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Accreditation Training Courseware
Introduction

About Opera 3

Opera 3 is the most versatile and user-friendly accounting, supply chain management,
payroll & HR, manufacturing and reporting solution from Pegasus Software. A modular
solution, Opera 3 enables you to select the components that match your current business
model, whilst making it possible to add further functionality as requirements change. This
means that the capability or capacity of a system can be seamlessly expanded whilst
safeguarding the investment.

For more information about Opera 3, select the Solutions link on the Pegasus web site.
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About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation
training course.

If you are new to Opera 3, read the Getting Started section of the Opera 3 Help that covers
the application in more detail. You can access this from the Windows Start menu, or by
using the F1 Key or Help menu when you have logged in to the product.

Opera 3 is available for both Visual FoxPro and SQL Server database platforms. This
Accreditation Training Courseware applies to both database platforms, however, there are
certain elements that are only included in one or the other database, and as such, the
relevant sections or paragraphs are clearly identified with the following labels:

[SQL] — only relevant if you are running the application on an SQL Server
database.

[VFP] — only relevant if you are running the application on a Visual FoxPro
database.

Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera 3 Enterprise &
Opera 3 Enterprise SOL section in_the release guide.

Introducing the module

The System Manager module provides a comprehensive and organised means of
controlling areas concerned with the compilation of a company’s accounts. This module
must be set up first.

Opera 3 is a modular application, which means that a business is able to pick and choose
the areas of the software that are to be activated and utilised, provided the selections are

relevant.

Feedback

Pegasus is interested to hear your views on the documents we provide. To give your
feedback, send an email to training@pegasus.co.uk. Please type

“O3Training_Accreditation_ ADM50SystemR3.7.docx Accreditation Training Courseware” in
the subject box.

Please note that product support is not offered through the above email address.
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Training Literature Releases

Release Added Information

R1.0 Originating document (Uplift to O3)

R2.0 New System Functionality (Including)

e  Updated Database Structures
e  Password Expiry

e  Opera 3 Info Centre

e  Ribbon Bar

. VAT100

R2.1 Updated and enhanced Database Structures, inc Payroll System Tables
overview
UDS Enhancement
Upgrade System Wizard (from OlI)

R2.2 FAQs Added

R2.3 Notification Services (v1.20 Uplift) Inc. general tidy ups and updates.

R3.0 Updated Readme for 1.20.10. Scheduling & Other enhancements (v1.3x) and
Chapter Heading changes.

New Readme for v1.3x also added to Appendix.

R3.1 Updated for 1.5x and added new Readme for 1.4x(s) and 1.5x

R3.2 Updated for 1.6x and minor changes. Upgrade for 1.7x — Enhancements and
minor changes — Database structure update

R3.3 Updated Readme’s for 1.80.20 1.81.00, 1.81.10 & 1.82.00. Also added in any
maintenance release Readme’s which were updated. Updated minor changes
relating to v1.82

R3.4 Updated Readme’s for 1.82.10, 2.00.00.

R3.5 Updated Readme’s for 1.82.10, 2.10.00, 2.11.00, 2.12.00 & 2.13.00, Updated
Readme for XRL v1.51, v1.60 and minor changes for SEPA and 2.12 & 2.13
changes

R3.6 Readme for XRL v1.61 extra general information added (multiple systems). Also
further updates for O3 v2.14 including updated Readme.

R3.7 Further updates for O3 v2.14 and Scheduler v2 as well as Payroll Release v2.20,
v2.21, 2.22 & Minor Updates
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Accreditation Training Courseware
Module Menu Structure

The following sections will cover the functionality of the options in this module as outlined in the
image below which shows each menu option contained in this module.
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Accreditation Training Courseware
Glossary (of Menu Structure)

Command

Logon

Navigator Folder

Logon

Purpose

You use the Logon command to log on to Opera 3 using a
different name and password to the one you used when
you started Opera 3.

Date and Company

You can control the default processing date and the
identifier of the company you are currently processing
using the Date & Company command

User Preferences Preferences

User preferences determine how certain aspects of the
system operate for each user. For example, you can
specify the name of the company database that is opened
when a user logs on. Users can also change their own
password and introduce background schemes.

Various utility commands are
provided for general system
'housekeeping’, such as
viewing, tidying and clearing
system files and error logs,
updating database structures,
and so on. Commands are
also provided for viewing
company statistics and
monitoring user activity.

Utilities

Monitor Companies

Use the Monitor Companies command to view balances
and report dates by company. For each company to which
your user profile entitles you to gain access, the following
information is shown:

Monitor Users

Use this command to view the status of all users logged
onto the system. The Monitor Users form shows the user
ID and name and a list of the commands that are being
used.

