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Training Notes

Notes
Training Notes

These  are  the  training notes  to be used  for  reference when  going  through
each topic.

Contract Ledger

This  section  covers  the main  Contract Maintenance,  Posting,  and  Enquiry
routines.

Contract Maintenance

This program is used to create and maintain Contracts. A Contract record must
exist before any transactions can be posted within the Contract Ledger.

If a Contract has sub codes, postings can only be made to the sub codes and
not the main code.

Create a Contract

1. Select Contract in the top pane of the application window.

2. Select Maintenance in the left pane of the application window.

3. Select Contract Maintenance from the list of programs in the main 
window. The Contract Maintenance program is displayed.
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4. Enter the Contract Code in the Contract Code field and press the Tab key. 

The Search Contracts dialogue is displayed, containing a table of all 
available Contracts.

5. In the New Record field at the bottom left of the dialogue, (if not entered 
in the previous step) enter the Contract Code and click Create.

Depending  on  the  initial  system  setup,  the  Contract  Code
can  be  up  to  20  alpha‐numeric  characters  in  length  ‐  not
including the hyphen (‐) to split the code between the main
Contract and, if used, the Sub‐Job/Plot.

Note that the hyphen to split the codes is not required to be
entered.

The Contract Maintenance program showing the new Contract Code is 
displayed.

Main tab:

• Enter a name for the Contract in the Contract Name field.
• If required, enter the purchase/delivery address details for sales 

invoices (Address, Town/City, County, Postcode/Country). This 
address is used for the delivery address when printing Purchase 
Orders (see section ‘Purchase Order Processing’ of the Evolution M 
Manual).

• If required, enter the purchase/delivery contact details (Phone 
Number, Fax Number, Contact).

• If required, enter some Material Delivery Instructions and 
Subcontract Delivery Instructions for Purchase Orders.

• If required, in the Customer field, enter or search for the default 
Customer Code for Sales transactions to this Contract. 

This  field  is  linked  to  the Multi Customers Allowed  field  in
the Analysis tab (see below).

This  is  the default Customer that will appear when posting
Sales  transactions  to  this  Contract  (see  topic  ’Sales
Transaction  Processing’  on  page 19).  If  you  set  the Multi
Customers Allowed field to ‘No’, the Customer specified here
cannot be changed. If you set the Multi Customers Allowed
field to ‘Yes’, the Customer can be changed.

If you leave this field blank, any Customer can be specified no
matter whether multiple Customers are enabled or not.
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• Enter the Nominal Cost Centre in which to automatically update 

when transactions are posted to this Contract. 
• IMPORTANT: Leave the Nominal Account blank unless directed 

otherwise by your Accounts Administrator.
• Select the appropriate Sales Type for the Contract. If required, 

consult your Account Administrator for guidance.

This  will  determine  which  Sales  transaction  types  are
permissible  for  the Contract.  Sales  Types are  the available
Sales  Transaction  Groups which  have  been  set  up  for  the
system  (see section  ‘Sales Transaction Group Maintenance’
of the Evolution M Manual).

• Select the default VAT Code for Sales postings to this Contract. This 
will usually default to ‘Standard Rate’ but this can be changed by your 
Integrity Software Consultant

Analysis tab:

• In the Multi Customers Allowed field, indicate whether multiple 
customers are allowed for Sales transactions to the Contract.

This field is linked to the Customer field in the Main tab (see
above). 

• If you wish Sub Jobs/Plots to be used on this Contract, select ‘Yes’ in 
the Sub Jobs field.

• To Allow Sales Postings to this Contract, select ‘Yes’.

Note that this field is linked to the Sub Jobs field and has no
impact on Sales posting operation if Sub‐Jobs have not been
enabled i.e. Sales postings will be always be available for this
Contract if Sub‐Jobs are not enabled, provided that there are
no Sales posting restrictions applied to this Contract (see the
Posting Status field below).

• If Sub‐Jobs have been enabled, if you select ‘Yes’ in the Copy Details 
to Sub Jobs field, the settings and entries in the fields of this Contract 
will be automatically populated into any Sub‐Jobs you create for the 
Contract.

• The Posting Status field enables posting restrictions to be made to 
this Contract. 
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Alt Address tab:

This tab enables multiple delivery addresses for this Contract, if required.

• If an alternative delivery address is required, click New. The 
Alternative Address dialogue box is displayed.

• Enter the address details, including the branch name, in the dialogue 
box as required. This can include email address, website, phone 
number etc.

• If you wish this address to be made the default delivery address for 
the Contract, select ‘Yes’ in the Default field.

• Delivery Instructions can be entered, if required.
• Click OK. Note that the address is not saved until you click OK to the 

main record.

6. Click OK. The Contract has been stored on the system.
Evolution M Training ‐ Contract, Sales, Cash Book Issue 2, 10/7/13 4



Training Notes

Notes

Cost Head Maintenance

The  Cost Head Maintenance  program  is  used  to  create  and maintain  Cost
Head Codes for analysing all costs attributable to Contracts. 

The  total  of  the  Cost  Heads  as  determined  by  the  Cost  Head  Groups  (see
section  ‘Cost Head Group Maintenance’ of  the Evolution M Manual) can be
viewed on the Contract, with the ability to drill down to the Cost Heads (see
topic ’Contract Enquiry’ on page 12).

A Cost Head must be assigned to a Cost Head Group. 

Groups can only be assigned to main Cost Heads, not sub or sub‐sub
Cost Heads, as this is the required level for analysis.

Create a Cost Head

1. Select Contract in the top pane of the application window.

2. Select Maintenance in the left pane of the application window.

3. Select Cost Head Maintenance from the list of programs in the main 
window. The Cost Head Maintenance program is displayed.

4. Enter the Cost Head Code in the Cost Head Code field and press the Tab 
key. The Search Cost Heads dialogue is displayed, containing a table of all 
available Cost Heads.

5. Click Create in the New Record field at the bottom left of the dialogue. 
The Cost Head Maintenance program showing the new Cost Head Code is 
displayed.

6. Enter a name for the Cost Head in the Name field.

7. Select the Cost Head Group to which this Cost Head belongs. 

Groups can only be assigned to main Cost Heads, not sub or sub‐
sub Cost Heads, as this is the required level for analysis.

8. In the Cost Nominal field, specify the Nominal Account in which to 
automatically update with any cost (Contract or Purchase) transactions via 
this Cost Head (mandatory). 

9. If sub Cost Heads are required, select ‘Yes’ in the Sub Codes field.

10. Click OK. The Cost Head has been stored on the system. 
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Contract Budget Set Maintenance

Multiple budget sets can be created for the Contract Ledger. For example, an
original budget set can be created and a revised set can be created at a later
date. 

User‐defined  reporting  (see  section  ‘Contract  Report  Generator’  of  the
Evolution M Manual) and enquiry  (see  topic  ’Contract Enquiry’ on page 12)
can be made against any of the budget sets.

A budget set must be created  in order  to create budgets  (see  topic
’Contract Budget Maintenance’ on page 7).

Create a Budget Set

1. Select Contract in the top pane of the application window.

2. Select Maintenance in the left pane of the application window.

3. Select Budget Set Maintenance from the list of programs in the main 
window. The Search Budget Sets dialogue is displayed.

4. Click Create in the New Record field at the bottom left of the dialogue. 
The Budget Set Maintenance program is displayed.

5. Enter a name for the budget in the Description field.

6. Indicate whether this will be the Default budget set in Budget 
Maintenance (see topic ’Contract Budget Maintenance’ on page 7). 

If  set  to  default,  this will  be  the  budget  displayed  in  Contract
Enquiry when the program is opened for the first time

7. Click OK. The budget set has been stored on the system.
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Contract Budget Maintenance

Budgets can be compared against a Contract, and can be manually created or
imported. Budgets can be set by quantity and/or value, and can be set against
Cost Heads.

Budgets cannot be created unless a budget set has been created first
(see topic ’Contract Budget Set Maintenance’ on page 6).

Manually Create Budgets

1. Select Contract in the top pane of the application window.

2. Select Maintenance in the left pane of the application window.

3. Select Budget Maintenance from the list of programs in the main window. 
The Budget Maintenance program is displayed.

4. Specify the required Contract to budget against (either enter the Contract 
Code and press the Tab key, or select the Contract from the drop‐down 
menu).

5. Select the Budget Set.

If budgets exist for the Contract already, the fields are greyed out
and  therefore  not  editable.  The  budgets  can  be  modified  by
clicking Modify at the bottom of the program. 

Note that the Cost Head Level field cannot be changed.

6. Click OK.

7. Select a Cost Head Level to budget against.

8. If required, select a range of Cost Heads to budget against in the From 
Cost Head and To Cost Head fields.

Leave  these  fields  blank  to  budget  against  all  Cost  Heads.  In
order to specify just one Cost Head to budget against, you must
enter the Cost Head in both fields.

9. Click OK.
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10. Click Budgets. The Budgets dialogue is displayed.

11. Enter the budget quantities and/or values in the cells against the Cost 
Heads as required. 

12. Click OK. The budgets have been set.

Journal Postings

A Contract Journal is a record of cost transaction(s), including the debit(s) and
credit(s) to the relevant Contracts. In the Journal Postings program, standard
journals, reverse journals and brought forward journals can be created.

