initial number in
Configuration — Company - Counters. The user can only
modify the internal code of an item while creating the item and
immediately after saving it for the first time.

Warranty Purchase — warranty Sales: These fields are only
visible if ICGManager is configured to assign warranties to the
items (See Configuration — Company - Item).

The purchase and sales warranty fields can be different for
each serial number of an item.

Associated document: ICGManager can associate and show
a Word document for each item. If a message appears to ask
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for the folder where the executable can be found, enter the
location, confirm it with the Enter key and finally click Exit.

Costs / Prices (F2):
LI

ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help
Dezkiop || Item |
[ new Save &) Cancel 3 Delete search [l Statistic [ &), Reports Labels 4 »
ReFererce |1.SFA,"P_:'[ IATED4 | BARNICES VALENTINE, 5.4 Temporada F
Description P]NTURA FACIL BASE P MATE 4L
1o C#d. Barras [3413303216627 = Type |
2% C#d. Barras {7 Ttem v
30 C#d. Barras ol IItem j Alternative Item I » g % @
ADDITIONAL DATA (F1) COSTS/PRICES (F2) | OTHER DATA (F4) | YIELDS (F5) | STOCKS (FS) | COMMENTS (F10) |
@, Purchase Abstract Change Costs ~ Measur E|1 I pe. ?) Help
Purchase Price I 1.184 Ptz Commerdal Discoun t I i} Average cost 7,13 €
Stock cost 7,12 | €
Lime Discoun t I 0 Expenses I a
& I 4 Last Cost 7,12 |
Purchase Net Price I 1.184 Price Real Purchase I 1.184 | Ptz
= Calculated cost I 7,12 €
Q, Sales Abstract Change Prices SALE PRICES
Rate |5ize |  Gross  |x|v|oiec] met  cur| Profit | cost  |3emic|zemys|ast sedast o) ﬂ
PVP 23,22 23,22|€ 14,97 8,25 181,3 64,45 173,04| 63,37
PRECIO COMPR.A TIEMDA 20,90 20,80 € 12,65 8,25153,19 | a0,5 99,25 49,81
P.P. 17,45 17,45|€ 9,20 8,25 1114 52,7 0529| 39,5
Material uso tiendas 7,12 1] 1 0 712 € 0,00 7,12 [u} 0 [u} 0
TARIFA PROFESIOMALES 23,22 1| 1 20 18,58 11,46 7,12 /161,05 61,69 161,05 | 61,69
A.A. Purchase > A4, Sale I f_.'!l
F3 - Compasition F7 -Picture  F8-References Order Item Lines @ Following Serial Ma.
| ManAGER SUPERVISOR 25/02/2003  10:35 _R

Costs

e Purchase price, Line Discount and Purchase Net Price
are the numbers of the last purchase in the currency of that
purchase.

e Commercial Discount: Amount in the currency of the
purchase of the commercial discount over the total of the
invoice divided between the different items of the purchase.

e Expenses: Expenses associated to the purchase:
bearings, tariffs, etc. These are entered from the purchase
document with the button F7 - Expenses.
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e Price Real Purchase: This is the net price of the purchase
taking in account the expenses associated to the purchase
delivery note and the commercial discount assigned on the
delivery note.

e Average Cost: Average calculated from the different item
costs over the whole item lifetime. Expressed in the main
currency.

e Stock Cost. Average calculated from the items in stock
and their valuation, and the units of the last purchase and
their valuation. Expressed in the main currency.

e Last Cost: The real purchase price expressed in the main
currency.

e Calculated Cost: This field is only visible if the purchase
currency is different from the main currency. It is the real
purchase price expressed in the main currency using the
current exchange rate.

Purchase Abstract: The screen is divided in two regions:

e Upper region: Abstract of all realised purchases of this
item, indicating the purchase date, supplier, units and price.

e Lower region: Prices offered by the different suppliers who
sell this product, indicating if the offer is still valid or
expired. (To enter a new price offered by a supplier, see
Files — Suppliers — Rates and payment types).

NOTE: If an item has never been purchased, the lower region
occupies the whole screen.

Change costs: ICG advises you not to change the costs
manually, since this information is recalculated when entering
the purchases. This button allows you to change the
informative fields about the costs
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NOTE: The items with sizes and colours can have different
costs assigned to different sizes. If the option Assign costs to
all sizes and colours is selected, the costs entered with the
button Change costs update the costs of all sizes and colours
of the item.

Sales prices

Shows the different sales tariffs of the item. The number of
sales rates is unlimited. It is possible to create an offer rate for
a reduced group of items, a price rate for special clients or
different sales rates for different shops.

e X — Y: to define promotions. A promotion 3 X 2 means:
“when buying 3 units, one is for free”.

e % MJ/C: Margin over the cost; benefits divided by the cost
and multiplied by 100.

e % M/S: Margin over the sales; benefits (net sales price —
cost price) divided by the net sales price and multiplied by
100.

e Last %C: This column serves to establish a fixed margin
over the cost. If the costs vary, with the option Recalculate
%MI/C of Sales tariffs the sales price is recalculated to
conserve the fixed margin.

e Last %V: This column serves to establish a fixed margin
over the sale. If the costs vary, with the option Recalculate
%M/S of Sales rates the sales price is recalculated to
conserve the fixed margin.

Sales abstract. As its name indicates, this button presents
you an abstract of the sales history of the selected item,
indicating the client, the date of sale, the units, the sales price
and the discount. To view the data for another size or colour,
first go to the tab stocks and select the corresponding cell for
the size and colour of which you want to see the abstract.
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Change prices: Option to change the rates assigned to the
item, to assign new rates to the item or to delete rates. The
fields Gross, X, Y, Discount, Net, Profit, margin over the cost
and margin over the sale are updated like a spreadsheet, on
entering one of these values, the other values are calculated.

NOTE: ICGManager has a wizard to change prices of all items
of a tariff or some of them as a function of diverse criteria (See
Files — Rates / Prices).

Other Data

This tab is only available if ICGManager is configured for
restaurants.

il

ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help

Dezktop |||tem |

D MHew Save K7 Cancel ¥ Delete Search ﬂ Statistic @. Reports Labels

Reference [5694D52 | IS ”
Description MILK LOWFAT
17 C#d. Barras 7 Type |
2% C#d. Barras .4 Item =y :
3¢ C#d. Barras o fF IItem j Alternative Item I e g w @
ADDITIONAL DATA (F1) |  COSTS/PRICES (F2) OTHER DATA (F4) | YIELDS (F5) | STOCKS (F3) | COMMENTS (F10) |
Espedial Tax I ;_.'Jl ¥ Show in the sale screen
I ¥ Sold by Portions
Maximurm price 0 Back Caol
ack ol | I [" 1tis sold with free price
Minimurn price 0 Colour Text | I [™ Itis a menu type item
Dish ard i} [~ Can not go with the second part of a combination
Reference Keybuarl
Ticket consumicion Invoicing by Time
Additional consumption I pe. | Days I Minutes I 0-59
Mumero de tickets I 0 Hours I 0-23 Seconds I 0-59
MODIFIERS Q. Add modifier Remove modifier  SIZES C, Add Size Remove Size
Code IDescriph'on I ﬂ Code IDescripﬁon ICust I ﬂ
1 |LARGE 0
2 \MEDIUM 0
| | |
A.A. Purchase -~ A.A. Sale I ;_.'J|
F3 - Composition F7 -Picture  F8-References Order Item Lines | @ Following Serial Ma.
| MANAGER SUPERVISOR 25/02/2003  10:40 ™ |

Special tax: in some countries like Canada a special tax is
used for take-away plates. This tax can be configured in the
room design, on the table properties. See the Hospitality
Fronts C/S user manual.
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Maximum price: maximum sales price when the option Sold
with a free price is used.

Minimum price: minimum sales price when the option Sold
with a free price is used.

Plate order: indicates the order of the plate within the menu.
This order is relative and you can create as many as you want.
When the order is printed in the kitchen, the plates appear
grouped by this order.

Keyboard Reference: is used to select the items from
TeleComanda introducing this (when working in keyboard
mode).

Background Colour: indicates the background colour of the
bitmap, which is generated when the property Bitmap Type of
the sales screen is deactivated.

Font Colour: indicates the font colour of the bitmap, which is
generated when the property Bitmap Type of the sales screen
IS deactivated.

Additional Consume: corresponds with the field Rate of
consumes of the Hospitality Front C/S. If the value is 0, this
item is sold normally. If it is 1, 2, 3 or 4, a consume will be
generated which will use the corresponding rate (1, 2, 3 or 4)
for the consumed item.

Show in the sales screen: when selected, this item is shown
on the Sales Screen. A section will only appear on the screen
when it contains at least one item with this property marked. If
you use the hospitality Front C/S with the TeleComanda, only
the items with this property marked will be send to the latter.

Sold by doses: removes the stock of an item by doses
instead of per item. This way, the items that are sold in
different formats remove only part of the item. Example: a
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bottle of whiskey of 75 cl. is sold in different glasses: shot,
glass, tumbler, etc.

Each of these formats removes 4 cl., 6 cl., etc. from the stock.
The moment 75 cl. has been sold a bottle is removed from the
stock. In case the option Sold by doses is not selected each
glass sold is removed from the stock by unit. See property:
The Item has Stock on the tab Additional Data of the item file.

Sold with a free price: if this property is marked, the price will
be asked when selling this item. You can indicate the minimum
and maximum price for this item in the fields with this name.

Is an item of type Menu: an item has this property marked if it
IS a menu.

Cannot be the second part of a combination: Marking this
property indicates that this item cannot be selected as the
second part of a combined item.

Invoice by time: Indicate the amount of time to invoice as a
sales unit. Example: 30 minutes. Starting the moment that the
item is sold, for each time this period passes a unit will be
collected. (The items sold by time cannot have modifiers or
formats).

Modifiers

In order to detail the preparation of the plates, you can
associate groups of modifiers to the items. This way, for
example, you can create baking modifiers with options like
RAW, MEDIUM, WELL DONE, etc., or trimming modifiers like
FRENCH FRIES, PEPPERS, etc., or preparation modifiers:
WITHOUT SALT, WITHOUT ONION, etc. The food has
modifiers and the drinks have formats.
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Formats

The drinks sold by doses need a format: cup, tumbler, shot,
etc. In this section the associated formats are assigned to the
drinks.

NOTE: For more information consult the Hospitality Front
C/S user manual.
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Yields (F5):

Summary statistics showing the sales evolution of the item.
LI

ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help
Dezktop | I Item | Albaranes [Purchasze] |
[ Hew Save %3 Cancel 3 Delete Search [ill Statistic [ &, Reports Labels 4 [ 3
F = |].'SF.|5._."F‘_."I IATED4 |BARNICES VALENTINE, 5.4 Temparada y
Description PINTURA FACIL BASE P MATE 4L
1% C#d, Barras (3413303216627 =& Type |
2% C#d. Barras .4 Item v
3® C#d. Barras o fF IItem j Alternative Item I = g w @
ADDITIONAL DATA (F1) |  COSTS/PRICES (F2) | OTHER DATA (F4) YIELDS (F5) | STOCKS (F3) | COMMENTS (F10) |
+ Recalolate ?) Help YIELDS Currency I Pts € pe
From IEI 1f01/1900 E Stock valuation ILast cost j I Indude entries and exits from the I"\hlarEll-'ast cost ﬂ
T |c|1 1/2050 Wareh | J : N
° o1 E ATENOUSE 06 o [T Imports with VAT indusive
Units Crder |F‘un:hase |Sale |5t0u:k | YeReceived I YeSold I
a 4 4 0 0 % 100 %
Amounts Order IPurchase IGru:uss Sale |Di uuuuu ts |Net Sale ICost |Sb:u:k I
0 4,736 9.887 -27 9.860 0.681 0
Yields Margin | EAYE |2 mic |Profit [ profit [Profit +Stock |24 Profit + Stod
3,175 32 % 48 % 5.124 108 %o 5.124 103 %
First Purchase date 22/06/1999 First Sale Date 18091999 Days from the first purchase 1344
Last Purchase Date 22/06/1999 Last Sale Date 22112000 Days from the first sale 1344
ALA, Purchasg -~ ALA, Sale I @._.'J|
F3 - Composition F7 -Picture  F8-References Order Item Lines | @ Following Serial Ma.
| MANAGER SUPERVISOR 25/02/2003  10:46 ™ |

Units: Shows the number of units ordered, received, sold and
in stock. The %Received is the ratio between the received
units and the ordered units. The %Sold is the ration between
the sold units and the purchases units.

Amounts: Shows the total amount of the order and the
valuation of the received units at the cost price, the total
amount of sales and discounts, the cost of these sales
(valuation of the sales to the purchase price) and the stock
valuation. The stock can be valuated with the average cost,
the stock cost, the last cost, the calculated cost or any sales
price associated to the item.
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Yields:

e Commercial Margin is the difference between the total
amount of sales and the costs of these.

e Profit: is the difference between the total amount of sales
and the total amount of purchases, indicating the real
recovery of the capital inverted in the purchase of the item.

e Profit + Stock: indicates the income generated by the
item, adding the already generated profit to the valuation
of the stock. This field allows you to make a simulation of
which will be the total recovery of the capital inverted in the
purchase of the item based on the field stock valuation (at
cost, at sales price, etc.).

Days: Shows the number of days passed since the reception
of the first purchase. If the payment to the supplier is on credit,
the field Days shows you the number of days until payment of
the purchase.

Filters in yields: By default, the yield information is shown for
the whole item history (from 01/01/1900 until 01/01/2050) and
for all warehouses. If wished, you can limit the results for a
range of dates or for one warehouse.

Stocks (F9):

This tab is not available if the option The item has stock on
the tab Additional data (F1) has not been checked.
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3 1cG Manager 4.0 =S
ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help
Desklop | I [term | Albaranes [Purchazse] |
[ mew Save &3 Cancel 2 Delete search [l Statistic [ &, Reports Labels L | »
Reference |15FA_-"P.-"f 1ATED4 |BARN1CE5 VALEMTIME, 5.4 Temporada >
Description PINTURA FACIL BASE P MATE 4L
19 C#d. Barras (3413303216627 =7 Type |
29 C#d. Barras 7 Ttem
3° C#d. Barras i IItem j Alternative Item I ®
ADDITIONAL DATA (F1) |  cOSTSPRICES F2) | OTHER DATA F4) | YIELDS (F5) STOCKS (F9) | COMMENTS (F10) |
@ See / Edit Stocks ?) Help STOCKS Euxtract to Serve Ordered E stract Lent Extract
Warehouze I Stock I Order | Deposit | To Serve | Lent |1anufau:turin| Reparation | Transzit | Firirnuim I b awirn, | Location |
Almacen Blanes
Flocern
Lloret
kdalgrat
Pineda
Calella 1 1
Centro Propint 1 2
Total Stock: | | | | | |
ALA, Purchase J_,J| ALK, Sale I .rjl
F3 - Composition F7 - Picture F&- References Order Item Lines | @ Following Serial Mo,
| MANAGER SUPERVISOR 25/02/2003 10:47 N

e Stocks by Size: If the item has sizes and colours, on the
first screen you will see the stocks for all warehouses for all
sizes and all colours of the item.

e Stocks by Warehouse: If the item has sizes and colours,
the distribution of the stock of the selected size and colour
will be shown for all warehouses. If the item does not have
sizes and colours, the program will show directly how the
stocks are distributed over the different warehouses.

o Stock: Available stock.
o Order: Units of the purchase orders pending reception.

o Deposit: Units that the supplier left in deposit, that is to
say, that can be given back if the sale does not take
place.
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o0 To Serve: Units of the sales orders and reservations by
the clients pending delivery.

o Lent: Units lent out to the clients.

o Manufacture: This is not equal to zero for compound
items or sets with pending manufacture orders.

oln reparation: Indicates stock of items that are in
reparation. See the option Adjustments of the FrontCS
version 4 user manual.

oIn transit: This field shows the items in transit. See the
property Confirm reception of transfers in
Configuration — Company — Stocks).

o0 Minimum: Minimum stock which you want to keep of
the item.

o Maximum: Maximum stock which you want to keep of
the item.

o Location: Alphanumeric field of eight digits to enter the
physical location of the item within the warehouse. This
field is used to order the items in the warehouse
processes: physical regularizations, warehouse
transfers, labels, etc.

NOTA: ICGManager allows you to realise an automated
purchase forecast in function of the items of which the stock is
below the minimum (See Menu Purchases — Forecast), but
for this it is necessary to define for each item and each
warehouse the maximum and minimum. As this work is
practically impossible to realise manually, ICGManager
calculates the maximum and minimum stocks for each
warehouse in function of the sales rotation over a period and
the time needed to place an order to the supplier (See
Statistics — Analytic Statistics - Items Analysis — Minim
Stock calculation).
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NOTE: If the item comes in lots or has different serial numbers
assigned, with the option Show serial numbers the stock
units of each lot or serial number will be showed.

See / Edit Stocks: ICG recommends modifying the items
stock using the physical inventory (See Warehouse — Stock
Regularization) and not using this option on the item file. To
get to know its working, use the button Stock in the section
Files Menu - Items - Items Selection.
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Create New Items

Of the different methods available in ICGManager to create
items, two are emphasised here:

e \With the button New on the item file. With this option you'll
have to enter the majority of the fields on the item file
manually.

e From the purchase documents (orders and delivery
notes). This option is much faster, because it presents you
a reduced item file and furthermore completes the majority
of the fields (description, department, section, family,
subfamily,...) with the same information as the item
introduced before in the purchase document. As the
probability that part of the characteristics of in the items
coincide is high, you only have to change the different
properties.

TRICK: To create an item from a purchase document,
select first an existing item from the database with common
properties, and create than the new item on the next line so
it copies the properties. Finally you can delete the first item
from the purchase document.
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Compound items or Sets

There are two types of sets; in function of the property The
item has stock on the item file:

o0 Sets without stock: When these are being sold from
ICGManager or from a Front, the components are
automatically removed from the stock.

o0 Sets with stock: When sold these sets act like an item with
stock, that is to say, the stock of the set is reduced. Its stock
can increase in two ways, through purchase of the already
composed item or through the manufacturing process of
ICGManager (See Menu Warehouse - Manufacture
orders).