Create a Journal

1. Select Contract in the top pane of the application window.

2. Select Postings in the left pane of the application window.

3. Select Journal Postings from the list of programs in the main window. The 
Batch Header dialogue is displayed.
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4. Select the Journal Type. 

The following options are available:

• ‘Journal’ which is the standard journal type. 

• ‘Reverse  Journal’ which  is used  for creating a  journal  in one
period,  and  then  reversing  the  debit(s)  and  credit(s)  in  the
journal  to another period. This  is useful,  for example,  if you
have a pending bill that you know will be paid out in a certain
period.  You  can  reserve  that  bill  in  an  account  (by way  of
debit) and  then  the  system automatically  reverses  it out  (by
way of credit) in the period when the bill is actually paid.

Note that additional journal types for both standard and reverse
journals  may  be  available,  depending  on  your  initial  system
setup.

5. If required, change the Batch Date from the default of today’s date.

6. If required, enter the Total amount of the transactions (including any 
applicable VAT) which will be entered in this batch. 

7. If required, enter the number of transactions in this batch in the No of 
Trans field.

8. If it is a reverse journal, enter the date in the Reverse Journal field.

9. Click OK. The Journal Postings program is displayed.

10. Enter a reference for the journal in the Reference 1 field (mandatory).

11. If required, change the transaction Date from the batch default. 

12. If it is a reverse journal, enter the Reversal Date.

13. If required, enter the total Value of the debit(s) in the journal (including 
the VAT amount, if applicable). 

By entering an amount here, if the transaction(s) entered in the
Transaction  Postings  program  (see  below)  does  not  clear  this
value then you are notified of this.
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14. If applicable and required, enter the VAT amount, and select whether the 

VAT is ‘Input’, ‘Output’ or ‘None’ from the drop‐down menu beside the 
field. 

The VAT rate  is automatically calculated when you select a VAT
Code  in the Transaction Postings program (see below), and the
amount entered here must match this amount. 

15. Click OK. The Transaction Postings program is displayed.

16. Specify the Contract and Cost Head Code, or Nominal, in which to debit.

17. Enter the Value of the debit (excluding any applicable VAT amount).

18. If required, select the VAT Code for the region/business. 

The  amount  of  VAT  is  automatically  calculated  in  the  field
adjacent to the VAT Code field when you tab/click away. 

19. Click OK. The amount is entered in the journal and is displayed in the view 
at the bottom of the program.

20. If necessary, create another debit(s) for the journal.

21. Specify the Contract and Cost Head Code, or Nominal, from which to 
credit.

22. Enter the Value of the credit (including the VAT amount, if applicable).

A credit must be entered as a negative value e.g. a credit of 100
must be entered as ‐100.

23. The VAT Code should be set to ‘Not Applicable’ when crediting from a 
debit which includes VAT.

24. Click OK. The amount is entered in the journal and is displayed in the view 
at the bottom of the program.

25. If necessary, create another credit(s) for the journal .

26. Click OK. If debits have gone negative, you are notified of this.

27. Click OK in the Transaction Posting program. 

If  analysis  is  incomplete  i.e.  the  debit(s)  and  credit(s)  do  not
equal the same amount, then you cannot complete the analysis
until this  is corrected.  If all  is ok and analysis  is complete, click
Yes.
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To view or delete  the  journal, click View  in  the  Journal Posting
dialogue.  In  the  Transactions  View,  click Analysis  to  view  the
transaction(s)  entered  in  the  journal,  or  Delete  to  delete  the
journal.

28. Click OK to exit the Journal Posting dialogue. If the ‘Batch Header Total 
Check’ is set in the initial system setup, then if the total amount and/or 
number of transactions in the journal differs from the batch total that was 
entered previously, a dialogue like the example below is displayed.

29. Enter/edit the batch total, if required, and click OK to update the batch; 
click Cancel to go back to the batch and edit if required; or Abort to 
discard the entries and exit the program.

30. If you clicked OK, the following dialogue is displayed.

31. Click Yes to end analysis of the journal and exit the program.
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Contract Enquiry

The  Contract  Enquiry  program  initially  displays  a  summary  of  the  current
position  of  a  selected  Contract  with  the  ability  to  interrogate  the  detail
through  a  series  of  tabs.  The  costs  can  be  viewed  by  Cost  Head  and  the
program  initially  looks at the Cost Head Group  level, with the ability to drill‐
down to the Cost Head levels in the Costs tab. 

All the information held in Contract Maintenance can also be interrogated in
this enquiry routine (see topic ’Contract Maintenance’ on page 1).

Interrogate a Contract

1. Select Contract in the top pane of the application window.

2. Select Enquiry in the left pane of the application window.

3. Select Contract Enquiry from the list of programs in the main window. The 
Contract Enquiry program is displayed.

4. Enter or search for the Contract Code in the Contract Code field. The 
Contract is loaded into the program.

5. If applicable, select the Budget Set from the drop‐down menu adjacent to 
the Contract Code field.
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Summary tab:

This tab displays an overview of the current position of the Contract, 
including a summary of total costs and sales.

• Costs are displayed by Cost Head Groups in the Costs section.
• Budgets or Cash Position (the cash outlay which has been paid against 

the cost) can be compared against the costs by selecting the Budget 
or Cash Position options at the top of the Costs section.

• By default, the costs are displayed in Grid format. The way in which 
costs are displayed can be changed to Cost Pie Chart or Histogram by 
the options at the bottom of the program.

• The Sales section displays the Sales data for the Contract, and the 
data displayed is dependent upon your Sales Transaction types (see 
section ‘Sales Transaction Master’ of the Evolution M Manual).

Costs tab:

This tab is used for breakdown of costs and sales through all the Cost Head 
levels.

• By default, All costs are included in the breakdown. Cumulative, 
Current Period or Previous Period costs can be specified for analysis 
by selecting the relevant option at the top of the tab.

• Define the breakdown of the costs from the drop‐down menu at the 
top‐right.

• To view total costs against each level, expand the branches of the tree 
to the left accordingly.

• To view the transactions associated with the level (Contract, Cost 
Head Group, Cost Head, Sub‐Cost Head), double‐click in the 
appropriate row and cost column. Furthermore, double‐click on a 
transaction in the resulting dialogue to view the details.

• All transactions can be viewed for the Contract against the associated 
cost column by double‐clicking on the top‐level.

Levels  can  be  expanded
for analysis

Double‐click  on  a  total  to  view
transactions associated with that cost 

All  transactions  can  be  viewed  for  the
Contract against the associated cost column
by double‐clicking on the top‐level
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Sales tab:

This tab is used for breakdown of sales per Sales Transaction Type for the 
Contract.

• If applicable, select the currency.
• Double‐click on a type to view all transactions associated with the 

Sales type, or click Show All to view all Sales transactions for the 
Contract.

Total Cost Report

A  Total  Cost  Report  shows  Contract  costs  and/or  sales  dependant  on  the
criteria entered.

Generate a Total Cost Report

1. Select Contract in the top pane of the application window.

2. Select Reports in the left pane of the application window.

3. Select Total Cost Report from the list of programs in the main window. 
The Total Cost Report program is displayed.

4. If required, in the From Contract field, specify the Contract Code from 
which to start the report.

This  field  can  be  left  blank  to  start  the  report  from  the  first
Contract.  If both  the From Contract and To Contract  fields are
left  blank,  the  balances  are  displayed  for  all  Contracts  for  the
selected criteria.
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5. If required, in the To Contract field, specify the Contract Code at which to 

end the report.

To generate a  report  for  just one Contract, enter  that Contract
Code in both the From Contract and To Contract fields.

6. If you wish each Contract in the report to start at the top of a new page, 
then select ‘Yes’ in the New Page Per Job field.

7. To Include Sub Jobs in the report, select ‘Yes’. (If you wish to view 
balances for Sub‐Jobs only, select ‘Only’).

8. If required, in the From Cost Centre field, specify the Cost Centre from 
which to start the report.

9. If required, in the To Cost Centre field, specify the Cost Centre at which to 
end the report.

10. To include zero balances, select ‘Yes’ in the Show Zeroes field.

11. Select the Job Types and Posting Status of the transactions to be included 
in the report.

12. Click the Analysis tab.

13. To Include Costs in the report, select ‘Yes’.

To include only sales balances in the report, select ‘No’ and then
select ‘Yes’ in the Include Sales field (see below). To include both
costs and sales, select ‘Yes’ in both fields.

14. In the Cost Heads section, indicate the Cost Head Level at which to report 
(‘Group’, a level, and ‘None’ for all levels can be selected).

15. If ‘Level 2’ is selected above, indicate whether a Sub Total At Level 1 is 
required.

16. If applicable and required, select the range of Cost Heads to include in the 
From and To fields, or leave blank to include all Cost Heads for the 
selected criteria.

17. If you wish to Show transactions then select ‘Yes’ in the Transactions 
section.

18. If transactions are to be shown, then select the Ledger, or ‘All’ ledgers, for 
which to show transactions.

19. If required, in the From Date field, specify the date from which to start the 
report.

20. If required, in the To Date field, specify the date at which to end the 
report.

21. If required, in the From Period field, specify the period from which to start 
the report.
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22. If required, in the To Period field, specify the period at which to end the 

report.