A compound item or set is created like a normal item, and with
the button F3 — Composition situated on the bottom of the
item file you can add the components. If the item has
components it is considered a set.
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FAMILIES (Department, Section, Family and
Subfamily)

See Appendix 2 — Structure by Departments to have an
overview of the structure of departments, sections, families
and subfamilies of a multi-store commercial centre.

The departments, sections, families and subfamilies are
defined in a four-level tree structure to determine the typology
of the item. As this structure does not depend on the item
code, you can change the department structure and reassign a
department, section, family and subfamily to the existing items
and consult the sales history with a different criterion.

Creation

» Departments: To create departments you only have to click
INS - Insert and enter the code and description of the
department.

» Sections: First select the department where you want to
create the section, then press the right arrow button on the
keyboard and enter the code and description of the section.

» Families: Go to the section where you want add the family
to, press the right arrow key on the keyboard and enter the
code and description of the family.

» Subfamilies: Chose the family to add the subfamily to, press
the right arrow key on the keyboard and enter the code and
description of the subfamily.

DEL - Delete: Deletes the selected component from the tree
structure.

NOTE: If you delete a department, section, or family,
automatically all depending components under this item will be
deleted as well.
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F2 — Modify: Allows you to modify the selected component of
the tree.

Tree: shows the original structure of the tree with only the
departments.

Search: Enter the department, section, family or subfamily
code and click on & to find it.
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Brands

Do not mix a brand with a supplier. A supplier can represent
various brands and the items of one brand can be bought at
several suppliers.

Initially the brands are shown as a spreadsheet and can be
ordered by description. To see the data in a tree structure like
the departments, click See Tree.

Creation

e Brands: To create brands, click on INS - Insert and enter
the code and description of the brand.

e Lines: Select the brand where the line has to be entered and
press the right arrow button on the keyboard or click INS —
Insert (spreadsheet mode) and enter the code and
description of the line.

DEL - Delete: Deletes the selected component from the
brands.

NOTE: If you delete a brand, automatically all depending lines
under this item will be deleted as well.

F2 — Modify: Allows you to modify the selected component in
the tree.

See Tree: Shows the original tree structure with the brands. In
the section Search, by entering the description the records
that begin with this description will be shown; the search will
be realised on the description field. To search on code, first
click on the button See Tree.
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Rates / Prices

Create a New Rate

Click New and enter the name of the rate.

Assign the Initial Date and the Final Date. These two dates
define the period in which the rate id active. You have to take
these in account when creating an offer rate.

M With tax inclusive: Check this property if the prices of the
rate include taxes.

Alternative Rate: is the rate to apply in the following two
cases:

e |f this rate has expired.

e |If the sold item doesn’t exist in this rate, it is searched in
the alternative rate.

Currency: here the default currency of the rate is assigned.
Within a single rate you can have items which price is
expressed in another currency.

Delete: Deletes the whole rate.

NOTE: You have to take in account that the deleted rate can
be assigned to clients, after which they get automatically
assigned another default rate (see Configuration — Company
— Costs and Prices).

Search: Shows the list with all created rates.

Clients: This option allows you to assign a sales rate to a
client type (example: client type = 1 “good clients”, 2 doubtful”,
etc.). Before you have to assign the client types in their
corresponding files.
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Maintenance of an existing rate

Filter: Allows selecting which concrete items in the rate to
show.

Change: The process that follows is analogue to adding new
items to a sales rate, but instead of adding new items, the
price of the items of the rate is changed.

Add: Add items to the selected rate.
The following screen allows you to filter an item group:

* The items of which the name starts with a string of
characters.

* The items of a department.
* The items of a brand, etc.

Click OK and select then the origin of the items to add:
From a sales rate, a purchase rate or all items.

* From a sales rate or purchase rate: serves to
duplicate a rate and modify the prices. After clicking
Next, a screen appears to filter on the current prices of
the selected items.

For example: only the items which margin over the sales
Is lower than 20%.

= All the items: Applies the filter defined in the item filter
screen, which appeared just after having clicked on the
button Add.

After that you have to define the calculation conditions for
the new prices, choosing between the following options:

- Gross Price + Discount: enter the gross price to
apply to the items and the discount and click on OK.
Automatically a rate is created with all the items with the
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Indicated gross price and a net price equal to the gross
price minus the discount.

- Net price: enter the net price to apply to the items and
click on OK. Automatically a rate is created that contains
all products with the specified net price.

- Profit. enter the profit you want to make on all the
items and click on OK. Automatically a rate is created
with prices adapted to obtain the specified profit.

- Percentage of Cost: enter the percentage over the
cost you want to obtain and click on OK. Automatically a
rate is created with sales prices as a function of the
iIndicated percentage over the cost.

- Percentage of Sale: enter the percentage of profit you
want to obtain and click on OK. Automatically a rate is
created with sales prices as a function of the indicated
percentage over the sale, covering the purchase costs.

Round: Show all calculated prices terminated with the
number indicated in this field. For example: An offer of
2099, indicate in this field the number 99.

- By Excess: This option rounds the net price of the
item up to generate the price ending the way indicated in
the field Round.

- Default: Rounds the net price of the items down by
default. That is to say, an item with a cost price of 150,
round to 5 and a % over the cost of 100" will have a
resulting price of 295.

- By proximity: This option rounds the net price up or
down according to its proximity to the rounding number.
That is to say, if the net sales price of the item without
rounding is 248 and the rounding will be to the number
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5, this option will apply a price of 245, since this is the
closed price using the entered rounding.

Save: Saves the changes made to the rate prices.
Cancel: Cancels the changes made to the prices.
Delete: Deletes the rate of the selected item.
Delete all: Deletes all prices of the rate.

New: To add an item to the sales rate. Immediately an item
selection screen will be shown (see Files menu — Iltems -
Items Selection).

Search: To search an item within the sales rate, select the
item from the items selection after which the item will be
selected.

Calculate %S/C: To recalculate the sales prices from the cost
price, you can fix the margin in the column Last%S/C. Once
fixed, the margin stays fixed for the item. If you want to
recalculate the prices click on this button, and indicate the date
the items have been modified. If you want to fix rounding of the
price, enter the number to round to in the field (E.g. If the price
Is 1943 and you want it to be 1945 enter a 5).

Calculate %S/V: to recalculate the sales prices from the
margin over the sale (margin / sales price), you have to fix the
margin | the column Last%S/V. Once entered, the margin
stays fixed for the item. If you want to recalculate the prices,
click this button and enter the modification date of the items. If
you want to fix rounding of the price, enter the number to
round to in the field (E.g. If the price is 1943 and you want it to
be 1945 enter a 5).
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Discounts

This is the discounts management screen by item type. To
make this option visible, mark the property Use discounts by
item type (See Configuration — Company - Costs and
Prices).

B3 1c6 Manager 4.0 - =] x|
ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help
Dezktop | Item | Albaranes [Purchaze] | I Dizcoun ts |
Discount for item type ¥ Create ranks automatically Change of items type
See tems of type: ALL o7 F2-Add E e The next level item:
|rtem Type | From: | To: || pise. | =] Department I pe]
H 0 0 1,000 % Section [ 2
10 i} 1.000 Yo Family I_ §)|
Subfamily I f_,i|
_I Are of the type: I 4+~ 79 Reslize change Type
Copy of discounts between types
Copy of items discounts of type:
) . 4 )
Ll I #~ Totype I -~ f/ Realize copy
Display Items of a determinate type
Show Items of the type: I.-'—\LL 4,\_.3
Reference IDescriph'l::n Department Section IFamin ISubFamin I ﬂ
l 10AG/PURO/001 AGUARRAS PURO 11L. 1 1 1 i}
_ 10AG,/PIURO/005 AGUARRAS PURO 5 LITROS 1 1 1 a
_ 10AG,/PURD/020 AGUARRAS PURO 20LT 1 1 1 1]
_ 10AG/PURD/1/2 AGUARRAS PURO 1/2 LITRO 1 1 1 1]
_ 17PE[3841/AZC PAPEL AZCOAGA REF, 3341 4 2 a i}
_ 10AG/PURD/1/4 AGUARRAS PURD 1/4LITRO 1 1 1 i}
_ 10LI/BORA/APL BORAMET JUMNTAS COM APLICADOR. 1 1 3 a
_ 10LI/BORA/AZU BORAGRES AZULEIOS 1 1 3 1] j
| MANAGER SUPERVISOR 25/02/2003  10:49 N

Note: If you use discounts by item type, you cannot use
discounts by line in the sales documents. If you enter a line
discount, it will be replaced by 0, because it has already been
assigned automatically corresponding its item type.
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Clients

Client Selection

From this selection you can search any client; by default the
search will be performed in the field Name.

To select a client, follow the following steps:

1. Enter the search string in the field filter. This can be the
name, telephone, city, etc.

2. Select the button or click the function key corresponding to
the filter you want to apply (City (F3), Type (F4), Account A.
(F5), Name (F8), Telephone (F7), Commerc. Nam. (F9) or
ABN Nu. (F10)).

Partial Filter (F2): Use this option when you want to search in
any part of the field. If you enter for example ‘Manu’ for the
name, this is looked up in any part of the name and the results
show all names that contain this word.

If you want to see the client selection screen ordered by a field
other than the name, simply click on the column head. To
iIndicate that this column sorts the results, it will be shown in
yellow.

Refresh: When working with various ICGManager terminals
and any of then can create clients, this button serves to show
the last changes realised from other terminals.

Remove Filters (Ctrl+Del): Deactivate the applied filters.

All applied filters are accumulated, that is to say, if you filter
first on city and then on type, the possibilities are reduced
making it more easy to find the client.

See Out of print: Shows all clients that have the property M
Out of print marked.
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Print: This button on the button of the screen lets you print the
data shown in the clients screen at the moment. For example,
iIf you filter on city, you can obtain a list of all clients in this city.

Clients file

To create a new client, click on New after which a blank file
appears to enter the information for this client. The program
automatically assigns the next client internal code and
accounting code.

NOTE: If for example the client you want to create is a generic
client, you might want to change the accounting code to the
generic code. To verify when sales have been performed to a
generic client you can search for the internal code.

If the client is a debtor, you have to mark the property ¥
Debtor after which automatically the accounting root is
changed. This possibility is only available during the creation
of the client.

The screen contains several sections:

Commercial data

Enter here the personal and banking data of the client.

Rates and Payment Types:

In the left part of the screen you can see which payment types
are associated to the client. The default payment type is the
one assigned when realising a sale with the client, all payment
types under the default (Minimum Quantity, Excess Risk and
Others), are simply informative and can be selected or
consulted from the sale.

To assign a payment type to the client, click the button Select,
and double click one a payment type in the list of all defined
payment types.
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If the client has a discount for fast payment, you have to
assign the percentage in the box, so it will be automatically
applied to the sales of the client.

If you want to access the files of the Payment types, click on
the corresponding button (see Menu File — Auxiliary files —
Payment Types).

Conceded Risk: Indicate the amount that you consider the
maximum debt for the client, which will be remembered
whenever you go to the option of Menu Finances - Collections
or Payments - option Extract and indicate the client code.
Furthermore, the application warns you when creating a sales
document if the client already has exceeded the sales risk.

Currency: Select the currency for this client by clicking the
button #’ or F6.

Invoice System: If the client is from another country, you have
to select the system to apply.

Payment Days: Indicate the payment days the client uses.
When creating an invoice for this client, the closest term
according to one of these days is used in Finances, although
the client also has a payment type associated.

M Use Equivalence Surtax: If this option is selected, the
invoices for this client have equivalence surtax.

Before applying equivalence surtax, the surtax has to be
defined in Files — Auxiliary Files - Taxes for every tax used.

Invoice without taxes: The invoices corresponding with a
client for which this option is selected will not include taxes.

This option can be used in case of sales to foreign clients.

The right part shows the Client rates, if you want to assign a
rate, click the button Select. The next screen will show all
defined rates, which can be selected by double clicking on the

Page 92 ICG®Software



|ICGManagers User Manual Files menu

desired rate. When realising a sale, the assigned rate will
automatically be used.

If you want to access the rates maintenance, click the button
Rates (to create new rates, see menu Files — Rates / Prices).

NOTE: If no rate is assigned to the client, the default sales rate
configured in Configuration — Company — Costs and Prices
will be used.

Client type: This option allows you to classify the clients using
a number.

This field can be used when creating new sales rates with
prices related to the client type, on the selection by client type
for automated invoicing or when sending to generate receipts
or magnetically support to collect by client type (finances).

Commercial Disc.: Indicates the discount to apply when
selling.

Seller: Indicates the seller for the client, which will be saved in
the sales document, so the commissions will be added to this
seller (See Files — Sellers).

Document type: assign a special document type when for
example the client doesn’t want the prices on the delivery note
(See Configuration — Documents - Document Types).

Group printout designs: To assign a group of printout
designs that will be available for this client from FrontCS. See
Configuration — Documents — Documents Design button
Group.

Holiday month: This is an informative field.

Invoice Copies number: When printing a sales document for
this client, the specified number of copies will be printed.
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Mailing data and Observations

Consignment data: In this section you can indicate the
transport company and the destination data for the items
bought by this client, as web as the number of days for order
reception, which will be used in the field to serve situated in
the header of the sales order. This way it is clear whether the
order needs to be sent urgently or not.

More Addresses: To enter different addresses for the client
without having to create separate files. In this section you can
also specify a different transport company for each address,
since the transport costs may vary by zone or distance for
each transport company. This multi-address client
management complements with the improvement in creating
the sales and purchase documents, where it is possible to
indicate the transport company, the number of packages and
the reference code of the transport. See Menu Warehouse —
Dispatch.

Transport charges: Indicate if they are owed, paid or paid
from an amount. When creating a sending for this client, the
type of bearings will automatically be indicated.

Virtual Shop: If you have a virtual shop on the Internet, you
might want to assign your clients a username and password
so they can create orders you're your shop (see Menu
Internet - Virtual Shop).

E.D.l.: ICGManager has an accessory module to send the
sales documents through an EDI station (Electronic Data
Interchange). Please contact ICG for more information.

Periodic Invoicing

ICGManager5 has also a module for periodic invoicing,
essential for all companies who deliver services (IT, security,
maintenance, rents, etc.) and invoice periodically fixed
amounts.
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You can define for each periodical invoicing concept the series
of the invoice, the invoicing day, the frequency, the price and

the start and end days of the concepit.

The example shows a client who has rented a machine that
will be invoiced monthly and furthermore this client has a
maintenance contract that will be invoiced yearly. See how the

whole configuration is done from the same client file.

E# 1cG Manager 4.0 — =] x|
ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help
Desktop | Ibem | I Clients |
[ mew Save k7 Cance > Delete search  [Wll Statistic [ &), Reports M 4 F M
Internal code | 79 I Discontinued Name [GENCIA RICAL
Accounting Code I 43000073 Commercial Name I
Commercial data I Rates and Payment types I Datos de envio I Mailing data and observations Periodic Invoicing I
Ttems Periodic Invoicing @'5 mmmmm ¥ [ Add item < Delete Ttem
Reference |Desr.:ri|:|ﬁor1 |Qty. |Price |Disc. |Cur. |Se... |Next |E1u'|er1,-I Xxmo... |DBL Height |F‘.eh’re |I3Iay-I |
RENT PAINT MACHINE 1 0,00 0% 25022003 1 25/02/2003  12/02/2053 i
MANAGER SUPERVISOR 25/02/2003 10:55 ™ |
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Suppliers

Suppliers selection

From this selection screen you can find any supplier, by
default the column Name is selected.

To select a supplier, follow these steps:

1. Enter the search term in the field filter; this can be the
name, telephone, city, etc.

2. Select the button or click the function key corresponding to
the filter to be applied (City (F3), Account A. (F5), Telephone
(F7), Name (F8) or GTS Num. (F10)).

Partial Filter (F2): Use this option when you want for example
to search in any part of the description. If you enter ‘Manu’, this
will be looped up in any part of the description and all results
will be shown.

If you want the selection screen to be ordered by another field
than the name, simply click on the head of the column. This
column will be shown with a yellow colour, to indicate that the
results are sorted on this field.

Remove Filters (Ctrl+Del): deactivates the applied filters.

All filters will be applied accumulated, that is to say, if you filter
first by city and then by type, only the suppliers for that city and
type will be shown, making it easier to find the supplier.

Refresh: If you work with various ICGManager terminals and
each of them can create suppliers, this button serves to show
the latest changes from other terminals.

Print: This button, situated on the bottom of the screen allows
you to print the supplier data as shown on the screen.
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Example: if you filter on city, you can print a list of all suppliers
from that city.

Supplier File

To create a new supplier, select the button New after which a
blank file appears to enter the information for the new supplier.
The program automatically assigns the next free internal code
and accounting code.

The screen contains various sections:

Commercial data

Enter here all personal data of the supplier and its banking
data.

Rates and payment types

On the left part of the screen you can see which payment
types are associated to the supplier. The default payment type
Is automatically used when purchasing from this supplier, all
payment types under the default (Minimum Quantity and
others), are simply informative and can be selected or
consulted from the purchase.

To assign a payment type to the supplier, click the button
Select, select the payment type from the list of created
payment types that appear and click on Accept.

If the supplier has a discount for fast payments you have to
enter the percentage in the Discount PP% column, so the
discount will be automatically applied when purchasing.

If you want to access the file of the Payment Type click on the
Payment Type button (see Menu Files — Auxiliary files —
Payment Types).

Currency: Select the currency for this supplier with the button
~ or F6.
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Invoice system: depending whether your supplier is from
another country, you have to assign a system. The default
system includes tax handling.