23. To Include Sales in the report, select ‘Yes’.

To include only Cost balances in the report, select ‘No’ and select
‘Yes’ in the Include Costs field (see above). To include both Sales
and Costs, select ‘Yes’ in both fields.

24. Click OK. The report is generated and can be saved, printed and exported 
to Excel.

Period Cost Report

A  Period  Cost  Report  shows  costs  (and  sales)  dependant  on  the  criteria
entered.  It  is practically  the same report as the Total Cost Report  (see topic
’Period Cost Report’ on page 16), except that it reports on a specified Contract
period.
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Sales Ledger

This section covers Customer Maintenance, Sales transaction processing, and
Customer Enquiry and Reporting.

Customer Maintenance

The Customer Maintenance program is used to create and maintain Customer
Account details.

Create a Customer Account

1. Select Sales in the top pane of the application window.

2. Select Maintenance in the left pane of the application window.

3. Select Customer Maintenance from the list of programs in the main 
window. The Customer Maintenance program is displayed.

4. Enter the Customer Account Code in the Customer field and press the Tab 
key. The Search Customers dialogue is displayed, containing a table of all 
available Customers.

5. Click Create in the New Record field at the bottom left of the dialogue. 
The Customer Maintenance program showing the new Customer Code is 
displayed.

Main tab:

• Enter the Customer’s name in the Name field.
• If required, enter the address and contact details of the Customer.
• Select an Account Type for the Customer.
• Select the default VAT Code for the Customer.
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Terms tab:

• Select the default Settlement Type for the Customer. 

The options are ‘2 Months’, ‘Days’, ‘Months’ or ‘Next Month’.
This  field works  in  conjunction  with  the  Settlement  Time
field below.

• Enter the default Settlement Time for the Customer. 

If  the  Settlement  Type  field  is  set  to  ‘2 Months’,  then  the
value entered here  is  the date  that payment  is due, within
two months from today.

If the Settlement Type field  is set to  ‘Days’, then this  is the
number of days from today that payment is due.

If the Settlement Type field is set to ‘Months’, then this is the
number of months from today that payment is due.

If the Settlement Type field is set to ‘Next Month’, then this is
the date in the following month, from today, that payment is
due.

The  Settlement  Type  and  Settlement  Time  fields work  in
conjunction to automatically calculate the payment due date
at the time of posting, but this date can be changed.

• Indicate whether the Customer requires Separate Statements for 
each Contract, as opposed to one statement for all Contracts.

• If applicable, enter the Trade Disc as a percentage for the Customer.
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Alt Address tab:

The address entered in the Main tab is the main address to which invoices 
and deliveries can be made. If required, the Alt Address tab can be used 
for entry of alternative address(es) for the Customer. Several branch 
addresses can be entered in this tab.

• Click New to create an alternative address for the Customer.

• Enter the address details, including the branch name, in the dialogue 
box as required. This can include email address, website, phone 
number etc.

• If required, enter some Delivery Instructions for the address.

6. Click OK. The Customer Account has been stored on the system.

Sales Transaction Processing 

The  Post  Transactions  program  is  used  for  posting  Sales  invoices,  journals,
credit  notes,  applications,  valuations,  and  receipts  against  Customers,  plus
updating the relevant Contract with the posting, if required. 

Note  that  this  program  can  also  be  found  in  the  Contract  Ledger  Postings
menu, called ‘Sales Postings’ in the list of programs.

Post a Transaction

1. Select Sales in the top pane of the application window.

2. Select Postings in the left pane of the application window.

3. Select Post Transactions from the list of programs in the main window. 
The Batch Header dialogue is displayed.

4. Select the Batch Type. 
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The following options are available:

• ‘Invoice’  for posting a Sales  invoice(s) against a Customer(s)
and/or Contract(s).

• ‘Credit Note’ for a credit note(s) against a Customer(s) and/or
Contract(s).  This  is an adjustment used  to  cancel an  invoice
e.g.  if  the  invoice  is not accepted. A  credit note  transaction
could  be  matched  to  the  appropriate  invoice  in  order  to
negate it.

• ‘Application’  for  posting  of  an  application(s)  against  a
Customer(s) and/or Contract(s).

• ‘Receipt’ for posting of a cash receipt(s) against a Customer(s)
and/or Contract(s).

Depending on your  initial system setup (see section ‘transaction
Maintenance’ of  the Evolution M Manual),  there may be more
options than those described above. 

The  transaction  type  selected here determines which Contracts
can be posted to, according to the Sales Type configured for the
Contracts (see topic ’Contract Maintenance’ on page 1).

5. If required, change the Batch Date from the default of today’s date.

6. If required, enter the Total amount of the transactions (including any 
applicable VAT) which will be entered in this batch. 

7. If required, enter the number of transactions in this batch in the No of 
Trans field.

8. If the batch type is ‘Receipt’ then select the Bank Account in which to 
credit.

The  Bank  Account  (including Nominal  Accounts) which will  be
credited has been  set up  in Cash Book Maintenance  (see  topic
’Cash Book Maintenance’ on page 534).

9. Click OK. The Post Transactions program is displayed.

10. If required, enter the Contract Code.

11. Enter the Customer Code (mandatory). This may already be entered if a 
Contract has been selected, and may or may not be changeable.

12. Press Enter of click OK.
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13. Enter a cash receipt reference in the Reference 1 field for cash 

transactions. Typically for invoice/credit note type transactions, enter the 
invoice/credit note number.

14. Enter the cash received Date. 

15. Enter the Goods value of the transaction (including the VAT amount, if 
applicable). 

16. If applicable, enter any Discount. 

17. If applicable, enter any Retention amount against the Customer for the 
transaction.

18. If applicable for this transaction type, the Vat amount is automatically 
calculated for this transaction according to the Customer’s VAT Code (see 
topic ’Customer Maintenance’ on page 17 for more details). 

The VAT rate can be changed in this field, and also the VAT code
can be changed later in VAT analysis.

19. If applicable, enter the Date Due for the transaction.

20. Click OK. Matching and/or analysis can now be performed.

Transactions  can  be  matched,  analysed,  and  VAT  analysed
dependant  upon  the  transaction  type  setup.  Also,  the  options
available here are dependent upon whether you have selected a
Contract  or  Commercial  Sales  posting,  as  different  transaction
types are configured for each type.

Note that cash can be matched to (typically) invoices.

21. Repeat for other transactions for the batch as required.

22. Click OK to update the batch. If the ‘Batch Header Total Check’ is set in the 
initial system setup, then if the total amount and number of the 
transaction(s) differs from the batch total that was entered previously in 
the Batch Header dialogue, a dialogue like the example below is 
displayed.

23. Enter the batch total and number of transactions, if required, and click OK 
to update the batch; click Cancel to go back to the batch and edit if 
required; or Abort to discard the entries and exit the program.

24. If you clicked OK, the following dialogue is displayed.
Evolution M Training ‐ Contract, Sales, Cash Book Issue 2, 10/7/13 21



Training Notes

Notes

25. Click Yes to update the system with the batch posting and exit the 

program.

Customer Enquiry

The Customer Enquiry program displays the current position of a Customer’s
account.

Interrogate a Customer Account

1. Select Sales in the top pane of the application window.

2. Select Enquiry in the left pane of the application window.

3. Select Customer Enquiry from the list of programs in the main window. 
The Customer Enquiry program is displayed.

4. Enter or search for the Customer Account Code in the Account Code field. 

Summary tab:

This tab displays an overview of the current position of the Customer 
Account.

• If provided, the phone number, fax number, email address, and 
website address of the Customer are displayed as held in Customer 
Maintenance (see section ’Customer Maintenance’ on page 17).

• The settlement discount (if applicable), account type, and currency 
the Customer trades in as held in the Customer Maintenance record, 
as well as the last invoice and last receipt against the Customer, are 
displayed here for memorandum purposes.

• Outstanding Balances per period are displayed. The overall balance of 
the Customer’s account is shown at the bottom of the tab.
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• Turnover (how much the Customer has spent) is displayed per period, 

together with the YTD figure per year. The overall turnover of the 
Customer’s account is shown at the bottom of the tab.

Transactions tab:

This tab displays all transactions for the Customer.

• By default, a summary of the transactions is displayed, but this view 
can be changed to transactions in full detail by the drop‐down menu 
at the top‐right of the tab.

• This tab shows Unmatched (unpaid) transactions by default, but by 
selecting a different option you can display All or Matched (paid) 
transactions.

• If you double‐click on any of the transactions, the Transaction 
Enquiry dialogue will be displayed, providing more detail for the 
transaction.

Click Document at  the bottom of  the dialogue  to view  the
stored  image  of  the  document  that  supports  this
transaction.

If  the Match/Analysis  tab  is selected, details of  the Cost &
Nominal Analysis  is displayed,  together with any Matching
details, if they exist.
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Receipts tab:

This tab displays all receipts for the Customer.

• By default, the transaction details in full are displayed, but this view 
can be changed to summary details by the drop‐down menu at the 
top‐right of the tab.