Invoice without taxes: The invoices from the supplier with
this option marked don’t include taxes.

This option is mostly used for foreign suppliers.

Prices with Taxes inclusive: When activating this option, all
purchases realised with this supplier will have prices including
taxes, so the tax will be extracted from the total of the
purchase.

On the right part, the Rates associated to the supplier are
being shown. In this screen you can enter the rates or special
offers of the supplier, indicating the items, the price, whether it
Is an offer, the discount and the net price.

This is very useful the moment you want to buy an item, since
you have all rates or offers available of all suppliers who
deliver the same item.

These rates have to include items defined in menu Files -
Items.

When purchasing, the program automatically creates a
purchase rate linked to the supplier of the purchase. This rates
has the same reference number as the supplier, but in
negative.

When realising a purchase, ICGManager looks automatically
up if the item already exists in the rate and what the last
modification date is. If the last date is older than the current
purchase, the date of the current purchase will be saved in the
rate and the rate price will be modified, so in future purchases
the last purchase price will be used.

To enter in the rates maintenance, click the button Rates.
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Days of payment: Enter the payment days for this supplier.
When creating an invoice from this provider, in the finances
the date closest of the two days will be used for the payment
term.

Commercial Discount: indicate the discount to apply when
creating purchases.

Mailing data and Observations

In this section you can enter the transport company and the
destination data for the items acquired at the supplier, as web
as the number of days for reception for the supplier of the
orders, which will be reflected in the field receive situated in
the head when creating purchase orders.
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Sellers

Create a file for each seller with all the personal data.

When creating a document, ICGManager allows you to assign
a seller to the document.

To establish the available options within a sales-Front, you
have to assign a User Type.

Password: Password used in the sales Front to initiate a
sales session of a seller. If this field is empty, you only have to
select the seller with a finger (touch systems) or click with the
mouse on the photo of the seller to initiate a sell in the Front.

Password register. The point of sale Fronts have a built-in
presence control system. A seller can register the entrance or
exit in the presence control system with the Password
register.

Button Reports: Gives access to a series of reports on items,
clients, sales by departments, sales documents, sales and
stocks by sizes and colours, seasons, cash and in reference to
the suppliers.
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Business Areas, Cost Centres and
Inventory

In function of the dimension of the company and the number of
shops or available points of sale, you have to determine the
different business areas, cost centres and inventories.

The business areas allow you to create different series of
numbering for the sales and purchase documents.

ICGManager lets you distribute the business areas in a tree
diagram of four levels.

Example of the structure of the business areas:

Zone 1
11 Shop 1
111 Cash Regqister 1
Zone 2
21 Shop 1
211 Cash Regqister 1
212 Cash Register 2
213 Cash Register 3
22 Shop 2
221 Cash Regqister 1
222 Cash Register 2

NOTE: This codification is only orientated as an example. The
business areas can also be used to divide the different
business types or the different distribution channels.

All reports and sales statistics of ICGManager can be filtered
by Business Area (Series), without the need to enter all digits:

- If the series filter is left blank: Statistics consolidated over
all business areas.
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- If only one digit is entered, the information will be shown
corresponding all business areas with a corresponding first
digit.

ICG recommends assigning the same digits for the
warehouses and the business areas.

To have automatically ANALYTICAL ACCOUNTING, you can
assign different accounting companies to the business areas
and different cost centres to the warehouses.

In the column Monthly Expenses you can specify the amount
of monthly expenses by business area to calculate the yields.
See Menu Statistics — Analytic Statistics — Sales Analysis
— Margin and Profit.

Column Surtax: Mark this option if you want to calculate the
equivalence surtax for the purchases. Furthermore, the
purchase documents for supplier that use equivalence surtax,
have to be assigned to a business area with this option
checked.
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Warehouses

To create a warehouse, click New and enter the data for the
warehouse.

Cost Centre: ICGManager allows performing analytical
accounting by cost centre. To facilitate the parameterisation of
ICGManager, the cost centres are assigned directly to the
warehouses defined in the management, in which way the
Invoices are automatically booked and in the book-keeping
journal a cost centre is assigned to all entries that include a
Income-sales or costs-purchases subaccount. The assignment
of cost centres permits to realise the exploitation state by cost
centre.

Minimum Stock and Maximum Stock: Indicates what is the
minimum and maximum stock to apply for the warehouse to be
used in the forecast for purchases (see Menu Purchases —
Forecast), when creating a new item and assigning an initial
stock to it, or when realising the first purchase, the minimum
and maximum stock marked for the warehouse will be used for
the item. When working with various warehouses knowing that
some have more transactions than others, use the field factor
to define which quantity it has more than the others (E.g.
Warehouse 1, minimum stock 1 and maximum 3, if for
Warehouse 2 a factor 2 is applied, the minimum stock will be 2
and the maximum 6).

The minimum and maximum stock can also be personalised
for each item (see Menu Files — Items - Stocks).

Series Transfers: This field lets you assign a business area
(series) to all transfers realised from a warehouse. In this way
the numbering of the transfers is correlative but independent
for each warehouse. It is also possible two that business areas
from one management company have different accounting
companies associated, in which way the transfers between two
warehouses of different accounting companies have to
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generate a purchase — sales invoice between the different
accounting companies (Consult Appendix 3 — Analytical
Accounting).

Rate Transfer Labels: From the Transfers option in the
Warehouse menu, you can print the labels for the items to
transfer. In this field you have to specify which rate you want to
be printed on the labels, which is useful if each shops sells
items with different prices.

Transfer Valuations: mark how you want to valuate the
transfers. When realising a transfer, the assigned price will be
according to the settings of this option.
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Auxiliary Files

Taxes

Define here the different taxes with which the database has to
work. ICGManager allows you to configure the calculation of
taxes according to the law of country where the application is
Installed.

In Spain, the equivalence surtax has to be configured with the
option Apply by Client / Series. By default the account for VAT
Input tax is 47200000 and for VAT output tax is 47700000.
You can configure different bookkeeping VAT accounts for
each of the defined taxes.

Currencies

ICGManager is a multi-currency application. By default, the
Euro currency is used.

A currency can have a daily exchange rate relative to the main
currency or can have a constant value.

The documents are being saved with the currency in which
they have been created. To work in Euros, you only have to
save the documents in Euros, but you don’t have to recalculate
the value of all historical documents. The visualisation and
printing of reports and statistics can be done in any of the
currencies defined in ICGManager.

Furthermore, a document can be settled in finances with
amounts expressed in one or various currencies different from
the currency of the document. If the exchange rate of a
currency is different between the invoice date and the payment
date, ICGManager generates automatically a booking in the
accounting corresponding to the profit / loss by differences in
exchange rate. If booking a document provokes differences
because of rounding, ICGManager also generates a booking
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in the accounting corresponding to the profit / loss by rounding.
You can configure the accounts used to register the profit and
loss by differences in exchange rate and by rounding in
section Menu Files - Auxiliary Files - Accounting
companies, on the tab Accounts.

Payment Means

The payment means define the type of payment used to settle
a collection or a payment. Examples of payment means are
cash, credit card, receipt, cheque, credit letter, bank transfer,
etc.

The payment means have two principal uses in ICGManager:

e The cash closing Z on the Front totalises by payment
means and by currency.

e The payment means serve as an additional filter in the
Treasury module. Example: Selection of all financial
bookings that will be collected with a banking transfer.

Cash: This is the payment mean used in the Z cash closing on
the Front to compare it with the cash declaration entered by
the seller when realising the cash closing. There can only by
one ‘cash’ payment means per currency.

Num. Days to Cash: Informative field which indicates the
number of days after which the payment type will be
irrevocable.

Root Collections: ICGManager can or can't book the
intermediate financial states between Pending and Settled in
function of the payment means: Holding and Remittance.
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Example:

e Accounting a sales invoice of client 1 with an amount of
69,60 €, with pending payment type.

In the accounting the following booking is generated:

43000001 CLIENT 1 69,60
47700001 VAT OUT 16% 9,60
70000000 SALE OF GOODS 60,00

In the treasury a booking of 69,60 with PENDING status is
generated.

e Change status in the treasury from PENDING to
HOLDING.

Situation 1: The status change has been provoked by the
reception of an emitted cheque.

Because this change of status of the booking in finances
does not affect the accounting, the field Root Collection
has to be empty.

Situation 2: The status change has been provoked by the
reception of a credit letter with a 90-day term.

To enter an automatically booking in the accounting
reflecting the reception of the credit letter, configure in Root
Collection the root of the subaccount (For example 431
Commercial Effects in Holding).

The booking in the accounting will have the following form:
43100001 COMERCIAL EFFECTS INHOL 69,60
40000001 CLIENT 1 69,60

e Change status in the treasury from HOLDING to SETTLED.
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The booking in the accounting is automatically generated in
function of the configuration of the Root Collection in the
payment means file.

Situation 1:

57200001 BANK NUMBER 1 69,60
43000001 CLIENT 1 69,60

Situation 2:
57200001 BANK NUMBER 1 69,60

43100001 COMERCIAL EFFECTS IN 69,60
HOLDING OF CLIENT 1

Root Payments: Explication analogue to Root Collections.

Payment Types

ICGManager calculates automatically the treasury associated
to a document and the accounting of this document. A good
configuration of the payment types makes the process of
collections and payments and their accounting easier.

Fill in the following fields to define the payment type:

Terms:

Define the number of days to add to the document date to
calculate the collection / payment date for this document.

If there is only one term, it is enough to fill in the row appearing
on the screen. If there are more terms, click on Generate
expirations, after which some parameters have to be filled in:

Number of expirations:

Number of expirations or terms defined in this payment type.
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Days between expirations:

Enter the NUMBER OF DAYS between the expirations to
calculate automatically the terms. The percentage of the total
amount is assigned proportionally to each term.

Bill:

Payment Means assigned to the expirations (See Menu Files
— Auxiliary Files — Payment Means). With F6 you can select
them from the list.

This option allows you to define the COMERCIAL EFFECT
class used in the indicated payment type. You have the
possibility to select directly by clicking F6.

Treasury entry:

With F6 you can select one of the bookings defined in the
application, which are related with the expiration you want to
generate the moment it is applied in any document.

The treasury bookings are the following:

Settled: This payment type booking enters with status Settled
in the Treasury. If the document has to generate an accounting
booking, it is generated automatically as well.

NOTE: The documents generated in a ICG point of sale
application (Front) will not be accounted until a cash count (Z)
Is performed in the Front.

Advanced: This payment type booking enters with status
Pending in the Treasury. The collection / payment date is
calculated from the document date in function of the number of
days defined in the terms.

Expiration: This booking type only has to be used in
documents that do not generate accounting, like orders or
delivery notes to be invoiced.
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Reposition: This concept was available in former versions of
ICGManager. You have to substitute it for the booking type
Advanced.

Collection account:

If the document is a collection, this field defines the accounting
counterpart that will be used for the automated booking of the
collection. With F6 appears a selection of the accounts.

Normally a cash account or banking account will be assigned.

Payment account:

If the document is a payment, this field defines the accounting
counterpart that will be used for the automated booking of the
payment. With F6 appears a selection of the accounts.

Normally a cash account or banking account will be assigned.

NOTE: It is only obligatory to indicate the collection and
payment accounts for terms of type SETTLED, which are
booked automatically. For pending terms you can assign an
accounting counterpart when changing the status to settled in
the treasury.

Button Reports: Shows a list with the configuration of all
payment types.

Accounting Companies

Company Data:

Enter here the data for the company.

Normally, an accounting company is linked to each
management company, but ICGManager allows you to
account in various different accounting companies for different
business areas in the same management company (See
Analytical Accounting).
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Seller EDI — Collector EDI: There is an accessory module for
ICGManager available to send sales documents using an EDI
station (Electronic Data Interchange). Contact ICG for more
information.

Accounts:

ICGManager uses a standard accounting scheme. If you want
to configure the accounting link with other subaccounts, you
can change here the default accounting subaccounts.

By default, these are the values used in case the fields are
empty:

Profit and Loss: 12900000. This is used for the closing of the
book year.

Stocks: 30000000. Is not used.

Profits because exchange differences: 76800000. Used
when a term is settled in the treasury with another exchange
rate than the original document.

Loss because exchange differences: 66800000. Used when
a term is settled in the treasury with another exchange rate
than the original document.

Profits because of rounding: 76800000. Generated
automatically when booking an invoice in the currency of the
bookkeeping.

Loss because of rounding: 66800000. Generated
automatically when booking an invoice in the currency of the
bookkeeping.

Output VAT: 47700000. This used if the tax type of a sales
document does not have an accounting subaccount assigned.

Input VAT: 47200000. This used if the tax type of a purchase
document does not have an accounting subaccount assigned.

ICG®Software Page 111



Files menu ICGManager5 User Manual

Suppliers: 40000000. Is not used.

Clients: 43000000. In the sales to various clients, this
subaccount is used if the business area doesn’t have an
account for various clients.

Root clients’ advances: 437. When booking a Z cash count
from a sales Front, all advanced payments are assigned to an
automatically generated subaccount, using this prefix and the
client’s code.

Root suppliers’ advances: Is not used.

Expenses group: 6. The accounting of purchase documents
assigns by default subaccount 60000000, in case there is no
subaccount defined on the item file (see the property M Define
accounting subaccount for the purchases and sales by
item in section Configuration — Company — Accounting). It
IS also used when closing the book year.

Sales group: 7. The accounting of sales documents assigns
by default subaccount 70000000, in case there is no
subaccount defined on the item file (see the property M Define
accounting subaccount for the purchases and sales by
item in section Configuration — Company — Accounting). It
IS also used when closing the book year.

Configuration:

To change the colours in the bookkeeping entry journal.

Warehouse transfers:

Normally, there is an accounting company for each
management company, but ICGManager allows accounting in
different accounting companies by business area for a single
management company. In this type of configurations, the
transfers between warehouses have to be booked with
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purchase and sales Iinvoices between the accounting
companies (See Appendix 3 - Analytical Accounting).

Sizes

Access to the Create Sizes screen.

Colours

Access to the Create Colours screen.

Change User / Company

Shows the user entry screen to allow you in a fast way to
change user or company.

UserEntry 2 x|

aF. Cancel

Switch off terminal

Closes the program and shuts down the computer.

Exit to Windows

Closes the program.
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Sales Menu

THIS MENU OPTION IS NOT AVAILABLE IN ICGManager5
Basic.

ICGManager allows the creation of different types of
documents configurable for each user according to his
activities. These documents don’t have to refer to the default
document types of ICGManager. Order, Delivery note,
invoice or ticket (To create new document types, see
Configuration — Documents — Document Types).
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Sales Order Documents

Filling in the order header:

To generate an order from ICGManager the following steps
are necessary:

1.

Enter the code of the client from who you have received
the order. In case it is a new client or you don’t know the
client code, click on the filter button or press the function
key F6.

. Select the business area or series assigned to the order.

By default the user’s series is used (See Configuration —
Users). In case the default series are not wanted, the user
can select or create a new one using the function key F6.

. Enter the number of the document sent by the user in the

field N° order. This field id very useful when consulting the
order afterwards.

. Indicate the warehouse code from where the items of the

order will be served. In case you don’t know the code or
want to create a new warehouse, use the function key F6.

5. After that, select the order date and the forecasted

delivery date. For clients that use order planning, in the
corresponding file you can define the number of days to
deliver an order, which is used in the calculation of the
delivery date.

6. In the field Seller, enter the code of the seller assigned to

the order. In case you don’t know the code or you want to
create a new seller file, click on the filter option or F6. By
default the seller assigned in the client file appears.
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Once the header of the document is filled in, the user can
enter the item lines to the sales order.

Filling in the lines of the order:

NOTE: The names and distribution of the columns of the
order are configurable in ICGManager (See Configuration —
Document Templates).

Select the field Reference and enter or select with F6 The
reference code or bar code of the item.

Automatically the rest of the columns will be filled in: item
description, default number of units, price, total, type of taxes,
warehouse, etc.

NOTE: ICGManager determines the sales price for the
selected client in function of the rates assigned in the client
file. If the client has no rate assigned, the rate assigned to the
user type will be used (See Configuration — User types). If
the user type neither has a rate assigned, the rate defined in
Configuration — Users — Default values will be used.

NOTE: By default, the warehouse defined in the header of the
document will be used for each item, but the user can assign
another warehouse to each of the lines.

In case the item doesn’t coincide with the code in the list with
available items, the following message appears: “Reference
not found. Do you want to create an item with this reference?”
If you confirm this question, the application shows a screen to
quickly create items. When completed, click Save.

If you previously have entered other item lines to the order,
the creation screen shows all properties of the existing items
In the order. This way, you only have to change the properties
that differ from the other items.
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Once the new item is added to the order, you can fill in the
rest of the columns.

Upper button bar

[ Mew W Delete Eﬁave List @.Ereview %F’ri_nt B Email ECurrencyQDc. Type [E| Clearing B +Part Payment

Under here the use of the buttons above the order will be
explained:

e New: Shows a blank order, so the user can create a new
order.

e Delete: Deletes the currently loaded order.
e Save: Saves the document.

e List: Using this option you van find any order in the
application. This option shows another button bar with the
following options:

w 0K . Cancel Q%I'Filter [ 5earch Eh Pt ] Cancel order

0 OK: To load the selected document from the document
list to the main screen.

o Cancel: No document will be selected, and the initial
iInsert document screen will be shown.

oFilter: Like the name indicates, this option allows you
to filter the document, so you can find the document
you need faster.

You can filter on::
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* Document Type: Allows the user to select any type
of document and load them in the same order.

= Series: Filters on the documents within this series.
Click the selection button or F6 to select the series
to filter for.

= Initial / Final date: Search for documents within a
date range.

= Client Code: Filters for those documents that
correspond to the selected client code. You can
search the client with the filter button or F6.

» Status: Shows only those documents in which the
status of the user’s criterion is set. This status can
be created for each of the available document
types (See Configuration — Document Types).