Retention tab:

This tab displays the retention against the Customer per Contract.
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Debtors Age Balance

The  Debtors  Age  Balance  report  shows  the  total  outstanding  Customer
balances  up  to  the  designated  period.  It  also  shows  the  balances  for  the
specified  period,  plus  a  comparison  of  the  balances  for  the  current  period
(month) and previous month’s balances (1, 2 and 3 months previous to current
month, and 4 months and older balances).

Generate a Debtors Age Balance Report

1. Select Sales in the top pane of the application window.

2. Select Reports in the left pane of the application window.

3. Select Debtors Age Balance from the list of programs in the main window. 
The Debtors Age Balance program is displayed.

4. If required, in the From Customer field, specify the Customer Code from 
which to start the report.

5. If required, in the To Customer field, specify the Customer Code at which 
to end the report.

6. In the Transaction Type field, indicate whether you want to include 
‘Commercial’, ‘Contract’, or ‘Both’ transaction types within the report.

7. Indicate whether you want to Show Contracts for each Customer within 
the report.

If showing the Contract against each Customer,  if required, you
can  select  a  range  of  Contracts  in  the  From  Contract  and  To
Contract fields, and/or specify a Cost Centre, in which to report.

8. Specify the Period up to which to report. This field is defaulted to the 
current Purchase Ledger period. 

9. Indicate whether to Include Retention amounts against each Customer in 
the report

10. Indicate whether to Show Transactions for each Customer in the report.
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11. Click OK. The report is generated and can be saved and printed.

Generate Customer Statements

The Statements program processes Customer Account  statements based on
the  criteria  entered. Depending  on  the  statement  dispatch method  for  the
Customers  (see  topic  ’Customer Maintenance’  on  page 17),  the  statements
can be printed, faxed, and emailed via the system.

IMPORTANT:  Ensure  that  the  statements  are  printed  before  you  close  the
program’s print preview as they cannot be generated for print again.

Process a Statement Run

1. Select Sales in the top pane of the application window.

2. Select Reports in the left pane of the application window.

3. Select Statements from the list of programs in the main window. The 
Statements program is displayed.

4. If required, in the From Code field, specify the Customer from which to 
start the statement run.

5. If required, in the To Code field, specify the Customer at which to end the 
report.

6. In the To Period field, specify the period up to which to include in the 
statement(s). This field defaults to the current Sales Ledger period.

7. In the Matched field, specify whether you want to include transactions 
which are matched, unmatched, or ‘Both’ matched and unmatched, 
within the statement(s).
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8. In the Print Zeroes field, indicate whether to include transactions with a 

zero value.

9. Indicate whether to Subtotal By ‘Contract’, show ‘Subtotals Only’, or 
‘None’.

10. If ‘None’ is selected in the field above, you can Sort Transactions By ‘Date’ 
order.

11. Specify whether to Include Retention.

12. If required, change the Statement Date from the default of today’s date.

13. If required, enter any Notes to be shown against the statement(s).

14. Click OK. The report is generated and can be saved and printed.

IMPORTANT: Ensure that the statements are printed before you close the
preview as they cannot be generated for print again.

Transaction List

The Transaction List report shows transactions based on the criteria entered.

Generate a Transaction List

1. Select Sales in the top pane of the application window.

2. Select Reports in the left pane of the application window.

3. Select Transaction List from the list of programs in the main window. The 
Transaction List program is displayed.

4. Indicate whether to Report By ‘Customer’ or ‘Contract’.
Evolution M Training ‐ Contract, Sales, Cash Book Issue 2, 10/7/13 27



Training Notes

Notes

5. If required, in the From Account/Contract field, specify the Customer/

Contract Code from which to start the report.

6. If required, in the To Account/Contract field, specify the Customer/
Contract Code at which to end the report.

7. If required, in the From Period field, specify the period from which to start 
the Transaction List.

8. If required, in the To Period field, specify the period at which to end the 
Transaction List.

9. If required, in the From Date field, specify the date from which to start the 
Transaction List.

10. If required, in the To Date field, specify the date at which to end the 
Transaction List.

11. In the From Ref 1 field, enter the value in the Reference 1 field (see topic 
’Sales Transaction Processing’ on page 19) from which you want to display 
in the report. This is especially useful if you want to print a range of 
invoice numbers for a specific Customer.

12. In the To Ref 1 field, enter the value in the Reference 1 field up to which 
you want to display in the report. This is especially useful if you want to 
print a range of invoice numbers for a specific Customer.

13. In the From Ref 2 field, enter the value in the Reference 2 field from 
which you want to display in the report. 

14. In the To Ref 2 field, enter the value in the Reference 2 field up to which 
you want to display in the report.

15. In the Matched field, indicate whether you want to include transactions 
which are matched, unmatched, or ‘Both’ matched and unmatched, 
within the report.

16. In the Cont or Comm field, indicate whether you want to include 
transactions which are ‘Contract’, ‘Commercial’, or ‘Both’ Contract and 
Commercial, within the report.

17. Select the Transactions you wish to include within the report. 

If you just want to just include invoices, for example, the quickest
way  would  be  to  click  the  Clear  All  button  and  then  select
Invoice.

18. Click OK. The report is generated and can be saved and printed.
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Cash Book

This  section  covers  creating  a  Bank  Account,  Cash  Book  Postings,  Bank
Reconciliation, and Cash Book Listing.

Cash Book Maintenance

The Cash Book Maintenance  program  is  used  for  creating  and maintaining
Bank Accounts for payments and receipts.

Before any transactions can be posted within the Cash Book module (see topic
’Cash Book Posting’ on page 32), at least one Bank Account must be created. 

Bank Accounts have been created  in  the  initial  system  setup, undertaken  in
conjunction with your Integrity Software Consultant, however these steps will
need to be undertaken if a new Bank Account is required to be set up.

Create a Bank Account

1. Select Cash Book in the top pane of the application window.

2. Select Maintenance in the left pane of the application window.

3. Select Cash Book Maintenance from the list of programs in the main 
window. The Cash Book Maintenance program is displayed.

4. Enter the Bank Account Code in the Account field and press the Tab key. 
The Search Banks dialogue is displayed, containing a table of all available 
Bank Accounts.

5. Click Create in the New Record field at the bottom left of the dialogue. 
The Cash Book Maintenance program showing the new Account Code is 
displayed.
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Main tab:

• Specify the Nominal Payments and Nominal Receipts account(s).

Depending on  your  system  setup,  these  fields may or may
not specify the same Nominal Account. 

• The Last Statement Date, Last Statement No., Opening Balance, 
Closing Balance, Unreconciled, and Last Cheque No. of the account 
are automatically populated by the system. These fields are blank 
when creating a new Bank Account. Typically when starting to use the 
system your existing closing bank balance would be entered here.

• The Date Opened is defaulted to today’s date, but can be changed.
• If BACS payments are in use on your system, in the BACS Control 

section:
‐ Specify the Output Type of the BACS file.
‐ Enter the Folder / File Name of the BACS file.

The  folder  must  be  created  and  the  drive  must  be
accessible to Evolution M. 

The  filename must be  in  the correct  format  set up  for
your  system.  Check  an  existing  Bank  Account  for
guidance if you are not sure of this file format.

For  example,  the  destination  and  filename  entered  in
this field could be c:\BACS\DDMMHHMM.dat.

The generated file will be a data (.dat) file and will be in
the  correct  structure  and  syntax  for  import  into  your
banking software for BACS payments.

‐ Indicate whether to Allow Overwrite of the existing BACS file 
each time a new file is transferred. 

If you select ‘No’, a new BACS file will be created and the
old one will be kept.

• In the Reconciliation Control section, set the Method to ‘Manual’.

If required, further training can be purchased to set up and train
on the Automated Bank Reconciliation.

Bank Details tab:
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Bank details are required for BACS transfers, and an Account Name is 
mandatory regardless of payment/receipt type.

• If required, enter the Account Number. 
• Enter the Bank Account Name.
• If required, enter the Sort Code 

6. Click OK. The Bank Account has been stored on the system.
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Cash Book Posting

The Cash Book Post Transactions program  is used for entry of payments and
receipts against Bank Accounts.

Post Transaction(s)

1. Select Cash Book in the top pane of the application window.

2. Select Postings in the left pane of the application window.

3. Select Post Transactions from the list of programs in the main window. 
The Batch Header dialogue is displayed.

4. Select a ‘Payments’ or ‘Receipts’ Journal Type. 

5. If required, change the Batch Date from the default of today’s date.

6. If required, enter the Total amount of the transactions (including any 
applicable VAT) which will be entered in this batch. 

7. If required, enter the number of transactions in this batch in the No of 
Trans field.

8. Specify the Payment Status of the batch.

‘Automatic’  denotes  automatic  cheque  generation  through  the
system, and ‘Manual’ denotes manual cheque payment.

9. Select the Bank Account to update with this batch.

10. Click OK. The Post Transactions program is displayed.
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11. Enter the payee/payer name in the Payee field.

If  using  ‘Automatic’  cheque  payment method,  this  is  how  the
name will appear on the printed cheque. 

The system retains a list of payees/payers who have been entered

previously  in  this  routine.  Click    to  select  from  the  list  of
previously entered payees/payers which are active.

12. Enter a reference for the transaction in the Reference 1 field.

13. If you are processing a ‘Manual’ cheque, enter the Cheque Number in this 
field. This will be used later for Bank Reconciliation (see topic ’Bank 
Statement Reconciliation’ on page 39). 

14. If required, change the transaction Date from the batch default. 

15. Enter the Total Value of the transaction (including the VAT amount, if 
applicable). 

16. If applicable, enter the VAT amount, and select whether the VAT is ‘Input’, 
‘Output’ or ‘Non Vatable’ from the drop‐down menu beside the field. 

17. Click OK. The Analysis dialogue is displayed. 

Multiple analysis entries can be made, as long as the values and
VAT amounts entered match the total value and VAT which was
entered in the posting previously.

18. Specify the Contract and Cost Head Code, or enter the appropriate 
Nominal Cost Centre and Account for the entry.

19. The Value of the transaction (excluding any applicable VAT) is 
automatically displayed, but can be changed if required.

20. If required, the VAT Code and rate for the transaction can be changed.

The system pre‐selects a code based on the VAT amount entered
previously, which must match the VAT rate entered here.

If you change the VAT code, the rate  is automatically calculated
based  on  the  new  code  but  can  be  changed. Also,  the  correct
code needs to be selected  for the VAT amount e.g.  if the VAT  is
zero, then the VAT Code needs to be changed to e.g. ‘Zero Rated’.

21.Click OK.
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22. If necessary, create other analyis entries for this transaction.

An entry can be deleted or edited by selecting  the entry at
the bottom of the dialogue and clicking Delete or Modify. 

23. Once analysis is complete, click OK. The following dialogue is displayed.

24. Click Yes. You are returned to the Post Transactions program, or if the VAT 
analysis is wrong for the transaction the following dialogue appears.

If the VAT analysis is wrong, amend the VAT Code and/or VAT rate by 
selecting the entry at the bottom of the dialogue and clicking Modify.

25. Repeat the steps above for other transactions for the batch as required.

26. Click OK to update the batch. If the ‘Batch Header Total Check’ is set in the 
initial system setup, then if the total amount and/or number of the 
transaction(s) differs from the batch total that was entered previously in 
the Batch Header dialogue, a dialogue stating that the batch total 
disagrees is displayed.

27. Enter the Batch Total and/or No of Trans, if required, and click OK to 
update the batch; click Cancel to go back to the batch and edit if required; 
or Abort to discard the entries and exit the program.

28. If you clicked OK, the following dialogue is displayed.

29. Click Yes to update the system with the batch posting and exit the pro‐
gram.
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The manual  cheque payment method automatically  credits  the
Bank Account, debits  the  relevant Nominal Account(s) and VAT
account (see section ’VAT Code Maintenance’ on page 907) when
the batch is updated.

The  automatic  cheque  payment method  credits  the  Payments
Pending Account and debits the relevant Nominal Account(s) and
VAT account when the batch  is updated. However,  it  is not until
the cheque is physically printed (see section ‘Cheque Printing’ of
the Evolution M Manual)  that  the Payment Pending Account  is
debited and the Bank Account is credited.

With  receipts,  the  Bank  Account  is  debited  and  the  relevant
Nominal Account(s) and VAT account are credited when the batch
is updated.

Recurring Transaction Maintenance

Recurring  transactions  are  used  for  transactions which  occur  on  a  regular
basis.  They  can  be  setup  to  be  posted  between  Nominal  Accounts,  and
between Contracts and Cost Heads 

Recurring  transactions  must  be  posted  using  the  Recurring  Transaction
Update program (see section ’Recurring Transaction Update’ on page 37).

The transaction must be setup as a ‘Cash Book’ journal in order to update the
Cash Book.

Create a Recurring Journal

1. Select Cash Book in the top pane of the application window.

2. Select Maintenance in the left pane of the application window.

3. Select Recurring Transaction Maintenance from the list of programs in 
the main window. The Recurring Transaction Maintenance program is 
displayed.

4. Enter the Journal Code in the Journal Code field and press the Tab key. 
The Search Journals dialogue is displayed, containing a table of all 
available recurring journals.

5. Click Create in the New Record field at the bottom left of the dialogue. 
The Recurring Transaction Maintenance program showing the new 
Journal Code is displayed.

6.  Ensure that the ‘Cash Book’ Journal Type is selected and then press the 
Tab key.

7. Enter a Name for the journal.
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8. Select a Posting Type (‘Receipt’ or ‘Payment’).

9. Set the Duration of the journal.

The default is ‘Until further notice’ which means until the journal
is made inactive, but this can be changed to any period (month)
ranging from 1‐36 inclusive.

10. Enter the Interval for the journal.

For example, entering  ‘1’ means that the  journal will be posted
monthly, ‘3’ means quarterly, ‘12’ means yearly etc.

11. Enter the Next Journal Period (in the format mmyy).

12. Enter the Next Journal Date (in the format ddmmyy or select the date 
from the drop‐down menu).

If the End Of Month option adjacent to this field is selected, then
the next journal will be posted at the end of the month entered.

13. In the Amendable field, indicate whether the analysis of journal can be 
amended at the time of posting. 

If you select ‘Yes’, then at the time of posting the journal, you can
amend the analysis  if required (see topic  ’Recurring Transaction
Update’ on page 37).

14. Enter the Payer/Payee and the Bank Account.

15. Enter a reference for the journal in the Reference 1 field (mandatory).

16. Select the VAT Type (‘Input’, ‘Output’ or ‘Non Vatable’).

17. Set the Status of users who can access the journal.

18. Click the Analysis tab.

19. Click New at the right of the program to enter an entry for analysis.

20. Select the Contract and Cost Head, or the Nominal account for the entry.

21. Enter the amount of the entry in the Value field.

22. If required, select the VAT Code and the VAT amount.

23. Repeat for more entries as required.

Note that a debit and credit is not required to be entered as this is
not applicable  to  this  type of  transaction. One or more entries
can be entered here.

An entry can be modified by selecting it and clicking Modify, and
deleted by clicking Delete.

24. Click OK. The journal has been stored on the system.
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Recurring Transaction Update

The Recurring Transaction Update program posts any  recurring  transactions
(see section ’Recurring Transaction Maintenance’ on page 35) that fall within
the criteria entered.

Update Recurring Transactions

1. Select Cash Book in the top pane of the application window.

2. Select Postings in the left pane of the application window.

3. Select Recurring Transaction Update from the list of programs in the main 
window. The Batch Header dialogue is displayed.

4. Select the Batch Type for which to run the update (‘Cashbook Payments’ 
or ‘Cashbook Receipts’).

5. Indicate whether you wish to run the update for ‘Amendable’ or ‘Fixed’ 

transactions in the Recurring Type field.

‘Amendable’ means  that  the analysis  can be  changed  for each
recurring transaction which is selected for update. ‘Fixed’ means
that the transaction cannot be amended before update.

6. If required, enter the Due Date up to which to capture transactions.

7. If required, change the Batch Date from the default of today’s date.

8. Enter the Nominal Period.

9. Click OK. If there are transactions which meet the selected criteria, the 
Recurring Transaction Update program appears.
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10. Place a tick under the Post column against the transaction(s) requiring 

update. 

If you have selected to update ‘Amendable’ transaction(s), every
time  you  tick  a  transaction,  the  Analysis  dialogue  appears,
whereby you can change the analysis of the recurring transaction
if required.

If required, select the required Nominal Code(s)/Contract Code(s)
at  the  bottom  of  the  Analysis  dialogue  and  click  Modify  to
change the vales against the codes, or click Delete and add new
entries for analysis.

11. Click OK. 

12. A Ready to Update? message appears. Click Yes to post the transaction(s) 
and exit the program.
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Bank Statement Reconciliation

This  program  is  used  to  match  and  reconcile  transactions  against  Bank
Accounts to your bank statements.

Reconcile a Bank Account with a Bank Statement

1. Select Cash Book in the top pane of the application window.

2. Select Reconciliation in the left pane of the application window.

3. Select Reconciliation from the list of programs in the main window. The 
following dialogue is displayed.

4. Select the desired Bank Account that you wish to reconcile.

5. In the Last Statement field, the system displays the last completed 
statement number. This can not be amended.

6. In the Next Statement field, enter the statement number that you wish to 
reconcile.

The  number  entered  here  can  be  up  to  5 more  than  the  last
statement  number  which  was  reconciled.  This  is  because  a
maximum of 5 statements can be reconciled. If you enter a value
of one more  than  the  last  statement  reconciled,  than only one
statement can be reconciled.

7. In the Statement Date field, enter the date up to which transactions will 
be displayed for matching.

8. In the Opening Balance field, the system displays the closing balance of 
the last statement. This cannot be amended.

9. In the Closing Balance field, enter the closing balance of the statement(s) 
to be reconciled. 

Note that where the balance on the statement is overdrawn, the
value needs to be entered as negative (‐).
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10. Click OK. The Reconciliation program is displayed, showing all 

unreconciled transactions against the account.