= Seller: Filters for those documents created by the
seller indicated in this field. You can select the
seller using the filter button or F6.

» See only pending of reception: In the case of
document types like orders, this filter allows you to
know which documents haven't been served yet.

o Search: This filter lets you find a document by the
fields Series and Number.

oPrint. Let's you print the selected document. The
default document printing design of the user will be
used when printing.

oCancel order: Marks the order as received with
delivery note number -1.
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NOTE: A fast way to retrieve a sales order is to enter the
series and the number of the order in the header of a new
order. Automatically the lines of the order are loaded onto
the screen.

e Preview: Shows a print preview of the current document.
This option is not available for documents designed in text
mode.

e Print: Prints directly the document shown on screen on
the terminal’s default printer.

e Email: An alternative way of printing a document is
sending it by E-mail. ICGManager lets you send the
document as an attachment or directly as the message
text, depending whether the option ‘send as text file’ is
marked. To define the design of the e-mail, create a text
document (See Configuration — Documents design).

The field To is automatically filled in with the e-mail from
the client file. After that you can click the button Send.

To be able to send e-mail, it is necessary to configure the
connection parameters in the application (See
Configuration — User types).

e Currency: Shows all currencies defined in ICGManager,
In which way you can select the desired currency to be
used by ICGManager for calculating the prices (See Files
- Auxiliary Files - Currencies).

In case the wanted currency does not exist, the user can
create it by clicking the button File.

e Doc. Type: This option lets you use any document type
associated to the current user, inserting the necessary
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options In the button bar to manage the selected
document type.

e Clearing: This option is of great use when analysing the
credit limit of a client. This option shows an overview of
the invoices of the client, indicating the invoice date, the
amount of the invoice, the collected amount, the total
number of terms and the number of collected terms, the
pending amount and the delay in days if the end date has
been reached and the invoice is still pending.

UIT the button Detail, an overview of the terms of each
Invoice can be obtained.

e Part Payment: From this screen, the corresponding data
can be filled in, if they are different from the default values
(see Configuration — Company - Reserves), and
generate the corresponding entries in the treasury.

m Part payments

‘ > Cancel &5 Print & Do Mot F'rinll
DOCUMENT: CLIENTS:
DELIVERY DATE:
|25.-"D2."2E|D3 @ MUMEER: [P 7 18 NAME: | jaumar buca’t Iaventura
CANCELLATION CHARGE: DATE:  [25/02/2003 ADDRESS:  fsant antoni 109 4-2
ORDER AMOUMT: | 37.G6 €
OBSERVATIONS:
EXPEMSE PERCEMTAGE: | 0,00 %%
EXPENSE AMOLNT: | 0,00 €
AMOUNT PEMDIMNG TO SERVE: | 37.66 £
ADVANCED PENDING
P.T. DEPOSIT: I] pe | 1 contado P.T. REST: I1 P 1 contado
% DEPOSIT: DEPOSIT AMOUNT: AMOUNT REST:
| 27,07 % 10,25 % ear | | 27,61 ¢  Dnew | @odee

Effect M. Camrment T, Expiration Date Aot Bill P.T.

DO DE YENTA P81 2h402/2003 261 £ 1 1

Tab Total:

This tab shows the totals box as web as a VAT breakdown for
each type of VAT used in the document. The Commercial
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Discount and the Discount for fast payments indicated in the
client file are being shown.

Tab Send / Additional:

This section contains information related to the Sending data
as the document number from the transport company
(Expedition n°), the number of bulk, The description of the
transport company and the client address (see Files -

Clients — Mailing data and Observations - More
addresses), and whether the carriage costs are being paid or
not.

These data can be filled in on this tab directly by the user, or
appear automatically if they have been specified in the client
file.

Total |Im | Optionz | Rate | Obs. | Payment 1 contado 10 Urits 1Lines
—Shipment Data - . —Additional Data
Shipment Hum. I Fackage N'ID E:::r:i;i??u?igd Exchan. ratﬁi—l
Transport Company I pe. Status e, 4
Commercial Name 42 X Contact 93 7660500 | | Word Doc i XK
Address Cantact - X
Condicionez Entrega IEnviadD al diente j
Condiciones Pedido ISi envio parcial, entregar el resto j

In the section Additional Data, the following data can be
found:

e Exchange rate: Indicates the value of the currency of the
document relative to the main currency. The exchange
rate can be entered by the user in the section Files -
Auxiliary files - Currencies, option Exchange rates.

e Status: In this field you can enter a status defined for this
document type, which can be used to filter documents for
their status. The selection of the status can be made using
the filter button, and can be deleted with the delete button.
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A status can be created or modified from Configuration —
Document Types — Status button.

e Word Document: To associate a document in Word
format to the document, in case you wish to store more
information. Example: Besides the value of the offer, you
want to store detailed explications or graphs of the offer in
the sales document.

Tab Options:

This section contains a series of utilities that varies depending
of the used document type.

You can also obtain a list of these options by clicking with the
right mouse button on the document lines.

The following options are shown:

2 ] N
Change client Items data Barcode Treasury Abstract Copy Line Client sales
A e 7 @ Ed

Fayment Types Expirations Costs Stocks Delete Line Item sales
= ] -5
Frinter Design Frint Prices Calculator Margin Associate rate

Change client: Lets you select or create a different client
than the client currently associated to the document to
change it afterwards.

Items data: Shows the item file of the item selected in the
document lines.

Barcode: By clicking on this button, the user can enter the
barcodes corresponding to the currently selected item.

In case of an item with colours and sizes associated, this
option only presents you the colours and sizes from this
document.
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If the user wishes to enter all barcodes for all colours and
sizes associated to the item, click the button Barcodes item.

Treasury abstract: Shows a screen with an abstract of the
pending collections of the client.

Copy Line: Copies the anterior line of the order.

Client Sales: Shows an abstract of all sales to the client, with
details of the items, the sales date, the number of units, the
amount, the discount, the line total and the currency.

Payment Types: This option offers the possibility to consult
the payment type applied on the document, as well as modify
them. The available options are:

EL*' Exit Mew payment type [ Mew expiration o Delete expiration Ll Settle F5 Calculatar

Documen t QOder of zale Client jaumar buca’t I'aventura 2.1,
Mum. and Serniez P 18 sant antoni 109 4-2
Emizzion date 25/02/2003 Phore 93 TRE0600 Fax

Foz |Papment Type IT_I,Ipe I.-'l'qll the payment | Expiration Date Enllectinrl.-'l'«mnunt Cur. |Gen. Entry Statuz Balancing e Murm kil Commen k
007 {1 contada 1 COMTADO 2540242003 0 25/02/2003 37,06 SETTLED PEMDIMG 57000000

Buttons

New payment type: By clicking this button the user can
select the default payment type assigned to the client or
select one already created using the button All. In case
the user wants to create a new payment type, click the
button File.

New expiration: this option lets you create an exceptional
payment type for this document. This payment type is not
saved, so it cannot be used in other documents.

Delete expiration: Deletes the booking from the treasury.
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Settle / Pending: The application shows one or the other
option, depending whether the state of the booking in the
treasury is Pending or Settled.

F5 — Calculator: Shows the calculator with the possibility
to load the result of the calculation directly into the field
Amount.

Expirations: To consult the expirations created in the
document.

Costs: Lets you consult the last purchases of the item as web
as the existing purchase rates of the suppliers for this item.

The screen is divided into two zones:

oUpper zone: Abstract of all purchases of this item,
indicating the purchase date, supplier, number of units
and price.

oLower zone: Prices offered by different suppliers who
sell this product, indicating whether the offer is valid or
expired (To enter a new price offered by a supplier, see
Menu Files — Suppliers, tab Rates and Payment

types).

NOTE: If an item never has been bought, the lower zone
occupies the whole screen.

Buttons

Print. Print a document with all the prices offered by the
suppliers for this item.

Expenses: Shows a list with expenses assigned to the
selected purchase line.
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Stocks: Shows the current stock of the selected item in all
warehouses.

With sizes and colours, the visualisation varies depending on
the position in the matrix in the upper part of the screen.

Buttons

Edit Stocks: This option lets you modify the stocks of the
item like a normal regularisation. The method of
regularisation is different for those items with sizes and
colours, since you need to mark the option Allow
Regularisation first.

ICG recommends modifying the stocks using a physical
inventory (See Warehouse — Regularisation) and not
through this option.

Delete Line: Deletes the selected line. This action is also
possible by pressing the keys Cirl. + Del.

Item sales: Shows a complete abstract of all item sales,
indicating the client, the sales date, the number of units, the
price, the discount, the line total and the sales currency.

Printer: Using this option, the user can select one of the
printers available in Windows.

Design Print: Just like the former option, the user can select
an alternative print design for the document, different that the
default design specified in Configuration — System -
Printout design.

Unless the option Set this design default is selected, the
design is reset to the default after printing the document.

Prices: In this section you can modify, insert or simply
consult the sales prices assigned to the item of the active line.
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5 Entry Sale Prices
EL*' E xit

Item
Description REP M&AMGUERA 1/2 EL.

Costs

Purchase Price I 270 Ptz Average cost I 162 £ Last Purchase Date I 194072001
Commerdal Department I 1] Stock cost I 162 £ Last Sale Date I INA220m
Purchase Met Price I 270 Pls Last cost I 1.62 £

[ AddFRate 0 Eraze Price Save Changes k7 Cancel Changes
Rate | Gross | % | v | Dise. | MWetP  |Cur | Pt | CostP. ZMA | % Ms |Last 2 Last %
PP 27901 1 3. 79 1,90 185 100115 G029 10664 5161
PRECIO COMPRA TIENDA 3.79 .79 £ 1,30 188 10115  50.29| 6731 4023
PP. 3.79 3.79£ 1,30 188 10115  50.29| 6731 4023
b aterial uzao iendas 1.62 1 1 1.62 £ 0,00 1.62 0 0 0 0

In case the item has sizes and colours, the user can assign
the same sales price to all sizes and colours by marking the
option Associate to all Sizes and Colours.

Buttons

Add Rate: When clicking on this button, the application
shows all available rates and offers the possibility to add
the item to a rate or lets you create a new rate using the
button File.

Erase Price: Deletes the active item from the selected
rate.

Save Changes: After the modifications have been made,
the user has to validate these changes by clicking this
button.

Cancel Changes: This option is of use in case you wish
to cancel the modifications when you haven't yet clicked
the button Save Changes.

Calculator: Shows a calculator.
Copy Line: Inserts a line identical to the line above.

Delete Line: Deletes the currently selected line.
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Margin: Visualises an abstract of the sales lines of the
document, indicating the unit cost of each of the items, total
cost of the order, the profit, the margin over the sales
(%Sales) and the margin over the costs (%Purchase).

Associate Rate: Lets you change the price of the selected
line by selecting a sales rate.

Tab Rate

Lets you change the rate of the document. If the document
already contains lines, the prices of these lines will be
adjusted according to the selected rate.

Tab Obs.

Shows the observations entered in the client’s file.

What happens when saving a sales order document?

When saving a sales order document, the value of the field
To Serve is raised for all items that have marked the option
The item has stock in their item file. Normally the warehouse
of a sales order document is assigned in the header of the
document and affects all lines of the document, but
ICGManager also lets you assign different warehouses for
each of the detail lines of the document.

ICGManager has a forecast tool in function of the orders and
sales documents. This tool is of great use for the financial
department of a company, since a lot of times the sales
orders are created a long time before the corresponding sales
iInvoices are generated. In function of the payment type
established for the sales order document, the corresponding
bookings in Treasury — Collections are generated (See Files
— Auxiliary Files — Payment Types).
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The booking in the treasury will be inserted with status
Pending if the field Generate Entry of the payment type is
Expiration. If the field Generate Entry is Settled, the
booking is also inserted with status Pending, but after that
the booking is automatically settled like when a sales invoice
Is created. Finally, when the field Generate Entry contains
Advanced, the booking is inserted with status Settled
although there hasn't been created an invoice yet;
furthermore the corresponding accounting booking is created
in the book-keeping journal of the accounting company
assigned to the series or business area (See Files -
Business Areas).
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Sales Documents

Introduction of the header of the sales document:

To enter a sales document, follow the following steps:

1

. Enter the Client code. In case of a new client, or when

you don’t know the code, click on the Filter button or
press the function key F6.

.Select the business area or series assigned to the

document. By default the value assigned to the user will
be used (See Configuration — Users — Default Values —
Series). In case the default value is not wanted, the user
can select or create another value by using the function
key F6.

. If the field Number is left to [Auto], a new sales document

will be created and a number will be generated when
saving the document.

If you enter the number of an existing document in the
field Number, the document with the specified number will
be shown on screen.

.Next, select the document date. By default the current

date will be used.

. Enter the warehouse code from where the items from the

sales document will be served. In case you don’t know the
code or want to create a new warehouse, click on the filter
button or F6.

6. Enter the seller code in the field Seller. In case you don't

know the code or want to create a new seller, click on the
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filter button or F6. By default the seller assigned in the
client file will appear.

Once the header of the document is defined, the user can
iInsert the product lines manually, or better, select one or
more items pending to serve.

Introduction of the sales lines:

Select the field Reference and enter or select with F6 the
reference or barcode of the item.

In case the item does not coincide with a code in the items
list, the following message appears: “Reference not found. Do
you want to create an item with this reference?” If you answer
affirming, the application shows a rapid item creation screen
in which you can enter the necessary data for a correct
creation of the item, like the description, the department,
section, family and subfamily, the brand and line and the
season. When finished, click Save.

If previously other item lines have been entered in the sales
document, the rapid item creation screen shows all properties
of the existing item from the sales line above. Since the
chance that the characteristics of the new item coincide partly
with the item of the line above is high, you only have to
change the different properties.

Selection of sales orders pending to serve:

Once the fields in the header are filled in, the user can consult
the sales orders of the client pending to serve with the button
To Serve.

After that, the user has to indicate line by line the units to be
served of each product, in case more or less units than
previously ordered are wished.
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In case not all the pending items are being served,
ICGManager asks at the moment the document is saved
whether you want to leave the status of the not served items
on pending or if you want to mark them as not pending.

NOTE: The columns of the template to select orders can also
be configured in ICGManager (See Configuration -
Documents — Document Templates).

NOTE: When receiving the order(s), the payment type used
In the sales document is the one associated in the client file
as default (see Menu Files - Clients).

Upper button bar

The upper button bar has practically the same buttons as the
order document (see Sales Order Documents — Upper
button bar), except three:

e To Serve: (See Selection of sales orders pending to
serve).

e Invoice: To invoice the sales document selected on the
screen.

The fields to enter are:

* Document Type: Lets the users select the invoice
document type to generate. The documents of type
Invoice are those that need to be booked in the
accounting.

= Series: Business Area or series of the invoice to be
generated. Click the selection button or F6 to select
the series.
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* Number: By default, the invoice number is
automatically generated in function of the Ilast
number generated for the selected series. The user
can force an invoice number by entering it in this
field.

= Date: Invoice date. The accounting booking
corresponding to the invoice will be made on this
date. For this, a lot of times the date that you want
to appear the booking in the journal and the VAT-
book will be used instead of the date on the invoice.

» Exchange Rate: If the amounts of the invoice are
In a currency different than the main currency, by
default the exchange rate for this date entered in
Files — Auxiliary Files — Currencies are being
used. In this field you can force the exchange rate
of the currency of the document in respect of the
main currency.

e Clearing: Shows an abstract of invoices of the client,
indicating the invoice date, the amount of the invoice, the
collected amount and the number of collected terms, the
pending amount and the delay in days if the expiration
date already has passed.

Of each of the invoices, with the button Detail an abstract
of the terms can be obtained.

Tab Total:

(See Sales Order Documents — Tab Total).

Tab Send / Additional:

(See Sales Order Documents — Tab Send / Additional).
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Tab Options:

The options are practically the same as described in the sales
order, (see Sales Order Documents — Tab Options),
except:

e Modify Totals: Option to manually modify the VAT-base
and the amounts for taxes.

e Remove loan units: This option can only be applied in a
loan document, to sell the loaned items.

e Labels: To print sending labels, indicating the number of
lots, the total weight, the transport agency and the sending
conditions. (To create a label design, see Configuration —
Documents — Label design).

More buttons:

e Ctrl. + F7 - Hide: This option suppresses the printing of a
line of a document. This line will be processes in the
stocks, but will not be shown when printing.

e F7 - Receipt: This option lets you print receipts from the
sales document. Furthermore, if you have configured a
cheque design, you can click the button Receipt and
select a suiting design to print a cheque for the client to be
signed.

e F4 — Loan: Using this button you can mark the items of
the selected line as loaned. When saving the document,
the loaned lines will be saved in a document of type loan.
To invoice a loan line, use the button Remove loan units
on the tab Options.
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What happens when saving a sales document?

When saving a sales document, the stock of the items with
the option The item has stock will be reduced. Normally the
warehouse of a sales order document is assigned in the
header of the document and affects all lines of the document,
but ICGManager also lets you assign different warehouses
for each of the detail lines of the document.

If the sales document has been generated from the sales
order documents, the field To Serve of the stock file of these
items will be updated since these items have been served.

ICGManager has a collections forecast tool in function of the
orders and sales documents. This tool is of great use for the
financial department of a company, since a lot of times the
sales orders are created a long time before the corresponding
sales invoices are generated. In function of the payment type
established for the sales order document, the corresponding
bookings in Treasury — Collections are generated (See Files
— Auxiliary Files — Payment Types).

The booking in the treasury will be inserted with status
Pending if the field Generate Entry of the payment type is
Expiration. If the field Generate Entry is Settled, the
booking is also inserted with status Pending, but after that
the booking is automatically settled like when a sales invoice
is created. Finally, when the field Generate Entry contains
Advanced, the booking is inserted with status Settled
although there hasn't been created an invoice vyet;
furthermore the corresponding accounting booking is created
in the book-keeping journal of the accounting company
assigned to the series or business area (See Files -
Business Areas).
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Invoicing Sales

You can generate a sales invoice in four different ways:

e From the sales document with the button Invoice (See
Sales Documents - Invoice Button).

e Enter the lines of the invoice manually from Menu Sales —
Invoice.

e Select one or various sales documents from Menu Sales
— Invoice.