The system will calculate the difference between the opening and closing 
balance and display this value as the Unreconciled amount in the top 
right‐hand corner of the program.

The following fields are displayed for each unreconciled transaction:

Date The date the posting was made.

Reference  The reference entered during posting.

Name  The name of the payee.

Payments The amount of the payment.

Receipts The amount of the receipt.

Statement Number The statement number. If multiple statements are 
being reconciled, then there will be multiple 
columns displayed. This allows the user to 
reconcile the amount against the correct 
statement.

11. To reconcile a transaction, tick the relevant transaction. 

As each  item  is ticked off, the value showing as Unreconciled  is
reduced. Once all  the  items have been matched,  this value will
appear as zero. 

To enable you to find relevant transactions, you are able to click
the heading of any of the columns and the data will be sorted in
ascending  order  for  that  column.  If  you  click  on  the  heading
again, it will be sorted in descending order.   

If an item appears on the statement, but does not appear on the
system,  you  will  need  to  enter  the  payment  or  receipt,  then
return to the reconciliation process. 
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12. Click OK. Only if all the items that have been matched make the 

unmatched (unreconciled) value in the top right of the screen equal zero 
(0), then the following message appears.

13. Clicking Yes will complete the statement reconciliation and exit the 
program. This will not allow any further matching against the statement. 
The system will also update the Last Statement number ready for the next 
reconciliation to take place. 

Clicking No if you have not fully reconciled the statement will exit the 
program, leaving any reconciled items ticked. This allows you to go back 
into the statement reconciliation at a later stage where further matching 
can take place.

Note that you can still enter the next statement even if you have
not fully reconciled the earlier one.

Cash Book Listing

The Cash Book Listing program allows transactions for a Bank Account to be
printed by: period and/or date range; for a particular Reference 1 or range of
Reference 1’s; reconciled or unreconciled; for a particular statement or range
of statements; for payments, receipts or both; and sorted by date, Reference 1
or statement.

Generate a Cash Book Listing Report

1. Select Cash Book in the top pane of the application window.

2. Select Reconciliation in the left pane of the application window.

3. Select Reconciliation from the list of programs in the main window. The 
Cash Book Listing program is displayed.

4. Specify the Bank Account.

5. If required, in the From Period field, specify the Nominal period from 
which to start the report.
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6. In the To Period field, specify the Nominal period up to which to end the 

report.

7. Indicate whether to Include Balances for the account in the report. With 
balances included, the report will provide a bank reconciliation report.

8. If required, in the From Date field, specify the date from which to start the 
report.

9. If required, in the To Date field, specify the date at which to end the 
report.

10. If required, in the From Reference 1 field, specify the Reference 1 for the 
transaction from which to start the report.

11. If required, in the To Reference 1 field, specify the Reference 1 for the 
transaction at which to end the report.

12. Indicate whether to include Reconciled or unreconciled transactions, or 
‘Both’.

13. If required, in the From Statement field, specify the statement number 
from which to start the report.

14. If required, in the To Statement field, specify the statement number at 
which to end the report. 

15. Indicate whether to include Payments/Receipts, or ‘Both’.

16. In the Sort By field, indicate whether to sort the report by ‘Date’, 
‘Reference 1’, or ‘Statement’.

17. Click OK. The report is generated and can be printed, saved, exported to 
Excel, exported to Acrobat as a pdf, exported to XML, and faxed (if 
available for your system).
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End of Day Test

This is a test on some of the topics you have learnt today. You will go through
the following routines on your own to see how you do. 

1. Create customer

2. Create Contracts and link one to the Customer just created.

3. Post Sales Applications & Invoices.
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	Training Notes
	Contract Ledger
	Contract Maintenance
	Create a Contract
	1. Select Contract in the top pane of the application window.
	2. Select Maintenance in the left pane of the application window.
	3. Select Contract Maintenance from the list of programs in the main window. The Contract Maintenance program is displayed.
	4. Enter the Contract Code in the Contract Code field and press the Tab key. The Search Contracts dialogue is displayed, containing a table of all available Contracts.
	5. In the New Record field at the bottom left of the dialogue, (if not entered in the previous step) enter the Contract Code and click Create.
	The Contract Maintenance program showing the new Contract Code is displayed.
	Main tab:
	Analysis tab:
	Alt Address tab:
	This tab enables multiple delivery addresses for this Contract, if required.
	6. Click OK. The Contract has been stored on the system.



	Cost Head Maintenance
	Create a Cost Head
	1. Select Contract in the top pane of the application window.
	2. Select Maintenance in the left pane of the application window.
	3. Select Cost Head Maintenance from the list of programs in the main window. The Cost Head Maintenance program is displayed.
	4. Enter the Cost Head Code in the Cost Head Code field and press the Tab key. The Search Cost Heads dialogue is displayed, containing a table of all available Cost Heads.
	5. Click Create in the New Record field at the bottom left of the dialogue. The Cost Head Maintenance program showing the new Cost Head Code is displayed.
	6. Enter a name for the Cost Head in the Name field.
	7. Select the Cost Head Group to which this Cost Head belongs.
	8. In the Cost Nominal field, specify the Nominal Account in which to automatically update with any cost (Contract or Purchase) transactions via this Cost Head (mandatory).
	9. If sub Cost Heads are required, select ‘Yes’ in the Sub Codes field.
	10. Click OK. The Cost Head has been stored on the system.


	Contract Budget Set Maintenance
	Create a Budget Set
	1. Select Contract in the top pane of the application window.
	2. Select Maintenance in the left pane of the application window.
	3. Select Budget Set Maintenance from the list of programs in the main window. The Search Budget Sets dialogue is displayed.
	4. Click Create in the New Record field at the bottom left of the dialogue. The Budget Set Maintenance program is displayed.
	5. Enter a name for the budget in the Description field.
	6. Indicate whether this will be the Default budget set in Budget Maintenance (see topic ’Contract Budget Maintenance’ on page 7).
	7. Click OK. The budget set has been stored on the system.


	Contract Budget Maintenance
	Manually Create Budgets
	1. Select Contract in the top pane of the application window.
	2. Select Maintenance in the left pane of the application window.
	3. Select Budget Maintenance from the list of programs in the main window. The Budget Maintenance program is displayed.
	4. Specify the required Contract to budget against (either enter the Contract Code and press the Tab key, or select the Contract from the drop-down menu).
	5. Select the Budget Set.
	6. Click OK.
	7. Select a Cost Head Level to budget against.
	8. If required, select a range of Cost Heads to budget against in the From Cost Head and To Cost Head fields.
	9. Click OK.
	10. Click Budgets. The Budgets dialogue is displayed.
	11. Enter the budget quantities and/or values in the cells against the Cost Heads as required.
	12. Click OK. The budgets have been set.



	Journal Postings
	Create a Journal
	1. Select Contract in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Journal Postings from the list of programs in the main window. The Batch Header dialogue is displayed.
	4. Select the Journal Type.
	5. If required, change the Batch Date from the default of today’s date.
	6. If required, enter the Total amount of the transactions (including any applicable VAT) which will be entered in this batch.
	7. If required, enter the number of transactions in this batch in the No of Trans field.
	8. If it is a reverse journal, enter the date in the Reverse Journal field.
	9. Click OK. The Journal Postings program is displayed.
	10. Enter a reference for the journal in the Reference 1 field (mandatory).
	11. If required, change the transaction Date from the batch default.
	12. If it is a reverse journal, enter the Reversal Date.
	13. If required, enter the total Value of the debit(s) in the journal (including the VAT amount, if applicable).
	14. If applicable and required, enter the VAT amount, and select whether the VAT is ‘Input’, ‘Output’ or ‘None’ from the drop-down menu beside the field.
	15. Click OK. The Transaction Postings program is displayed.
	16. Specify the Contract and Cost Head Code, or Nominal, in which to debit.
	17. Enter the Value of the debit (excluding any applicable VAT amount).
	18. If required, select the VAT Code for the region/business.
	19. Click OK. The amount is entered in the journal and is displayed in the view at the bottom of the program.
	20. If necessary, create another debit(s) for the journal.
	21. Specify the Contract and Cost Head Code, or Nominal, from which to credit.
	22. Enter the Value of the credit (including the VAT amount, if applicable).
	23. The VAT Code should be set to ‘Not Applicable’ when crediting from a debit which includes VAT.
	24. Click OK. The amount is entered in the journal and is displayed in the view at the bottom of the program.
	25. If necessary, create another credit(s) for the journal .
	26. Click OK. If debits have gone negative, you are notified of this.
	27. Click OK in the Transaction Posting program.
	28. Click OK to exit the Journal Posting dialogue. If the ‘Batch Header Total Check’ is set in the initial system setup, then if the total amount and/or number of transactions in the journal differs from the batch total that was entered previousl...
	29. Enter/edit the batch total, if required, and click OK to update the batch; click Cancel to go back to the batch and edit if required; or Abort to discard the entries and exit the program.
	30. If you clicked OK, the following dialogue is displayed.
	31. Click Yes to end analysis of the journal and exit the program.