Introduction of the header of the sales invoice:

To enter a sales document you have to follow the following
steps:

1. Enter the Client code. In case of a new client, or when
you don’t know the code, click on the Filter button or
press the function key F6.

2. Select the business area or series assigned to the
document. By default the value assigned to the user will
be used (See Configuration — Users — Default Values —
Series). In case the default value is not wanted, the user
can select or create another value by using the function
key F6.

Note: The series for invoices can be different from the
series for delivery notes and invoices from delivery notes.

3. If the field Number is left to [Auto], a new sales invoice
will be created and a number will be generated when
saving the document.
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If you enter the number of an existing invoice in the field
Number, the sales document with the specified number
will be shown on screen.

4. Enter the invoice date. The corresponding booking in the
journal that will be generated will have this date.

5. Enter the warehouse code from where the items from the
sales document will be served. In case you don’t know the
code or want to create a new warehouse, click on the filter
button or F6.

6. Enter the seller code in the field Seller. In case you don'’t
know the code or want to create a new seller, click on the
filter button or F6. By default the seller assigned in the
client file will appear.

Once the header of the invoice is defined, the user can
manually add the lines of the invoice, or better, select sales
documents that are pending invoicing.

Introduction of invoice lines:

Select the field Reference and enter or select with F6 the
reference or barcode of the item.

In case the item does not coincide with a code in the items
list, the following message appears: “Reference not found. Do
you want to create an item with this reference?” If you answer
affirming, the application shows a rapid item creation screen
in which you can enter the necessary data for a correct
creation of the item, like the description, the department,
section, family and subfamily, the brand and line and the
season. When finished, click Save.

If previously other item lines have been entered in the sales
iInvoice, the rapid item creation screen shows all properties of
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the existing item from the sales line above. Since the chance
that the characteristics of the new item coincide partly with
the item of the line above is high, you only have to change
the different properties.

Select sales documents pending to invoice:

For this, select the button Manual on the upper button bar of
the sales invoice screen (To know the functioning of the rest
of the buttons, see Sales Order Documents — Upper Button
Bar).

After that a screen appears to select the sales documents
pending to invoice that you want to include in the sales
Invoice.

Use the left mouse button or the space bar to select a
document from the list on the left side. The pending sales
documents will be showed one by one on the right side of the
screen.

By default, all documents pending for invoicing will be shown
In this screen.

With the button Filter, you can select only documents from a
Series or Business Area o delimited by dates.

What happens when saving a sales invoice?

When saving a sales invoice, automatically a booking in the
accounting of the accounting company assigned to the series
or business area (See Files — Business Area), and the
corresponding booking or bookings in the VAT book will be
generated.
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ICGManager lets you configure the structure of the booking
that is generated when accounting a sales invoice (See
Configuration — Company — Options Transfer).

In the same way, in function of the payment type of the
invoice, the corresponding bookings in Finances — Collections
will be generated (See Files — Auxiliary Files — Payment

Types).

The booking is inserted in the treasury with status Pending if
the field Generate Booking of the payment type is
Advanced.

If it is Settled, the booking will be inserted with status Settled
and furthermore the corresponding booking for the payment
will be generated in the journal of the accounting company
assigned to the series or business area (See Files -
Business Area).
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Automated Invoicing

Automated Invoicing is a process to invoice a set of pending
sales documents to different persons.

To access the dialog box for this process, select the button
Automatic of the upper button bar or go directly to Menu
Sales — Automated Invoicing.

3 ICG Manager 4.0

ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accounting Internet  Configuration Help

Dezktop ||.i‘-.utn:|mati|: iy aicig |

?’ Invoice

From Client I 1 j.." LLORET AQUELLARRE 5.L
To Client I 5555555 3_,'4 COACHTEMNIS 5.1,

Series MNumber ™ Filter by client type

Initial Doc. I':' ;-;’ I 1 Initial Date |25,|"EI 22003
Final Doc. IE? e I 09999999 Final Date IZEIDHEDD3
J

— —— =

Doc, destination positiv IZ--C'_-\— DE VEMTA P

— —— =

Doc. destination negati |=--C'_-\- DE VEMTA ;J

— Inveoicing options

Series destination document S enies documents Group documents

[T Sefies destination doc. equal series sc I pe & 'Without group " Client i~ Accountant code
Printout Copies

[+ Print docurnests I i
Fecha

D ate Document IZEIEIHEEIEG E
Exchan. rate

[T Toupdate the exch. rate of the zource document with the exch. rate of the destination c

Estado de los documentos
[T Ignore the documents with status

Filter options

e From client ... to client: Filter for a range of clients.

e Document initial ... document final: Filter for a range of
documents.
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M Filter by client type: Filters the documents of those
clients of the selected types.

e Initial Date ... Final Date: Filters all pending documents
created between the initial date and the final date.

e Document destination positive: If the total amount of the
iInvoice is positive, create an invoice of this type.

e Document destination negative: If the total amount of
the invoice is negative, create an invoice of this type.

Invoicing options

e Group documents

o Without group: A separate invoice for each pending
sales document will be created.

oClient. A separate invoice will be created for all
pending sales documents of each client.

o Accountant code: A single client can have different
centres. In this case, a client file is created for each of
the centres, but all of them have the same accounting
code. This option lets you group all the pending
documents for all clients with the same accounting
code in a single invoice.

e Series destination document: To be able to have correct
statistics by business area (see Files — Business Area), it
IS recommended to create an invoice with the same
business area as the sales document without invoicing.
Anyway, if the property Series destination document
equal to series source is not selected, you can select a
unique business area for the resulting Invoices,
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independently of the business areas assigned to the
documents pending for invoicing.

e Print documents: Option to printout the resulting invoices
after generation. You can specify the number of copies to
print of each invoice.

e Date Document: Date for the resulting invoices.

e Update the exchange rate of the source document
with the exchange rate of the destination document: If
the sales document have been created with a different
currency than the main currency and furthermore has
different exchange rates, this option will save the
exchange rate of the invoice date in all related documents.
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Indirect Invoicing

Indirect invoicing is only used if the AutoVenta software of
ICG® is used.

The indirect invoicing consists of realising sales in name of
suppliers. For example, if you distribute items of Brand X, you
can create invoices in name of Brand X, but you will be only
the ‘intermediary’ person.

To work with indirect invoicing, first you will have to create a
sales rate in ICGManager to which you give in indicative
name, for example: Rate Brand X. In this rate you have to
include all products that you are going to sell in name of
Brand X.

B3 1cG Manager 4.0 - =] x|
ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accourn ting Internet Configuration Help
Deskiop || Clients |
] Mew I save %7 Cancel W Delete Search [l Statistic [ &), Reports M 4 F M
Internal code |—;53 I Discontinued Mame IABAST. D'AIGUA DEL TORDERA

Accounting Code I 43000758 Commercial Name I

Commercial data Rates and Payment types | Datos de envio I Mailing data and observations I Periodic Invaidng I

Payment types associated Client rates

f‘i@ Seleccionar | K73 Qluikar | E Farmaz Pago | f‘i@ Seleccionar K7 Quitar | E Rates |

Tvpe |F|:|rma de pago |5’£Dt0 PP |Eantidad |;| Code I Description IDiSE- il
Periodic Ir. 3 PP

Others 1 PYP hd
Others
Others
Others
Others

Payment days I 3IZI| 0
Holidays month I

[~ Use Equivalence Surtax [~ Invoice without taxes

MANAGER SUPERVISOR 25/02/2003 12:38 M |
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After that you have to assign the new rate to each client to
whom you want to sell products of this supplier. You can do
this in the client file of ICGManager, on the tab Rates and
Payment Types. Once the rate of the provider has been
assigned to the client, you have to fill in the columns on line of
the Client Rates, which are: The supplier code assigned to
the sales rate and the client code that the supplier has for this
client (external code).

Repeat this for each supplier that you want to assign to this
client.
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Reprint

From this menu option you can reprint the orders, delivery
notes, invoices and sending labels. For the first three options
a common filter will appear to select the documents to print;
the sending labels use a different filter.

The document filter shows the series and the number of the
documents to be printed. The series of the currently printed
document has a blue background and on the bottom of the
screen the progress bar helps you to get an idea of the
amount of time needed to finish printing the documents.

] 1CG Manager 4.0 mExX|

i | Files Statistics Sales Purchases Warehouse Commissions Finances Accounting Internet Configuration Help

Dezktop |Sales orderz

&h Reprint *f.] Design Print & Imprezora > Cancel

Filker: D'ocuments

Senes | M umber ﬂ
A | 1
From Client; | >~ A 2
To Client | ') A 3
Serez Humber
[ritial arder | -~ |
Final arder | >~ |
[mitial D ate: 25,/02/2003 [15] J
Final Date: 2540242003
Murnber of Copies: | i
Initial Type: |
Final Type |
< i3
ICG Software
Demo Technology Supervisor 25/02/2003 12:45 .

Note: The sending labels can only be reprinted if they already
have been printed at least once.
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Accounting

This option from the sales menu has mainly two functions:

e To generate the accounting of a group of purchase and
sales invoices: To perform this operation, go to the
accounting option, enter the date range and click the
button Accounting.

e To account the invoices and tickets created from a Front,
since ICGConnect is not automatically configured to do
so: First import to data to ICGManager, then enter the
function Sales - Accounting, and enter the date range of
these documents and click on the button Accounting.

?f Accounting

From: 25/02/2003

To: 25/02/2003 @

Initial POS

Final POS

Initial Z

Final Z
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ICGManager allows the creation of different types of
documents configurable for each user according to his
activities. These documents don’t have to refer to the default
document types of ICGManager: Order, Delivery note or
Invoice (To create new document types, see Configuration —
Documents — Document Types).
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Purchases Forecast

The Purchase Forecast module of ICGManager is an
assistant to create new purchase orders, that lets you make
purchase decisions showing in a single screen stocks and the
best prices offered by the suppliers.

For this, ICG recommends to use this Stock Forecast
module for generating new purchase orders for items that
have been purchased before, instead of creating a purchase
order manually for a provider from Purchases Menu -
Orders.

The forecast can be made for a single warehouse or for
several warehouses:

Stock Forecast for one warehouse

There are three different ways to use the stocks forecast for a
single warehouse:

1. Enter the items manually.
2. Import an item list using TeleStock.

3. Perform an automatic purchase forecast in function of the
minimum stocks.

Enter the items manually

For this, select the button Add Item, and then, the warehouse
for which you want to have a stock forecast.

After that the item selection screen appears, where you have
to select the item you want to order.

After selecting, the item is shown on the screen with the
following information in columns:
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e Reference code of the item.
e Description of the item.
e Size and colour if the item has them.

e Stock: Current stock of the item in the selected
warehouse.

e Future: The future stock of the item after the pending
purchase orders have been received and the
manufacturing orders have been finished (if the item is a
Kit or compound item).

NOTE: It is important to show the future stock here in
order not to duplicate purchase orders, since if you enter
in the stock forecast after generating a purchase order,
the current stock will be the same until the order has been
received..

e Qty.. Here you can enter manually the units you wish to
buy. By default, ICGManager proposes to buy only those
items whose stock in this warehouse is under the
minimum stock level.

e Supplier (F8): ICGManager automatically proposes the
supplier that offers the best price to purchase the item in
question. For this it uses the purchase history of the item
and the purchase rates offered by the various suppliers,
iIncluding those where you never have bought the item in
question. With the function key F8, you can select a
different supplier from the supplier list in ICGManager.

NOTE: If the stock forecast does not propose a supplier, it
IS because the item has never been bought before and
there is no rate defined for this item in any of the supplier's
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files or the purchase rate of the supplier that has this item
has been expired.

e Price (F7): Here the best price offered by a supplier will
be shown. With the function key F7 you can see an
abstract of the purchases of the item and a purchase price
list offered by the suppliers. To select a supplier from the
purchase abstract or the purchase price list, you only have
to double click with the left mouse button on the line
whose conditions you want to apply. If wished, you can
manually enter the purchase price directly in the column
Price (F7).

e Currency: Specifies the currency for the order. By default,
the currency of the last purchase or of the supplier's
purchase rate will be proposed.

Repeat this process (button Add Item) for each item you wish
to purchase.

Once all items have been selected, you can generate with the
button Generate Orders an order for each supplier that
appears in the item list (See Menu Purchases - Purchase
Order).

Import an item list using TeleStock

For this, select the button Importation, and after that choose
the warehouse of which you want to forecast the purchases.

Select then the communication port where the TeleStock
cradle is connected to and click the button Import.

All items and the units to be ordered entered in TeleStock will
automatically be loaded into the Stock Forecast screen,
showing the fields described above (reference, description,
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size, colour, stock, future stock, qty, supplier, price and
currency).

NOTE: The field gty will not be filled in function of the stock
level, but with the value entered in TeleStock. This way of
working in the Stock Forecast is of great use to move freely
through the warehouse with TeleStock (portable system for
inventories) selecting the units of each item that you wish to
purchase. Although the selection of the items and the units
has been done manually, ICGManager automatically
proposes the best purchase price.

Anyway, the user can modify any of the values (units, supplier
and price) and finally, confirm the orders for the various
suppliers with the button Generate Orders.

Automatic purchase forecast in function of the minimum
stocks

Different from the two methods described above where the
user manually selects the items to be purchased,
ICGManager also can indicate which items have to be
purchased in function of the stocks under minimum.

To perform the forecast, select the button New, and after that
the warehouse of which you want to control the stocks.
ICGManager lets you forecast all items or filter for all items of
a department (section, family and/or subfamily) or brand
(and/or line).

After clicking the button OK all items selected by the filter will
be loaded automatically, showing the fields described above
(reference, description, size, colour, stock, future stock, qty,
supplier, price and currency).

The field gty is automatically calculated if the future stock is
less than the minimum stock defined for the selected

ICG®Software Page 153




Purchases menu ICGManager5 User Manual

warehouse, and its value is the difference between the
maximum stock and the future stock. In the same way as
the methods above, the supplier and the best purchase
price is calculated for each of the items.

Since the item selection loaded a big list of items, with the
button Under Minimum only those items will be shown of
which ICGManager proposes to purchase because their
stock is under minimum.

UIT the button Supplier you can show only those items that
will be purchases by a single supplier.

Furthermore, the user can modify any of the values (units,
supplier and price) and confirm the orders for the various
suppliers with the button Generate Orders.

NOTE: To calculate automatically the minimum and maximum
stocks for a warehouse, in function of the sales, see Menu
Statistics — Calculate Minimum Stocks.

Stock forecast for various warehouses

There are two different ways to forecast the stocks for several
warehouses, which have been explained in the section about
the forecast for one warehouse.

1. Manually enter items.

2. Automatic forecast in function of the stock under the
minimum.
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Purchase Orders

Introduction of the order header:

To generate an order from ICGManager the following steps
are necessary:

1. Enter the code of the Supplier to send the order to. In
case of a new supplier or when you don’t know the code,
click the filter button or the function key F6.

2. Select the business area or series assigned to the
order. By default, each user has a series associated
(See Configuration — User Types). In case the default
value is not wanted, the user can select or create a new
series by clicking the function key F6.

3. Then, select the order date and the expected reception
date. On the supplier file you can define the number of
days a supplier needs to serve an order, which is used
to calculate this date automatically.

4. Enter the code of the warehouse where the ordered
goods will be received. In case you don’'t know the code
or you want to create a new warehouse, click the filter
option or F6.

5. Enter the order number of the supplier in the field N°
order.

After defining the header of the document, the user can insert
the lines of the products he wishes to receive. The
introduction of the items depends on the activity of the
company, differentiated in the following two methods:
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Introduction of order lines with Sizes and Colours:

Put the cursor in the field Reference and enter or select with
F6 the reference code or barcode of the item. In case the
code does not coincide with any code in the list of available
items, ICGManager gives you two options:

e New Item: When choosing this option, the application
shows a quick creation dialog box in which you can enter
the necessary data for a correct creation of a new item,
like the description, the department, section, family and
subfamily, the brand and line and the season. When
finished, click on Save.

If you previously entered other item lines in the order, the
quick creation dialog box shows all properties of the
existing item from the line above. Since the probability that
part of the characteristics of the new item coincide with the
item on the line above is high, you only have to change
the different properties.

ICG recommends neither to fill in the costs nor to use the
button F11 — Sizes and Colours to assign sizes and
colours for the new item in the quick creation dialog box. It
Is preferable to save the quick item file without assigning
sizes and colours.

NOTE: It is not necessary to fill in the purchase price or
the different costs, since these fields will be updated
automatically once the order has been received.

Once the newly created item has been loaded in the
order, you can:

o Enter the colour.
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Select the colour table assigned to the item with the
function key F6 from the first sizes column. If the sizes
column does not exist, click the button File of the sizes
selection screen to create a new group.

o Enter the cost price.

o If you wish to assign sales prices to the item from the
order screen, click the function key F1 to show the
Sales Rates in the lower part of the screen.

o Associate to other item: Like the description says, the
entered reference code can be associated to an existing
item with another reference code, since ICGManager lets
you create as many supplier references as needed for a
single item.

Introduction of the order lines without Sizes and Colours:

The introduction of purchase orders related to items without
sizes and colours has the same options to create an item or
associate reference codes with the only difference that it is
not necessary to generate a colour or sizes table.

Upper button bar

[ Mew 3¢ Delete [Flsave  ElList [&Preview  &Bprint 24 Email QCurrencyQDc. Type

In this section the use of each button appearing on the upper
part of the order screen is explained:

e New: Shows a blank order, so the user can create a new
order without leaving this option.

e Delete: Eliminates the order currently loaded on the
screen.
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e List: Using this option the user can localise any order from
the application. The search screen uses another button
bar, which will be explained in the following section:

o OE ¥ Cancel ’%"Filter 1 Search & Print F | Cancel arder

0OK: Loads the currently selected document on the
main screen.

o Cancel: Does not select any document and returns to
the initial document.

oFilter: Like the description already indicates, this
option let’'s you apply a series of filters in order to find
the order or document more easily.