	Contract Enquiry
	Interrogate a Contract
	1. Select Contract in the top pane of the application window.
	2. Select Enquiry in the left pane of the application window.
	3. Select Contract Enquiry from the list of programs in the main window. The Contract Enquiry program is displayed.
	4. Enter or search for the Contract Code in the Contract Code field. The Contract is loaded into the program.
	5. If applicable, select the Budget Set from the drop-down menu adjacent to the Contract Code field.


	Summary tab:
	This tab displays an overview of the current position of the Contract, including a summary of total costs and sales.
	Costs tab:
	This tab is used for breakdown of costs and sales through all the Cost Head levels.
	Sales tab:
	This tab is used for breakdown of sales per Sales Transaction Type for the Contract.


	Total Cost Report
	Generate a Total Cost Report
	1. Select Contract in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Total Cost Report from the list of programs in the main window. The Total Cost Report program is displayed.
	4. If required, in the From Contract field, specify the Contract Code from which to start the report.
	5. If required, in the To Contract field, specify the Contract Code at which to end the report.
	6. If you wish each Contract in the report to start at the top of a new page, then select ‘Yes’ in the New Page Per Job field.
	7. To Include Sub Jobs in the report, select ‘Yes’. (If you wish to view balances for Sub-Jobs only, select ‘Only’).
	8. If required, in the From Cost Centre field, specify the Cost Centre from which to start the report.
	9. If required, in the To Cost Centre field, specify the Cost Centre at which to end the report.
	10. To include zero balances, select ‘Yes’ in the Show Zeroes field.
	11. Select the Job Types and Posting Status of the transactions to be included in the report.
	12. Click the Analysis tab.
	13. To Include Costs in the report, select ‘Yes’.
	14. In the Cost Heads section, indicate the Cost Head Level at which to report (‘Group’, a level, and ‘None’ for all levels can be selected).
	15. If ‘Level 2’ is selected above, indicate whether a Sub Total At Level 1 is required.
	16. If applicable and required, select the range of Cost Heads to include in the From and To fields, or leave blank to include all Cost Heads for the selected criteria.
	17. If you wish to Show transactions then select ‘Yes’ in the Transactions section.
	18. If transactions are to be shown, then select the Ledger, or ‘All’ ledgers, for which to show transactions.
	19. If required, in the From Date field, specify the date from which to start the report.
	20. If required, in the To Date field, specify the date at which to end the report.
	21. If required, in the From Period field, specify the period from which to start the report.
	22. If required, in the To Period field, specify the period at which to end the report.
	23. To Include Sales in the report, select ‘Yes’.
	24. Click OK. The report is generated and can be saved, printed and exported to Excel.


	Period Cost Report
	Sales Ledger

	Customer Maintenance
	Create a Customer Account
	1. Select Sales in the top pane of the application window.
	2. Select Maintenance in the left pane of the application window.
	3. Select Customer Maintenance from the list of programs in the main window. The Customer Maintenance program is displayed.
	4. Enter the Customer Account Code in the Customer field and press the Tab key. The Search Customers dialogue is displayed, containing a table of all available Customers.
	5. Click Create in the New Record field at the bottom left of the dialogue. The Customer Maintenance program showing the new Customer Code is displayed.
	Main tab:
	Terms tab:
	Alt Address tab:
	The address entered in the Main tab is the main address to which invoices and deliveries can be made. If required, the Alt Address tab can be used for entry of alternative address(es) for the Customer. Several branch addresses can be entered in this tab
	6. Click OK. The Customer Account has been stored on the system.



	Sales Transaction Processing
	Post a Transaction
	1. Select Sales in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Post Transactions from the list of programs in the main window. The Batch Header dialogue is displayed.
	4. Select the Batch Type.
	5. If required, change the Batch Date from the default of today’s date.
	6. If required, enter the Total amount of the transactions (including any applicable VAT) which will be entered in this batch.
	7. If required, enter the number of transactions in this batch in the No of Trans field.
	8. If the batch type is ‘Receipt’ then select the Bank Account in which to credit.
	9. Click OK. The Post Transactions program is displayed.
	10. If required, enter the Contract Code.
	11. Enter the Customer Code (mandatory). This may already be entered if a Contract has been selected, and may or may not be changeable.
	12. Press Enter of click OK.
	13. Enter a cash receipt reference in the Reference 1 field for cash transactions. Typically for invoice/credit note type transactions, enter the invoice/credit note number.
	14. Enter the cash received Date.
	15. Enter the Goods value of the transaction (including the VAT amount, if applicable).
	16. If applicable, enter any Discount.
	17. If applicable, enter any Retention amount against the Customer for the transaction.
	18. If applicable for this transaction type, the Vat amount is automatically calculated for this transaction according to the Customer’s VAT Code (see topic ’Customer Maintenance’ on page 17 for more details).
	19. If applicable, enter the Date Due for the transaction.
	20. Click OK. Matching and/or analysis can now be performed.
	21. Repeat for other transactions for the batch as required.
	22. Click OK to update the batch. If the ‘Batch Header Total Check’ is set in the initial system setup, then if the total amount and number of the transaction(s) differs from the batch total that was entered previously in the Batch Header dialogu...
	23. Enter the batch total and number of transactions, if required, and click OK to update the batch; click Cancel to go back to the batch and edit if required; or Abort to discard the entries and exit the program.
	24. If you clicked OK, the following dialogue is displayed.
	25. Click Yes to update the system with the batch posting and exit the program.



	Customer Enquiry
	Interrogate a Customer Account
	1. Select Sales in the top pane of the application window.
	2. Select Enquiry in the left pane of the application window.
	3. Select Customer Enquiry from the list of programs in the main window. The Customer Enquiry program is displayed.
	4. Enter or search for the Customer Account Code in the Account Code field.


	Summary tab:
	This tab displays an overview of the current position of the Customer Account.
	Transactions tab:
	This tab displays all transactions for the Customer.

	Receipts tab:
	This tab displays all receipts for the Customer.

	Retention tab:
	This tab displays the retention against the Customer per Contract.


	Debtors Age Balance
	Generate a Debtors Age Balance Report
	1. Select Sales in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Debtors Age Balance from the list of programs in the main window. The Debtors Age Balance program is displayed.
	4. If required, in the From Customer field, specify the Customer Code from which to start the report.
	5. If required, in the To Customer field, specify the Customer Code at which to end the report.
	6. In the Transaction Type field, indicate whether you want to include ‘Commercial’, ‘Contract’, or ‘Both’ transaction types within the report.
	7. Indicate whether you want to Show Contracts for each Customer within the report.
	8. Specify the Period up to which to report. This field is defaulted to the current Purchase Ledger period.
	9. Indicate whether to Include Retention amounts against each Customer in the report
	10. Indicate whether to Show Transactions for each Customer in the report.
	11. Click OK. The report is generated and can be saved and printed.


	Generate Customer Statements
	Process a Statement Run
	1. Select Sales in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Statements from the list of programs in the main window. The Statements program is displayed.
	4. If required, in the From Code field, specify the Customer from which to start the statement run.
	5. If required, in the To Code field, specify the Customer at which to end the report.
	6. In the To Period field, specify the period up to which to include in the statement(s). This field defaults to the current Sales Ledger period.
	7. In the Matched field, specify whether you want to include transactions which are matched, unmatched, or ‘Both’ matched and unmatched, within the statement(s).
	8. In the Print Zeroes field, indicate whether to include transactions with a zero value.
	9. Indicate whether to Subtotal By ‘Contract’, show ‘Subtotals Only’, or ‘None’.
	10. If ‘None’ is selected in the field above, you can Sort Transactions By ‘Date’ order.
	11. Specify whether to Include Retention.
	12. If required, change the Statement Date from the default of today’s date.
	13. If required, enter any Notes to be shown against the statement(s).
	14. Click OK. The report is generated and can be saved and printed.


	Transaction List
	Generate a Transaction List
	1. Select Sales in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Transaction List from the list of programs in the main window. The Transaction List program is displayed.
	4. Indicate whether to Report By ‘Customer’ or ‘Contract’.
	5. If required, in the From Account/Contract field, specify the Customer/ Contract Code from which to start the report.
	6. If required, in the To Account/Contract field, specify the Customer/ Contract Code at which to end the report.
	7. If required, in the From Period field, specify the period from which to start the Transaction List.
	8. If required, in the To Period field, specify the period at which to end the Transaction List.
	9. If required, in the From Date field, specify the date from which to start the Transaction List.
	10. If required, in the To Date field, specify the date at which to end the Transaction List.
	11. In the From Ref 1 field, enter the value in the Reference 1 field (see topic ’Sales Transaction Processing’ on page 19) from which you want to display in the report. This is especially useful if you want to print a range of invoice numbers fo...
	12. In the To Ref 1 field, enter the value in the Reference 1 field up to which you want to display in the report. This is especially useful if you want to print a range of invoice numbers for a specific Customer.
	13. In the From Ref 2 field, enter the value in the Reference 2 field from which you want to display in the report.
	14. In the To Ref 2 field, enter the value in the Reference 2 field up to which you want to display in the report.
	15. In the Matched field, indicate whether you want to include transactions which are matched, unmatched, or ‘Both’ matched and unmatched, within the report.
	16. In the Cont or Comm field, indicate whether you want to include transactions which are ‘Contract’, ‘Commercial’, or ‘Both’ Contract and Commercial, within the report.
	17. Select the Transactions you wish to include within the report.
	18. Click OK. The report is generated and can be saved and printed.
	Cash Book


	Cash Book Maintenance
	Create a Bank Account
	1. Select Cash Book in the top pane of the application window.
	2. Select Maintenance in the left pane of the application window.
	3. Select Cash Book Maintenance from the list of programs in the main window. The Cash Book Maintenance program is displayed.
	4. Enter the Bank Account Code in the Account field and press the Tab key. The Search Banks dialogue is displayed, containing a table of all available Bank Accounts.
	5. Click Create in the New Record field at the bottom left of the dialogue. The Cash Book Maintenance program showing the new Account Code is displayed.
	Main tab:
	Bank Details tab:
	Bank details are required for BACS transfers, and an Account Name is mandatory regardless of payment/receipt type.
	6. Click OK. The Bank Account has been stored on the system.