You can filter on the following parameters:

* Document Type: Lets the users select any
document type available to the user, to be loaded
from the order screen.

= Series: Sets a filter for all documents within this
series. Click the selection button or F6 to select the
series to filter for.

= Initial / Final date: To limit the orders between a
range.

= Supplier code: Filters for those documents with
the corresponding supplier code. You can search
for a supplier using the filter button or F6.

= Status: Shows all documents with the selected
status. The status is created for each of the
available document types (See Configuration —
Document Types).
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» See only pending of reception: In case of
documents types like the order, this filter lets you
know which of the documents havent been
received yet or have been received partially.

o Search: This filter lets you find the document by the
internal order number of the supplier.

o Print: Lets you print the document selected from the
list. The user’'s default document design will be used
for printing.

e Preview: Shows a print preview on screen. This option
cannot be used for documents that are designed in text
mode.

e Print: Prints the currently loaded document on the printer
associated to the terminal.

e E-mail: An alternative for printing the document is sending
it via e-mail. ICGManager lets you send the document as
an attachment or directly as a message, depending
whether the option ‘send as text file’ is selected. To define
the design of the e-mail, create a text document (see
Configuration — Documents Design).

The filed To: is automatically filled with the e-mail address
entered into the supplier file. To finish the message, click
the button Send.

To be able to send e-mail you will have to configure the
connection parameters in the application (See
Configuration — User Types).

e Currency: Shows all currencies defined in ICGManager,
of which you can select the wanted to be used to calculate
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the prices in ICGManager (See Auxiliary Files -
Currencies).

In case the wanted currency does not exist, the user can
create it by clicking the button File.

e Doc. Type: This option let's you use any document type
associated to the active user, inserting the buttons into the
button bar that are necessary for a correct management of
the selected document.

u
| |
Tab Total
Sale Ratez | I Tatal | Sent # Additional | O ptionz | Dbz, | Payment 9 Pago a 90 dias 5 Units 7 Lines
Total Bruto 115,09 € Desglose por bases
% Descuento Com| 0% 0,00 & Base Imponible [%wva  |quotava | 2 rECARGO|Quota RECARGOD
% Dto PP |T 0,00 & 115,09 16 18,41 0 0,00

Taxes 18,41 g

Total Meto 133,50 €

TOTALES Bruto Cargos/Dtos  Impuestos Meto
115,09 € 0,00 € 13,41 € 133,50 €

Ctrl +F9 - Add Comments 4 1/1 » Carriage Paid

MANAGER SUPERVISOR 25/02/2003

In this tab you can see the totals box as well as a division by
type of VAT used in the document. The user can fill in the
commercial discount and the discount p.p., or the default
values from the supplier will be used.

Tab Sales Rates:

The user can complete directly the sales price from the
purchase order, which is an essential part of the item file. The
procedure to follow is the following:

1. Select the item line of which you want to insert the sales
price and click F1 or select the tab Sales Rates.
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I Sale Bates | Total | Sent & Additional | Options | Obs. | Payment 3 Pago a 30 dias 5 Lnits 2 Lines

) addrate  Rl* Exit [E5C] BlrF -
|Rate | Gross [x v |pisc.  [met |curr |Profit |semic  |oems  |Lastowp |Last s | 4
PYP 36,93 0 0 36,93 € 5,04 1579 13,64 0 0
b

PRECIO COMPRA TIEMDA 38,93 a a 35,93 |€ 9,04 15,73 13,64 a a
P.P. 36,93 ] ] 36,93 € 5,04 15,79 13,64 ] 0
]

° 3

Material uso tiendas 27,50 1 1 27,50 |€ 0,00 0 i}

Ctrl + F9 - Add Commen t= 4 1/1 S Carriage Paid

MANAGER SUPERVISOR 25/02/2003

2. In case the new price does not belong to any of the existing
rates appearing by default, the user has to click the button
Add Rate.

3. Enter the sales price of the item in the field Gross.

There are some fields left that can be useful when applying
the item prices, which are the following:

e X and Y: By filling in these fields, the user obtains a gross
price as the result of applying a discount percentage
equivalent to the division between the values entered in X
and X. For example: Promotion 3 x 2 (take 3 and pay 2).

e %M/C: Margin over the cost. It is the result after dividing
the benefit or commercial margin by the cost price.

e %M/S: Margin over the sales. It is the result after dividing
the benefit or commercial margin by the sales price.

o Last %P: Sets the sales price from a margin over the
cost.

o Last %S: Sets the sales price from the margin over the
sales.

The fields %M/C and %M/S are fixed fields that show the
margins obtained over the cost and over the sales
respectively in function of the actual cost of the item. The
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fields Last %P and Last %S save the last applied margins. If
the purchase prices vary, and consequently the item costs
vary, the values of %M/C and Last %P will not coincide (See
Menu Files — Rates / Prices to recalculate the sales prices of
a rate in function of the margins established in Last %S). The
explication for %MI/S is analogues.

In case the items have sizes and colours, there are two
options: you can apply the same price to all sizes or only to
those of the selected line.

Tab Sent / Additional:

Sale Rates | Total | IW | Optianz | Obs. | Payrment 9 Pago a 90 dias 5 Lnits 2 Lines
—Shipment Data _ _ —Additional Data

Shipment M. I Fackage N'I':' EE[:EE?TD?S::EI Exchan. ratel—l

Transport Company I J_.'J Status J_.i' x
Commercial Mame “ Contact 93/a4a2627 | | Word Doc Wr X

Address CTRA.DE RIBES, 123-125

BARCELOMA ESPAFRIA

Ctrl +F9 - Add Commen 5 4 1/1 b Carriage Paid

| MANAGER SUPERVISOR 25/02/2003

This section contains information related to the Sending Data
as the description of the transport agency or whether the
carriage is paid or not.

These data can be filled in directly by the user in this tab or it
is filled in automatically if the data has been previously
inserted into the supplier file.

You can find the following information in the section
Additional Data:

e Exchange Rate: Indicates the value of the currency of the
document in respect to the main currency. This exchange
rate is defined by the user in the section Auxiliary Files -
Currencies, option Exchange Rates.

Page 162 ICG®Software



ICGManager5 User Manual Purchases Menu

e Status: In this field you can enter one of the statuses
defined for this document type, which can be handy while
filtering the document by status. To select a status, click
on the filter button and to remove the status use the delete
button.

e Word Document: Lets you associate a document in Word
format to the current document, in case you want to add
extra information. For example: Besides the valuation and
description, a budget can have a Word document
associated with detailed explications or graphs of the work
to be done.

Tab Options:
3a iy
Change Supplier Items data Barcode Treasury Abstract Copy Line Search tem
& B« 4 (]
Payment Types Expirations Costs Stocks Delete Line Rep.Search Item.
= ] -5
Frinter Design Frint Prices Calculator Labels

This section contains a series of utilities depending on the
type of document currently used. When clicking with the right
mouse button on the document lines, a list with these options
IS presented.

The following options are available:

Change Supplier: Lets you select supplier different from the
one currently associated to the document.

Items Data: Shows the items file of the item selected in the
document lines.

Barcode: The user can insert the barcode(s) corresponding
to he select item line by using this button.
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In case the item has sizes and colour associated, this option
will only present the sizes and colours acquired in this
document, and let you also specify the location of them in the
warehouse.

If the user wishes to enter all barcodes for all sizes and
colours associated to the item, he can use the button
Barcodes ltem.

Search Item: Shows the items list to find the item selected in
the document.

Repeat Search Item: By clicking this button, the search for
the same item will be repeated for the other document lines.

Payment Types: This option gives you the possibility to
consult the payment type applied in the document, as well as
modifying them. The available options are:

o Expirations: Shows the generated expiration lines.

o Modify: By clicking this option, the user can modify or
change the payment type.

5 Treasury movements editing

EL*' Exit Mew payment tppe [ Mew expiration o Delete expiration B Settle F& Calculatar

Drocurment Purchaze order Supplier AGROQUIMICA DEL WALLES, S.L.
Mum. and Series P 21 CTRA.DE RIBES, 123-125 BARCELONA

Emizzion date 271212002 Phone 93/8492627 Fax 938492733

Foz |Payment Type IT_I,Ipe I.ﬁ.ll thie payment | E spiration Favrment Date | &maount
001|9Pago a0 dia: 21 alawista C. 5. 27/03/2003 2770342003

Cur. |Gen. Entmy Statusz B alancing e|Mum bill Commett
EERNE £ | VEMCIMIEMTO - PEMDIMG 52010000

Buttons

New Payment Type: After choosing this option, the
user can select the default payment type assigned to
the provider or select one created with the button All.
In case the user wants to create a new payment type
he has to use the button File.
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New Expiration: This option lets you create an
exceptional payment type for the current document
only. That is to say, the payment type will not be saved
to be used in other documents.

Delete Expiration: Deletes the selected booking from
the treasury.

Settle / Pending: The application shows one of these
options depending whether the selected booking in the
treasury is pending or Settled.

F5 — Calculator: Shows the calculator, offering the
possibility to load the resulting amount directly into the
field Amount.

If the document has not been saved yet, the options of
Payment Type are:

oAdd: Lets you add a different payment type to the
existing payment type.

oDelete: Deletes the selected payment type.

Expirations: To consult the expirations created in the
document.

Costs: Lets you consult the last purchases of the item as web
as the existing purchase rates of the suppliers for this item.

The screen is divided into two zones:

oUpper zone: Abstract of all purchases for this item,
iIndicating the purchase date, supplier, units and price.

oLower zone: Prices offered by the different suppliers
who sell this product, indicating if the offer is still valid or
has expired. (To enter a new price offered by a supplier,
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see Menu Files — Suppliers, tab Rates and Payment
Types).

NOTE: If an item has never been purchased before, the
lower zone occupies the whole screen.

Buttons

Print. Prints a document with all prices offered by the
suppliers for this item.

Costs: Shows a list of costs associated to the selected
purchase line.

Stocks: Shows the current stock of the selected item in all
warehouses.

With sizes and colours the display of the stocks varies
depending on the position in the matrix in the upper part of
the screen.

Buttons

Edit Stocks: This option lets you modify the stock of the
item like in an inventory. The inventory meted is different
for items with associated sizes and colours, because the
option Allow Regularisation has to be checked.

ICG recommends modifying the stock of the items using a
physical inventory (See Warehouse -  Stock
Regularization) and not using this option.

Delete Line: Removes the selected line. You can also
perform this action by using the keyboard combination Ctrl. +
Del.

Printer: Using this option, the user can select one of the
printers available in Windows.
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Design Print: Just like the option above, the user can select
a document print design different than the design associated
by default with Configuration — Documents — Designs by
Terminal.

The selection will be reset after the document has been
printed, unless the option Keep this design default has been
selected.

Prices: In this section you can modify, insert or just consult
the sales prices assigned to the item of the active line. See
the following image:

B3 Entry Sale Prices

EL*' E it
Item
Description BalLAMCIM TIO WO
Costs
Purchase Price I 2749 £ Average cost I 2749 £ Last Purchase Date I 249272002
Commercial Department I 1] Stock cost I 2749 &£ Last Sale Date I 03/06./2000
Purchase Met Price I 2749 £ Last cost I 2749 €
[ AddRate 0 Eraze Price Save Changes k7 Caneel Changes
Rate |  Gross | % | v | Disc. | MetP.  |Cur | Pofit | CostP. | zMC | zmMes |Last i Last xd
PP 3693 0 1] 369333 5.04 3.90 15,79 13.64 1] 1]
PRECIO COMPRA TIEWDA, 3693 0 1] J6.93 £ 5.04 3.90 16,79 13.64 1] 1]
F.P. 3693 0 1] 36,93 £ 5.04 31,90 15,79 1364 1] 1]
b aterial uzo tiendas 275001 1 2750 £ Q.00 27 .50 1] 1] 1] 1]

In case of items with sizes and colours, the user can assign
the same sales price to all sizes and colours by marking the
option Assign to all Sizes and Colours.

Buttons

Add Rate: When using this option, the application shows
all available rates, offering the possibility to add the item to
a rate or create a new rate using the button File.

Price: deletes the active item from the selected rate.
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Save Changes: Once finished making modifications, the
user has to validate these modifications by clicking this
button

Cancel Changes: This option when you want to cancel all
changes before you have used the option Save Changes.

Calculator: Activates the calculator.

Labels: Lets you print labels for the items included in the
document.

To be able to print labels you have to take into account that
the item needs to have the option Generate labels when
receiving active in its file.

The available printing options are:

0 Order: Depending on the selected option, the printing
order can be:

Without order: Prints the labels in the order of the
internal code of the item.

By Location - Reference: The printing order is
defined first by the location of the item (See the tab
Stocks of the Menu Files - Items) and then by
Reference.

By Location - Description: The order is equal the one
described above, with the exception that the
description is used as the second term.

By Brand - Description: First order by the description
of the brand and then by the description of the item.

By line of document: Prints the labels in the same
order as the lines of the document.
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o Parameters Labels: Once the printing order has been
chosen, the user has to specify a series of parameters:

Sales Rate: Select the sales rate of which the prices
will be printed on the labels.

Position: Lets you chose in which column and row you
want to start printing. This option enables you to use
the labels left over from earlier prints.

Print. Here you can delimit the number of labels to be
printed for each item:

01 Label per unit: Prints for each item as many labels
as there are units as indicated by the total units field
of the document.

01 Label per item code: Prints a label for each item
that has a different code. This option is useful when
printing labels for the shelves.

Design: The user has to select one of the available
label designs.

Buttons

oPrint: Prints the labels to the printer selected by
default, which can be configured from the option
Configuration — System, button Print Design, or in
case there is no printer selected, to the Windows
default printer.

o Text File: Saves the data for the labels to a text file,
after which a special printer can import the file at a
later time.
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What happens when saving a purchase order document?

When saving a purchase order document, the stock with
status Order is increased for all items that have the option
The item has stock marked. Although normally the
warehouse assigned in the header of the document is used
for all lines, it is also possible to specify different warehouses
for each of the detail lanes of the document.

ICGManager lets you forecast payments in function of the
order documents and reception of the purchases. This
characteristic is of great use for the financial department of a
company, since a lot of times the purchase orders are
generated a log time before the corresponding invoices are
generated. Depending on the payment type selected for the
purchase order document, the corresponding bookings are
generated in Treasury - Payments (See Files — Auxiliary
files — Payment Types).

The booking in the treasury is inserted with Pending status if
the field Generate Booking of the payment type is
Expiration. If the field Generate Booking is Settled F/F, the
booking is also inserted with Pending status, but is
Immediately settled at the moment the booking is generated.
Finally, if the field Generate Booking is Advanced, the
booking is inserted with status Settled, although the
corresponding purchase invoice has not been generated yet
and furthermore the corresponding booking in the accounting
journal of the accounting company assigned to the series or
business area (See menu Files — Business Area) is
generated.
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Purchase reception documents

Introduction of the header of the purchase document:

To enter a purchase document, the following steps have to be
followed:

1.

Indicate the Supplier code. In case of a new supplier or
you do not know the code, click the filter button or
function key F6.

. Select the business area or series assigned to the

document. By default, the user has a series associated
(See Configuration — Users). In case the series
appearing by default is not wished, the user can select
or create a new one by using the function key F6.

In the field No. Deliv. Note enter the document number
assigned by the supplier.

Next, select the date of the delivery note. It is useful to
enter the date that the purchase was received in the
warehouse, to be able to track incoming and outgoing
items and to have an inventory at a certain date.

Enter the warehouse code where the items were
received. In case you do not know the code or you want
to create a new warehouse, click the filter option or F6.

After defining the document header, the user can insert the
product lines manually, or receive an order. There are two
ways to enter lines manually, depending on the type of
activity of the company:
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Introduction of the reception lines with Sizes and
Colours:

Select the field Reference and enter or select with F6 the
Reference code or Barcode of the received item. In case the
item does not coincide with any code in the item list,
ICGManager offers the following two options:

e New Item: When choosing this option, the application
shows a quick creation dialog box in which you can enter
the necessary data for a correct creation of a new item,
like the description, the department, section, family and
subfamily, the brand and line and the season. When
finished, click on Save.

If you previously entered other item lines in the order, the
quick creation dialog box shows all properties of the
existing item from the line above. Since the probability that
part of the characteristics of the new item coincide with the
item on the line above is high, you only have to change
the different properties.

ICG recommends neither to fill in the costs nor to use the
button F11 — Sizes and Colours to assign sizes and
colours for the new item in the quick creation dialog box. It
Is preferable to save the quick item file without assigning
sizes and colours.

NOTE: It is not necessary to fill in the purchase price or
the different costs, since these fields will be updated
automatically once the order has been received.

Once the newly created item has been loaded in the
order, you can:

o Enter the colour.
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Select the colour table assigned to the item with the
function key F6 from the first sizes column. If the sizes
column does not exist, click the button File of the sizes
selection screen to create a new group.

o Enter the cost price.

o If you wish to assign sales prices to the item from the
order screen, click the function key F1 to show the
Sales Rates in the lower part of the screen.

o Associate to other item: Like the description says, the
entered reference code can be associated to an existing
item with another reference code, since ICGManager lets
you create as many supplier references as needed for a
single item.

Introduction of the reception lines without Sizes and
Colours:

The introduction of purchase orders related to items without
sizes and colours has the same options to create an item or
associate reference codes with the only difference that it is
not necessary to generate a colour or sizes table.

Reception of purchase orders:

Once the header of the purchase reception document is
completed, the user can receive products ordered previously
with the Receive button, after which a dialog box appears
that lets you choose between the following filters:

e All: Loads all pending items of the selected provider onto
the document.

e Series and Number: Loads the lines of a specific order
from the list of pending orders from the supplier.
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Next, the user has to indicate line by line the number of units
received of each item.