	Cash Book Posting
	Post Transaction(s)
	1. Select Cash Book in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Post Transactions from the list of programs in the main window. The Batch Header dialogue is displayed.
	4. Select a ‘Payments’ or ‘Receipts’ Journal Type.
	5. If required, change the Batch Date from the default of today’s date.
	6. If required, enter the Total amount of the transactions (including any applicable VAT) which will be entered in this batch.
	7. If required, enter the number of transactions in this batch in the No of Trans field.
	8. Specify the Payment Status of the batch.
	9. Select the Bank Account to update with this batch.
	10. Click OK. The Post Transactions program is displayed.
	11. Enter the payee/payer name in the Payee field.
	12. Enter a reference for the transaction in the Reference 1 field.
	13. If you are processing a ‘Manual’ cheque, enter the Cheque Number in this field. This will be used later for Bank Reconciliation (see topic ’Bank Statement Reconciliation’ on page 39).
	14. If required, change the transaction Date from the batch default.
	15. Enter the Total Value of the transaction (including the VAT amount, if applicable).
	16. If applicable, enter the VAT amount, and select whether the VAT is ‘Input’, ‘Output’ or ‘Non Vatable’ from the drop-down menu beside the field.
	17. Click OK. The Analysis dialogue is displayed.
	18. Specify the Contract and Cost Head Code, or enter the appropriate Nominal Cost Centre and Account for the entry.
	19. The Value of the transaction (excluding any applicable VAT) is automatically displayed, but can be changed if required.
	20. If required, the VAT Code and rate for the transaction can be changed.
	21. Click OK.
	22. If necessary, create other analyis entries for this transaction.
	23. Once analysis is complete, click OK. The following dialogue is displayed.
	24. Click Yes. You are returned to the Post Transactions program, or if the VAT analysis is wrong for the transaction the following dialogue appears.
	25. Repeat the steps above for other transactions for the batch as required.
	26. Click OK to update the batch. If the ‘Batch Header Total Check’ is set in the initial system setup, then if the total amount and/or number of the transaction(s) differs from the batch total that was entered previously in the Batch Header dial...
	27. Enter the Batch Total and/or No of Trans, if required, and click OK to update the batch; click Cancel to go back to the batch and edit if required; or Abort to discard the entries and exit the program.
	28. If you clicked OK, the following dialogue is displayed.
	29. Click Yes to update the system with the batch posting and exit the program.



	Recurring Transaction Maintenance
	Create a Recurring Journal
	1. Select Cash Book in the top pane of the application window.
	2. Select Maintenance in the left pane of the application window.
	3. Select Recurring Transaction Maintenance from the list of programs in the main window. The Recurring Transaction Maintenance program is displayed.
	4. Enter the Journal Code in the Journal Code field and press the Tab key. The Search Journals dialogue is displayed, containing a table of all available recurring journals.
	5. Click Create in the New Record field at the bottom left of the dialogue. The Recurring Transaction Maintenance program showing the new Journal Code is displayed.
	6. Ensure that the ‘Cash Book’ Journal Type is selected and then press the Tab key.
	7. Enter a Name for the journal.
	8. Select a Posting Type (‘Receipt’ or ‘Payment’).
	9. Set the Duration of the journal.
	10. Enter the Interval for the journal.
	11. Enter the Next Journal Period (in the format mmyy).
	12. Enter the Next Journal Date (in the format ddmmyy or select the date from the drop-down menu).
	13. In the Amendable field, indicate whether the analysis of journal can be amended at the time of posting.
	14. Enter the Payer/Payee and the Bank Account.
	15. Enter a reference for the journal in the Reference 1 field (mandatory).
	16. Select the VAT Type (‘Input’, ‘Output’ or ‘Non Vatable’).
	17. Set the Status of users who can access the journal.
	18. Click the Analysis tab.
	19. Click New at the right of the program to enter an entry for analysis.
	20. Select the Contract and Cost Head, or the Nominal account for the entry.
	21. Enter the amount of the entry in the Value field.
	22. If required, select the VAT Code and the VAT amount.
	23. Repeat for more entries as required.
	24. Click OK. The journal has been stored on the system.


	Recurring Transaction Update
	Update Recurring Transactions
	1. Select Cash Book in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Recurring Transaction Update from the list of programs in the main window. The Batch Header dialogue is displayed.
	4. Select the Batch Type for which to run the update (‘Cashbook Payments’ or ‘Cashbook Receipts’).
	5. Indicate whether you wish to run the update for ‘Amendable’ or ‘Fixed’ transactions in the Recurring Type field.
	6. If required, enter the Due Date up to which to capture transactions.
	7. If required, change the Batch Date from the default of today’s date.
	8. Enter the Nominal Period.
	9. Click OK. If there are transactions which meet the selected criteria, the Recurring Transaction Update program appears.
	10. Place a tick under the Post column against the transaction(s) requiring update.
	11. Click OK.
	12. A Ready to Update? message appears. Click Yes to post the transaction(s) and exit the program.


	Bank Statement Reconciliation
	1. Select Cash Book in the top pane of the application window.
	2. Select Reconciliation in the left pane of the application window.
	3. Select Reconciliation from the list of programs in the main window. The following dialogue is displayed.
	4. Select the desired Bank Account that you wish to reconcile.
	5. In the Last Statement field, the system displays the last completed statement number. This can not be amended.
	6. In the Next Statement field, enter the statement number that you wish to reconcile.
	7. In the Statement Date field, enter the date up to which transactions will be displayed for matching.
	8. In the Opening Balance field, the system displays the closing balance of the last statement. This cannot be amended.
	9. In the Closing Balance field, enter the closing balance of the statement(s) to be reconciled.
	10. Click OK. The Reconciliation program is displayed, showing all unreconciled transactions against the account.
	The system will calculate the difference between the opening and closing balance and display this value as the Unreconciled amount in the top right-hand corner of the program.
	The following fields are displayed for each unreconciled transaction:
	Date The date the posting was made.
	Reference The reference entered during posting.
	Name The name of the payee.
	Payments The amount of the payment.
	Receipts The amount of the receipt.
	Statement Number The statement number. If multiple statements are being reconciled, then there will be multiple columns displayed. This allows the user to reconcile the amount against the correct statement.
	11. To reconcile a transaction, tick the relevant transaction.
	12. Click OK. Only if all the items that have been matched make the unmatched (unreconciled) value in the top right of the screen equal zero (0), then the following message appears.
	13. Clicking Yes will complete the statement reconciliation and exit the program. This will not allow any further matching against the statement. The system will also update the Last Statement number ready for the next reconciliation to take place.

	Clicking No if you have not fully reconciled the statement will exit the program, leaving any reconciled items ticked. This allows you to go back into the statement reconciliation at a later stage where further matching can take place.

	Cash Book Listing
	1. Select Cash Book in the top pane of the application window.
	2. Select Reconciliation in the left pane of the application window.
	3. Select Reconciliation from the list of programs in the main window. The Cash Book Listing program is displayed.
	4. Specify the Bank Account.
	5. If required, in the From Period field, specify the Nominal period from which to start the report.
	6. In the To Period field, specify the Nominal period up to which to end the report.
	7. Indicate whether to Include Balances for the account in the report. With balances included, the report will provide a bank reconciliation report.
	8. If required, in the From Date field, specify the date from which to start the report.
	9. If required, in the To Date field, specify the date at which to end the report.
	10. If required, in the From Reference 1 field, specify the Reference 1 for the transaction from which to start the report.
	11. If required, in the To Reference 1 field, specify the Reference 1 for the transaction at which to end the report.
	12. Indicate whether to include Reconciled or unreconciled transactions, or ‘Both’.
	13. If required, in the From Statement field, specify the statement number from which to start the report.
	14. If required, in the To Statement field, specify the statement number at which to end the report.
	15. Indicate whether to include Payments/Receipts, or ‘Both’.
	16. In the Sort By field, indicate whether to sort the report by ‘Date’, ‘Reference 1’, or ‘Statement’.
	17. Click OK. The report is generated and can be printed, saved, exported to Excel, exported to Acrobat as a pdf, exported to XML, and faxed (if available for your system).


	End of Day Test
	1. Create customer
	2. Create Contracts and link one to the Customer just created.
	3. Post Sales Applications & Invoices.