In case not all goods have been received, ICGManager asks
at the moment you save the document if you want to mark the
units you have not received as pending or mark them as not
pending.

NOTE: The columns of the order reception template are also
configurable in ICGManager (See Configuration -
Document Templates). For items with sizes and colours, the
reception template has all sizes of the item in columns and
the reception of each of the lines is done on the bottom line.

NOTE: When receiving the orders, the default payment type
as defined in the suppliers file (see Menu Files — Suppliers)
IS associated to the purchase document.

NOTE: ICGManager does not allow you to add pending items
to an existing delivery, since before saving a delivery note,
the user has to check if all product lines correspond to the
supplier’s delivery note.

Upper button bar

The upper button bar has practically the same buttons as the
order document (See Purchase Order Documents — Upper
button bar), except two:

e Receive: (See Reception of Purchase Orders).

e Invoice: Serves to Iinvoice the purchase document
selected on the screen.

The fields to fill in are:
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* Document Type: The user can select the invoice
document type to be generated. The invoice type
documents are those documents that have to be
booked in the accounting.

= Series: Business area or series of the invoice to be
generated. Click the selection button or F6 to select.

* Number: By default the invoice number s
automatically calculated from the last number used in
the selected series. The user can force another
number by entering it in this field.

= Date: Invoice date. The accounting booking
corresponding to the invoice to be generated will be
inserted at this date. For this reason, a lot of times the
date of the supplier's invoice will not be used but
iInstead the date on which you want to insert the
booking in the accounting and the corresponding
booking in the VAT book is used.

» Exchange rate: If the amounts of the invoice are
specified in a currency different from the main
currency, by default the exchange rate for this date
defined in Files — Auxiliary files - Currencies is used.
In this field you can force the exchange rate relatively
to the main currency for the currency used in the
document.

* N° Invoice: Invoice number assigned by the supplier.

Tab Total:

(See Purchase Order Documents — Tab Total).
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Tab Sale Rates:

(See Purchase Order Documents — Tab Sale Rates).

Tab Sent / Additional:

(See Purchase Order Documents — Tab Sent / Additional).

Tab Options:

(See Purchase Order Documents — Tab Options).

What happens when saving a purchase reception
document?

When saving a reception document, the stock is increased of
all items that have the option The item has stock marked In
their file. Although normally the warehouse for a purchase
reception document is assigned in the document header and
affects all document lines, ICGManager lets you assign
different warehouses to each of the document’s detail lines.

If the purchase reception document has been generated from
purchase order documents, the field Order of the stock file of
those items will also be updated, since the received items are
not pending anymore.

ICGManager lets you forecast the payments in function of the
order documents and the reception of purchases. This
characteristic is of great use for the financial department of a
company, since a lot of times the purchase invoices are
received by mail with a delay. In function of the payment type
used in the purchase reception document, the corresponding
bookings are generated in Treasury - Payments (See Files -
Auxiliary Files - Payment Types).
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The booking in the treasury is generated with Pending status
if the field Generate Booking of the payment type is
Expiration. If the field Generate Booking is Settled F/F, it is
also inserted with status Pending, but is immediately settled
when the purchase invoice is generated. Finally, if the field
generate Booking is Advanced, the booking will be inserted
with status Settled although the corresponding purchase
invoice has not been created yet and furthermore it will
generate the corresponding booking in the book-keeping
journal of the company assigned to the series or business
area (See Files — Business Ares).
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Invoicing Purchases

A purchase invoice can be generated in three different ways:

e From the purchase reception document, using the Invoice
button (See Purchase Reception Documents - Invoice
Button).

e Enter the invoice lines manually from Menu Purchases —
Invoices.

e Selecting one or several purchase reception documents
from Menu Purchases - Invoices.

Introduction of the header of the purchase invoice:

To enter a purchase document you will have to follow the
following steps:

1. Enter the Supplier code. In case of a new supplier or
you don’t know the code, click the filter button of function
key F6.

2. Select the business area or series assigned to the
document. By default, each user has a series associated
(See Configuration — User types). In case the default
series are not wanted, the user can select or create
another series using the function key F6.

3. Enter the invoice Date. The corresponding accounting
booking will be generated with this date. For that, a lot of
times you will not use the invoice date of the supplier
here, but the date that you want to use for the booking in
the accounting and in the VAT book.

4. Enter the document number of the supplier in the field N°
Invoice.
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5. Enter the warehouse code where the goods have been
received. In case you do not know the code or you want
to create a new warehouse, click the filter option or F6.

Once the document header is defined, the user can enter the
Invoice lines manually or, better, select purchase reception
documents to be invoiced.

The manual introduction of lines varies depending of the type
of activity of the company, and can be differentiated into two
methods:

Introduction of invoice lines with Sizes and Colours:

Select the field Reference and enter or select with F6 the
reference code or barcode of the received item. In case the
code does not coincide with any code in the items list
ICGManager offers two options:

e New Item: When choosing this option, the application
shows a quick creation dialog box in which you can enter
the necessary data for a correct creation of a new item,
like the description, the department, section, family and
subfamily, the brand and line and the season. When
finished, click on Save.

If you previously entered other item lines in the order, the
quick creation dialog box shows all properties of the
existing item from the line above. Since the probability that
part of the characteristics of the new item coincide with the
item on the line above is high, you only have to change
the different properties.

ICG recommends neither to fill in the costs nor to use the
button F11 — Sizes and Colours to assign sizes and
colours for the new item in the quick creation dialog box. It
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is preferable to save the quick item file without assigning
sizes and colours.

NOTE: It is not necessary to fill in the purchase price or
the different costs, since these fields will be updated
automatically once the order has been received.

Once the newly created item has been loaded in the
order, you can:

o Enter the colour.

Select the colour table assigned to the item with the
function key F6 from the first sizes column. If the sizes
column does not exist, click the button File of the sizes
selection screen to create a new group.

o Enter the cost price.

o If you wish to assign sales prices to the item from the
order screen, click the function key F1 to show the
Sales Rates in the lower part of the screen.

e Associate to other item: Like the description says, the
entered reference code can be associated to an existing
item with another reference code, since ICGManager lets
you create as many supplier references as needed for a
single item.

Introduction of invoice lines without Sizes and Colours:

The introduction of purchase orders related to items without
sizes and colours has the same options to create an item or
associate reference codes with the only difference that it is
not necessary to generate a colour or sizes table.
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Selection of purchase reception documents to invoice:

For this, select the button Manual of the upper button bar of
the purchase invoice screen (To get the know the function of
the rest of the buttons, see Purchase Order Documents —
Upper button bar).

After selecting the button Manual, a screen appears to select
the purchase reception documents you want to include in the
document.

Click the left mouse button or the use the space bar to select
a document of the list on the left side. The purchase reception
documents will be shown one by one on the right side.

By default, in this screen all purchase documents pending for
iInvoicing will be shown.

With the button Filter you can select the documents of a
certain Series or Business area and within a date range.

What happens when saving a purchase invoice?

When saving a purchase invoice automatically the accounting
booking related with the invoice will be generated in the book-
keeping journal of the accounting company assigned to the
series or business area (See Files - Business Area), and the
corresponding booking or bookings will be made in the VAT
book.

ICGManager lets you configure the structure of the
automatically generated booking (See Configuration -
Company — Transfer Options).

In the same way, in function of the payment type established
for the invoice, the corresponding bookings are made in
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Treasury - Payments (See Files — Auxiliary files - Payment
types).

The booking is inserted into the treasury with Pending status
if the field Generate booking of the payment type is
Expiration. If the field is Settled F/F, the booking will be
inserted with status Settled and furthermore the
corresponding accounting booking will be generated in the
bookkeeping journal of the accounting company assigned to
the series or business unit (See Files — Business area).
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Warehouse menu
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Stock Regularization — Entering a physical
inventory

3 1cG Manager 4.0 =S

ﬂ Files Statistics Sales Purchases Warehouse Commissions Finances Accoun ting Internet Configuration Help

Desklop | Accounting S ales | Pedidos [Purchaze) | Stack Regularzation |

@Qnsquare f‘i@ Add ltems ?’ | mportation Automatic Regulanzation

Enter Units Calculated stack. V' Ak Units
Almacen Blanes | B Rt s

I +48dd - Subbract =Egual

E Empty

Reference/Barcode | Description Uitz Accumulated

| MANAGER SUPERVISOR 25/02/2003 12:50 N

Date: Date of the physical inventory.

Warehouse: Indicates the warehouse of which the inventory
Is being made. If you do not know the warehouse code, click
on the magnifying glass or F6 to select one.

Reference / Barcode: Enter directly the reference or the
barcode of the item. If you do not know it, use the search
button or F6 and select the item from the list (see Files —
Items selection).

Last Operations: Shows the last entries of the physical
inventory.
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Edit entries: Shows the entered recount grouped by item,
since an item can appear more times in the last operations.
Furthermore, for each item the following fields will be shown:

e Stock: Current stock of the item according to
ICGManager.

e Order: Units of the pending purchase orders.

e Deposit: Units left in deposit by the supplier, that is to say,
they can be returned if there has not been a sale.

e To Serve: Units of the sales orders and reservations of
the clients.

e Loaned: Units loaned to the clients.

There are four ways to enter a physical inventory:
1. Manual introduction of a physical inventory
2. Recount by department or brand
3. Import an inventory made with TeleStock
4. Import an inventory from an ASCII (text) file
Automated regularization

Manual introduction of a physical inventory

This method is used when you want to manually recount the
items in stock of a warehouse. The following steps have to be
followed:

1. Enter the date of the inventory. If the recount is made at
the beginning of the day, enter the current date.
ICGManager interprets the purchases, sales and transfers
of the same day as being made after the regularization. If
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on the other hand the recount is made at the end of the
day, enter the next date, since the purchases, sales and
transfers will be interpreted as being made before the
recount.

2. Select the warehouse of the regularization.

3. Enter one by one the items by entering the reference or
barcode or by clicking F6 to select the item (see Files —
Items Selection). The cursor will be placed in the field on
the right side of the same line, where you can enter the
counted units.

If the stock is divided over different locations inside the
warehouse, the counted units are accumulated each time
the item is being counted.

If instead of accumulating the units of an item you wish to
fix an absolute stock, enter the number of units and the
key =.

NOTE: If the property Ask units is not marked, each time
an item is entered one unit is added to the partial recount
of this item and ICGManager will be prepared to enter the
next item.

4.Once all items of the physical inventory have been
Introduced, click the button Unsquare to show the
differences between the physical inventory and the
existing stock in the item file of ICGManager. To evade
possible recount errors, the inventory is not changed in
the database yet. In the screen shown you can decide the
final number of units for the correct stock.

If you are not in the warehouse, ICGManager lets you
print the list of differences to verify the real stock of the
items before the regularisation.
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Warehouse menu

5. After entering the correct stock in the column final stock,
select the button Regularize to definitely confirm the
recount.

B3 regularize Differences

EL* Exit

“\Fegularize &5 Prirat

€3 Remave ltem

Date | 2570272003 Warehou| 01. Almacen Blanes

=101

Reference
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Stock
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NOTE: It is possible that the inventory is
time, because the warehouse is not located close to the
terminal on which the regularisation is entered (See Menu
Warehouse — Automated Regularization).

not made in real-

|ICG®Software
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Recount of a department or brand

For this, select the button Add items on the upper button bar
of the Regularization screen.

%|  Files  Statist e S ser_t o - - 5 e Help
o
Desktop | | Stock Reqg 1
[ | " OK # Cancel
| @Qnsquare _'2.'
Date s ) Linits
eiz/2003 | []| e Ularize Always
) Reterence o HEDS
| { By Departrment, Brand ubtract = Equal
Last Operation DPT, SECTION | |
a || |
| | & Empty
Reference/Barcode
ERAMND,LINE | |
a | |
Temporada G || |
Location I
[ Capture the items with negative stock
[ Capture the out-of-print items
| MANAGER SUPERVISOR 25/02/2003 13:02 M |

This option is used for:

1.Load all or some items (filter for department, brand or
season) to enter the final stock of the selected items in
Edit entries.

2. Add items to the manual regularization realised previously.
This option is used when after having entered all items in
stock you wish to add the items that are not available with
a stock equal to O.
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Importing an inventory from TeleStock

If you have a TeleStock or Scanpal terminal available, the
process to follow for importing the regularised items is the
following:

1. Enter the date of the regularization.
2. Enter the warehouse of the regularization.

3. Connect the terminal to the port and click the button

Importation. Select the terminal type (Scanpal or
TeleStock).

Importation types:
e Scanpal:

Select the port to which the terminal is connected. Select
the boxes of the fields you wish to import.

Next, click Capture data. Once the items are loaded, they
will be shown through Edit Entries by clicking Unsquare
and Regularize.

If there are reference codes that do not exist in the
database, a list will be shown with all records that could
not be loaded.

e TeleStock:

Select the port to which the cradle is connected.
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{55 relestock importation I

T o start the importation prezs the buttan E xport from
the program Telestock or press impaort

Communication Port B

B Impart

f:F——' Bepeat Last |mportation
fjl+ Exit

Weaiting. .
I

Once the terminal is connected to the cradle, click Import.
If there are several transactions, the program asks which
transaction has to be imported.

TeleStock can download several inventories in a single
Import process. For this, with the option Repeat Last
Import you don’t have to import the items, but only have
to select an already imported inventory.

Once the items have been loaded, they will be shown from
Edit Entries, click Unsquares and Regularize.

If there are reference codes that do not exist in the
database, a list will be shown with all records that could
not be loaded.

NOTE: Normally the importation of an inventory to
ICGManager from TeleStock is not done in real-time,
because the warehouse is not located close to the terminal
where the data is imported (To evade the differences
because of the time between the physical recount and the
importation in ICGManager, see Menu Warehouse -
Automated Regularization).
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Importation of an inventory from an ASCII (text) file

To import an inventory saved as an ASCII file, you have to
use a format equally top the format used by TeleStock.

The ASCII file has to be named StockMov.txt. Each line
contains a record and the character “|” (ASCIl code 124) is
used to separate the fields.

Example: StockMov.txt
18].]./1]0|0]0|101200]|
1738]|.].|1]|0|0|0|aa|
2|.|.|1/0]0]|0|002002]
0].|.|1]0]0|0|439|
0].|.|1]0]0]0|40112318954 39|
18].]./1]0/0]0|101200]|

The fields of this file are:

N DNDNDNDNDN

Name Field Type Maximum Size

IDMov Integer 8 Regularization ID
Codltem Integer 8 Internal Item Code
Size Text 10 Size

Colour Text 10 Colour

Units Real 0

Price Real 10

Discount Real 10

Total Real 10

Barcode Text 15 Barcode

When importing a regularization, the fields Price, Discount
and Total have to be 0. The fields with type ‘Real’ can contain
an integer or decimal number.

The steps to follow to import this file are:

1. Enter the date of the regularization.
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2. Enter the warehouse of the inventory.
3. Select the button Importation. Select TeleStock.

4. Select the option Repeat Last Import to read the
ASCII file.

5. Once the items are loaded, visualise them from Edit
Entries and click Unsquares and Regularize.

If there are reference codes that do not exist in the
database, a list will be shown with all records that
could not be loaded.

NOTE: Normally the importation of an inventory to
ICGManager from TeleStock is not done in real-time,
because the warehouse is not located close to the terminal
where the data is imported (To evade the differences
because of the time between the physical recount and the
importation in ICGManager, see Menu Warehouse -
Automated Regularization).

Automated Regularization

It is possible that the introduction of the inventory into
ICGManager is not done in real-time, because the
warehouse is not located close to the terminal where the data
IS iImported.

If the inventory is entered with its corresponding date and
after the inventory transactions and transfers have been
made, the button Regularize fixes the stock of the item,
without taking the transactions and transfers into account,
which leads to an incorrect stock.

To repair this difference between the time of the recount and
the moment the button Regularize is used, ICGManager has
an automated system to recalculate the correct stock. After
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Regularize, select the button Automated Regularization,
and ICGManager calculates the correct stock for all items
using the following formula:

+ Stock entered in the regularization

+ Sales with date equal to or after the regularization

+ Transfers received from other warehouses

+ Manufacturing like products in manufacturing orders

- Purchases with date equal to or after the regularization
- Transfers sent to other warehouses

- Consumes as component of manufacturing orders

Calculated stock to update the item file

To perform the recalculation, select the button Automated
Regularization of the button bar of the Regularization
screen and select then the group of items of which you want
to recalculate the stock.

After that, mark the property Recalculate Stocks from last
regularization. From this dialog box you can also update the
values of Order, To Serve, Deposit, Loaned and
Manufacturing from all transactions entered since a specific
date.

ICG®Software Page 193



Warehouse menu ICGManager5 User Manual

Transfers

This menu option is not available in ICGManager Basic.

It is possible to transfer material between the various
warehouses created in |ICGManager (see Menu Files -
Warehouses).

There are five different ways to realise transfers between
warehouses:

1. Manual transfers.

2. Transfer over an existing purchase delivery note.
3. Replacing minimum stocks of a warehouse.

4. Replacing the sales of a warehouse.

5. Importing an item list through TeleStock or Scanpal.

x| Files Statistics Sales Purchases Warehouse Commissions Finances Accounting Internet  Configuration Help

Desktop | Stock Regularization ||Warehuuse Tranzfer |

[ Mew EE'.E i Gance {D5ee Transfers &hPrint 5% Accounting Labels Eram Purch %Receive <# Importation

Source Ware, |||:|2 Flocem Series/Mumber I':'2 I[*"-'-'b:']
1
Jestination Ware. - |DG Calella Transfer Date |25ﬂ:nzfzun3 |7 Requisition Uinit

[ Mew Ttem . Remave Item ’%‘- Replace minimum Replace sales

Reference | Description |Source st |Destin, St |Minimum  |Maxim, |ToServe  |Units | Price

Manual transfers

For this, it in the first place the source and destination
warehouses have to be specified.

e Source Ware.: By clicking this command, the warehouse
selection screen appears, in which the source cost centre
can be selected from where the goods will be served.
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e Destination Ware.. By clicking this command, the
warehouse selection screen appears, in which the goods
mentioned before will be received.

Once the warehouses are defined, the items for the transfer
have to be specified. There are several ways to enter the
items in the detail lines. The first way is to select the
reference field and click F6, after which the item selection
screen appears (see Menu Files - Items Selection), where
you can choose the wanted items. The second way is by
entering directly the reference code, the serial number or the
barcode (depending on which one is used) of the item.

After filling in the detail lines, continue with saving the
document using the command ‘Save’ and the transfer will
automatically registered in ICGManager.

2. Transfer over an existing purchase delivery note

There is an option that lets you transfer all items of an
existing purchase delivery note from one warehouse to
another. The procedure to follow is first click the button From
Purchase, situated on the upper right part of the screen. After
that a screen will appear in which you have to indicate: the
destination warehouse for the goods, the percentage to
increment the prices of the items in the transfer and the date
of the transfer. Accept the selection and the program will ask
whether you want to print the transfer (the document will not
be shown on screen, but can be shown using the option
Show transfers).

3. Replacing minimum stocks of a warehouse

This option lets you replace goods in a warehouse taking the
minimum stocks defined in the destination warehouse file or
item file into account (Access the stocks tab of the item file to
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enter the minimum and maximum using the command
show/edit stocks). Furthermore you can define the minimums
by calculating the statistics and update the value (see Menu
Statistics - Calculate Minimum Stocks).

First, select the source and destination warehouse, and click
than the button Replace Minimum. A filter screen will appear
where you can indicate the date of the last sale, the items to
transfer (all or only those that have equal or bigger stock in
the source warehouse). Furthermore you can indicate
whether the program has to take the stock to serve into
account, that is to say, the sales orders or other pre-sales
documents that modify stocks.

Once accepted all items under minimum and negative in the
destination warehouse will appear on screen. ICGManager
proposes the necessary units to replace the negative stocks
or stocks under minimum, but the final decision is made by
the user of the application who can agree with the number
proposed by the program or modify it according to his own
criterion. Finally, the document is saved and once saved it
cannot be modified anymore.

4. Replacing the sales of a warehouse

ICGManager lets you replace items from one warehouse to
another, taking into account the items of the sales orders or
equal documents of the destination warehouse. For this you
have to enter the source and destination warehouse and then
click the button Replace Sales, after which ICGManager will
show a filter screen where you can indicate a date range, the
items to transfer (like in the section replace minimum) and the
order in which you want to show the items.

Like described in the section before, the application proposes
the items and units to transfer, taking the items to serve into
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account. But once more the final decision is made by the user
who decides with his own criterion what and how much to
transfer.

5. Importing an item list through TeleStock or Scanpal

To import data from a TeleStock or a ScanPal, first you need
to place the terminal in its cradle connected to a port of the
computer. After that, enter the source and destination
warehouses just like in the sections above, and click the
button Import, to go to the screen where you can select the
communication port of TeleStock. Click after that the button
Import, to show the items entered on the terminal on screen.
You can modify the data shown on screen, and when finished
you can save the data.

e Show Transfers: When using this command, a screen
appears showing all transfers realised until this moment,
with the possibility to filter on series, date range and
warehouse. In this screen you can also print one or more
transfers by choosing a printing series starting at a
determined series and number, and at the same time
show the location and the stock of the other items. Other
functions available in this transfer list screen are: filter on
series, date range and warehouse, printing, delete
transfers, print preview of existing transfers and creating
labels.

Other buttons accessible from the transfer screen are:

e New: This function serves to emit another document
without having to leave the transfer screen.

e Accounting: This option lets you account one or more
transfers. Just enter the transfer date and the
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corresponding series, after which automatically the
booking will be made in the accounting.

e Labels: Button to create labels for the items of the current
transfer.

e Ask unit: If this option is NOT marked, each time an item
IS entered, the program will put a unit in the corresponding
box and puts the cursor in the reference field of the next
line to enter another item. This option is developed for
working with serial numbers, since in each detall line you
can only enter one unit, which corresponds with the serial
number. If this option is marked, the cursor will focus the
field units when entering an item, because this way you
can modify the unit appearing by default.
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Manufacturing orders

Manufacturing orders are related to compound items or sets
(see Menu Files - Iltems). To start a manufacturing process,
first click the button New, after which a screen appears where
iIn the first place you will have to specify the item to
manufacture. If you click the magnifier glass a list will appear
showing the compound items or sets (previously marked in
the item file), where you can select the destination series for
the manufacturing orders (previously defined in Files -
Business Areas), and under it select the source warehouse
of the components for the manufacturing and the destination
for the finished product. Fill in the date for the manufacturing
order in the field creation. In the fields Start and End, enter
the dates corresponding to the start and end of the
manufacturing process. The number of units to be
manufactured has to be filled in at Units. In the lower part of
the screen you will find an option where you can specify the
number of manufacturing orders to be generated, that is to
say, or one order independently of the number of units, or as
many orders as units specified above. Once all data has been
defined, click the button OK.

NOTE: The option Order numbers to generate is developed in
case you want to control the serial numbers of the items that
form the set, since each set to be manufactured with its
corresponding components specified by their serial numbers.
In change, if a single order is created for more than one Kkit, it
will be unknown which concrete component is included in
each set.

With the data mentioned, ICGManager completes the
document header, where you can find furthermore a field for
observations that will be included in the printed document.
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Below the header you can see two tabs where the
manufactured items and its components will be shown.

e Manufactured items: On this tab the reference and
description of the products to be manufactured will be
shown, next to the units to be produced in this order
(configured in the field units to manufacture), and the
cost of these units (the total cost will also appear in the
lower part of the screen and both will vary depending
on the components added).

e Components: In this section the items that are part of
the set are entered by clicking the button Add lines.
After that, an item entrance screen appears, where you
can specify an item and the number of units. You also
have the possibility to add comments to the detail lines
by clicking the button Add comments. To delete one
of the previously created lines, select the line and click
the button Delete line.

Once the components have been entered, you can start the
manufacturing process with the button Activate, and the
status of the manufacturing process (situated on the bottom
of the screen) shows that the process is Manufacturing. In
case you want to freeze the manufacturing process, you have
to click on the button Stop, changing the status of the
manufacturing order to Stop. Once the process has finished,
click the button End, and in its place appears the command
Cancel End. In case you want to reactivate the order, click
this button and the status changes again to Manufacturing.

In the upper button bar you will find some more functions,
which are:

e Delete: By clicking on this command you delete the
document shown on screen.
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e List: This button gives access to the list of existing
manufacturing orders. On the left side of the screen
the manufacturing orders will be shown in
chronological order, the lines containing finished
manufacturing orders will be shown in green. On the
right side of the screen the details of the components
that form the selected manufacturing order will be
shown. You have to possibility to filter (using the filter
button on the upper side of the screen), by series,
item, order status (for not-started orders you can also
filter for those that have their components in stock),
creation date ranges, start and end (the command quit
of the filter screen deselects all date filters). The option
search situated on the upper part of the search screen
lets you select a concrete document by specifying its
series and number. If you work with several terminals
without restrictions to create manufacturing orders (see
Configuration - User types), click the Refresh button
to see those that have been created on other terminals
and have not been shown yet.

e Print: The program prints the order of the main screen,
and asks you whether to print a single order or an
order per unit, if you want to print two copies of the
order per page and gives you the possibility to enter
observations.

e Preview: Shows a print preview.

e Labels: With this command you can print labels for the
manufactured products.
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Dispatch

This section is useful when you work with serial numbers, and
its main function is minimizing errors when sending material.
When you create a sales packing slip, and you want to use it
to collect your material, you don’t have to specify the serial
numbers.

Once the delivery note has been saved, go to the menu
Warehouse and choose the Dispatch option. Enter the series
and number of the delivery note after which you can enter the
serial numbers of the items in the delivery note in the next
screen.

In case the serial number is correct (the serial number
corresponds with an item from the delivery note and
furthermore the serial number is in stock) it will be indicated in
the status column, and if not the word ‘incorrect’ together with
the reason will appear. (The warnings most frequently seen
are. unknown because serial number does not exist, and
necessary units already reached)

When all serial numbers of the delivery note have been
entered, click the button Exit; if there has been an error in the
serial numbers, the ‘Incorrect serial numbers’ screen appears
where the missing or surplus items will be shown. If the error
IS because the item is not on stock, the message ‘serial
numbers without stock’ appears, showing the description of
the item, the units ordered and the available stock of this item
In the used warehouse.

NOTE: on the upper part of this screen you can find a
command called ‘Delete from list’, whose function is to delete
the link between the item that is not in stock and the delivery
note.
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Once all items have been entered correctly, the program asks
If you want to transfer the invoice to accounting, and after that
the print labels screen will appear.

On this screen you can see the client details, previously
entered in the client file (see Menu Files - Clients), and
furthermore the following data has to be supplied: The
number of lots, the total weight, the expedition number
(optional) as well as the observations for the sending label.
You also have to specify whether you want a label per lot (the
type of shipping costs is defined by default, but can be
modified like the other data).

On the upper part of the sending label, the commands save,
print and export to file appear. You have to possibility to add
or remove lots to the same expedition with the commands +
lots and - lots.

When you click on the button Print, a screen to fill in the
printing parameters appears, where you can select the
printer, the design and the position.
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From this menu, ICGManager lets you print labels using a
series of filters. When entering the labels option, a print labels
screen will be shown, with a section on the upper left side
where you can select the label type. Depending on the
selection in this section, the print labels screen as well as the
following filter screens will vary. You can choose to print
labels from orders, from delivery notes, from items, across a
selection, from clients or from suppliers. The right and bottom
sections of the screen will vary according to the selection
made.

x
— Print labels

(" OF Orders Madified Price after |25/02/2003

i 0Of Delivery nates W arehouse

&+ A warehousze

i All the warehouzes grouped

™ Across a selection
Al the warehouse withaut group

i Fram Clients
Warehnuéalﬂ1 pe. Almacen Blanes
i From Suppliers -
Fiate: I'I pe. PP
—Sark
o “Without arder

Mote: Only labelz of terms that have will be printed

¢ By Location - Reference pozitive stock in the selected warehouse

i~ By Location - Description

{~ By Brand - Description

F. | Cancel | Help |

ICG Software 2510212003

NOTE: the program only creates labels for the items with the
property ‘generate labels when receiving’ in the additional
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data tab of the item file. If you want that this option be marked
by default when creating a new item, you have to go to
Configuration - item - parameters, and mark the
corresponding option.

Labels from orders or delivery notes

In the right part of the print labels screen appears a filter for
series and document numbers (both are obliged). On the
lower part of the screen you have the possibility to define the
order in which the labels will be printed. Once completed,
click the button OK.

The screen that follows shows the label parameters, where
you have to indicate the position and the number of labels to
be printed:

- Position: Lets you specify in which row and column of the
label sheet you want to start. This option permits you to
use partly used sheets.

- Print: Here you delimit the number of labels to be printed.
The options are:

- 1 Label per unit: Prints for each item as many labels as
the number of units specified in the units field of the
selected document or documents.

- 1 Label per item code: Prints a label for each of the
items that have a different code. This option is useful for
printing labels for the shelves.

On the upper bar of the screen the commands print, text file
and preview are shown. To finish, click the button OK.

NOTE: By using the command text file, a text file will be
created in ‘CNCG with the name ‘etiquetas.txt’, and
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furthermore you can configure the separation character within
the text file structure. Each line of the file corresponds with
one of the labels to be generated.

NOTE: To define the number of rows and columns for the
label sheet, go to configuration — documents — labels design,
where you can find a screen with the different types of labels.
Select the design to be configured and click on the button
Design. Within the design screen, go to the section options -
configuration (or better, click on the magic stick), to enter the
label configuration screen. On this screen you can define the
page and label dimensions, the number of labels per page,
margins, distance between lines and columns and the
orientation.

Item labels

When choosing this option, the right part of the Print Labels
screen lets you filter for items modified after a specific date,
and furthermore lets you filter for warehouse and rate. Also,
you can define the printing order. The program only creates
labels for those items that are in stock in the previously
chosen warehouse. Once all concepts have been defined,
click on OK.

The second screen appearing is the Labels parameters
screen, which functions equally, which one exception, the
option Print a label by unit generates a label for each unit in
stock (if there are 20 units of an item in stock, 20 labels will
be generated).

Labels from a selection

When choosing this option, you do not have more options on
the rest of the print labels screen.
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The following screen shown will be the items selection
screen, where you have to select the items to be labelled. For
this, a filter command is available that opens the items filter
screen (see Menu Files - Items filter), furthermore, an Order
button is available to specify the order for the quick items
modification (see Menu Files - Items selection), and also
has the possibility to order on reference and description by
clicking on the corresponding buttons. Click the command
barcode lets you search for this concept, placing the cursor
on the corresponding item. With the button Number labels
you can define the number of labels per item to be printed (of
all items shown on screen).

To finish, the last screen appearing is the label parameters
screen, explained before.

Client or supplier labels

One of the uses of this option is to help with binding clients,
that is to say, if you for example want to send a promotion
letter to all clients that have bought sporting shoes of the
brand Nike and that have cost between 90 and 150 €, enter
the amount 90 in the field from amount, the amount 150 in
the field to amount, and accept. In the fields description and
brand on the items filter screen, enter sporting shoes and
Nike respectively. When realizing this option the program
prints labels (for example a postcard) for each client that has
purchased Nike sporting shoes that have cost between 90
and 150 €.

When choosing the clients’ or suppliers’ option, the right part
of the print labels screen contains the following filters: client
date range, series, warehouse, seller (only in the clients
option), and amount range. Once filtered, accept.
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The second screen the program shows is the items filter (see
Menu Reports - Items filter).

The third screen is the Clients filter or Suppliers filter,
depending on the option chosen on the print labels screen.
The fields included here are code, name, city, province and
type (of the clients or suppliers).

To finish, like in the options described before, the program
shows the label parameters screen.
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Internet Menu
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Web Pages

ICGManager integrates a web browser for the Internet
connection, without having to leave the application.
Furthermore it incorporates a solution to sell through over the
Internet, using a virtual shop managed from the same
application. To make the virtual shop active you have to
contact ICG. When activating, you do not have to pay
activation costs, you only will have to pay the monthly
maintenance costs. See the Virtual Shop section.

On this menu option, ICGManager lets you define automated
access to web sites on the Internet that will be presented In
the browser of ICGManager. To define which web sites a
user can consult, see Configuration — User types.
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Virtual Shop

Configuration
Virtual Shop
?
Contral Parel ¢ Help
CONFIGURATION |II'~‘1.|5.GES | SEND ITEMS | SEND OFFERS | SEND CLIENTS
1 Mame of the Shop [&ddress in Internet] ex: shop.icg.es
E Save

£ FTF Server for the exchange of files:

3 User and Pazzword for access to the canfiguration of the shop and to the FTF server
Uzers: Fazzword:

A Default Tariffs to apply in the Yirtual Shop

0 &

F  Senes of the received arders of the shop

B Send configuration to |ntermet

4 Send |

When you contact with ICG, you will be given the data to
configure the virtual shop. In the first place, ICG facilitates the
name of the virtual shop (which is the Internet address you
have to give to your clients), used to access the shop from all
over the world (for example: shop.icg.es). Furthermore, you
will receive the address of the FTP server for file exchange
and the username and password to access the configuration
of the shop and the FTP server.

In the configuration section the user also has to specify the
default rate for the virtual shop (to create a rate, see Menu
Files - Rates / Prices). After that, define the series for the
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orders from the virtual shop (to create a series, see
Configuration — Business areas).

In a general way, you can personalize the design of the web
site (include the company logo, the corporate colours, etc.).

Once completed and the saved all the data, you have to click
the command send, so ICG reserves a space and a name on
its server.

Images

On this tab you have the possibility to send images of the
items configured in ICGManager. For this you have to specify
the local folder where the images to be send are stored. The
files have to be in JPG format, in case they have another
format, you can convert them from bitmap to JPG using the
program. The images will be sent together with the items
(explained in the next section).

Send items

From this tab you can send items to the virtual shop. When
accessing this tab, you can select to delete the items that are
in the virtual shop at this moment, substituting them for new
ones, or include the new items together with the existing
items. Furthermore, you can define in which rate the items to
be send reside (to create a new rate, see Menu Files - Rates
| Prices). On the lower part of this tab, you have the
possibility to send the images with the items (first you will
have to configure the image settings on the images tab), by
marking the corresponding option. After configuring all
options, you can send the items using the Send button.
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Send Offers

When entering the virtual shop, a group of items in offer
(maximum 4) will be shown. From this tab you can add and
remove these items with the corresponding commands. When
clicking the button Add, the items selection screen appears,
from where you have to select the items in offer. Once
chosen, you might want to check the option to send the
images, and click the Send button.

Send Clients

When a client wants to make an order from the virtual shop,
he has to supply a user name and a password that previously
has been assigned by the company. The option on this tab is
created to update the clients in the virtual shop. You have the
possibility to delete existing clients, with the button Delete.
The clients added to the virtual shop are only those that have
a username and password defined in their file (on the tab
mailing data and observations).
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Capture Sales

This section lets you consult and receive the orders created in
the virtual shop. You can only access this section when the
virtual shop service has been configured (if you try to access
without configuring the service the error Null Remote
Address will appear).

When entering this option, the program shows a screen with
all orders received from Internet. There are three buttons to
select and refuse the received orders:

e Refuse current: Deletes the selected order.

e Receive current: Generates a sales order in
ICGManager, with the series indicated in the
configuration of the virtual shop.

e Receive all: this function is the same as the one
described above, but ICGManager will generate orders
for all requests received in Internet.
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