Reorganise System
Files

Use the Reorganise System Files command to remove
user and company profile records that have been marked
for deletion, clear temporary files, clear event logs and
user notes, tidy VAT files and tidy exchange rates.

Update Data Structures

The structure of your company data files must be updated
whenever a new version of the Opera 3 programs is
installed. This is to ensure that your existing data files can
accommodate changes or enhancements within the new
programs that have an impact upon them. If you have
more than one company profile, you must carry out the
Update Data Structures command on each company. A
UDS must also be run after performing a Restore within
the product.

View Event Log

The program automatically maintains a log file that
records when users log on and off the system. Each entry
in the log includes the date and time of logging on or off,
the terminal name and user ID. You can view the contents
of this log file using the View Event Log command.

View Error Files

If your system fails or Opera 3 shuts down unexpectedly,
for example, due to a power cut, an error file is created
containing certain information that may be of use to a
support technician when diagnosing a problem. This
facility also gives the user access to the command line
prompt if using the correct login.

System Preferences

Specify your global system preferences for your Opera 3
system. Define a default web site, maximum search
results, whether to use User and Event logs. You also
have the ability to re-label several options from the
Costing module and the Advanced Nominal functionality.
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Backup/Restore

Data Status Check

Maintaining records such as
Company and User Profiles,
Rates of Exchange and VAT

Maintenance

People Profiles

User Profiles

User Groups

Company Profiles

Exchange Rates

VAT Processing

Report Layout

E-Mail Profiles

A global utility with access restricted to Users with
Manager rights that allows the user to back up their data
into a compressed zip file & restore if necessary.

The Data Status Check command provides information
relating to the size of certain data files used by the
application. These files are the ones most likely to
increase in size over time. The size of your company's
data can affect the performance of the application and, in
extreme circumstances, prevent the application from
working correctly.

The People profiles command is utilised by various areas
of the product, including PIR Invoice processing, Job
Costing and the Notes facilities within the Nominal, Sales
& Purchase Ledgers and the Stock module.

Controlled by a User with Manager Rights, User profiles
determine who is allowed to access the system and which
companies they can process. You can also control access
rights to limit the menus and commands to which a user
can gain access.

You can group your users together into user groups. User
groups are optional features of Message and Shutdown
Services to group people that use Opera 3 into, for
example, functional areas or seniority groups. So, for
example, you could have a group called 'HR' for Payroll
and Personnel users, or a group called 'Finance' for users
working in the finance department. You may also have a
group for directors and other senior managers or a group
for administrator users who are responsible for the data
backups and other housekeeping tasks.

Controlled by a User with Manager Rights, up to 36
separate companies within each ‘System’ directory can be
defined for processing using the Company Profiles
command. Each profile identifies the company name and
address details, home operating currency, VAT
registration number and so on. Options associated with
the company profile determine the use of other features,
such as cost centres within the Nominal and the
Advanced Nominal dimensions, and how modules
integrate with one another

The Exchange Rates form is used to maintain a table of
foreign currencies, their exchange rates and the nominal
accounts used to record exchange losses or gains. If you
are trading with companies who use the Euro, you can
determine the exchange rate between the foreign
currencies and the Euro.

You use the VAT Processing form to maintain details of
the VAT codes used in transactions you process in Opera
3. Each code is associated with a taxation rate and a
nominal account to which values recorded against the
VAT code are posted. You can also specify which boxes
on the VAT Return include the sales and purchase goods
and tax values and your ESL and SSD requirements.

This option allows you to amend the default settings of a
report layout and specify a default printer, number of
copies, default design etc.

Use this option to amend the default message content for
Sales Statements, Order Acknowledgements and
Remittances sent via E-Mail to customers in the Sales
Ledger and SOP modules and suppliers in the Purchase
Ledger.
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Scheduling

These commands provide you with
significant features for scheduling
administration activities in your
Opera 3 installation.

Scheduler The Scheduler command open the scheduler manager
where you can maintain scheduled tasks.

Notification The Messaging Service allows you to send desktop alerts
to users or groups of users in Opera 3. Scheduled alert
messages are displayed on each user's desktop when
they are using Opera 3. Any users who are not using
Opera 3 when a message is scheduled to be displayed
will be notified when they log in to the application.

Shutdown The Shutdown Service allows you to schedule a forced
shutdown of all Opera 3 sessions and also send desktop
messages to users or groups of users in Opera 3
beforehand to warn them that a shutdown is going to
happen.
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Accreditation Training Courseware
The Module

The System Manager module provides a comprehensive and organised means of
controlling areas concerned with the compilation of a company’s accounts. This
module must be set up first.

Opera 3 is a modular application, which means that a business is able to pick and
choose the areas of the software that are to be activated and utilised, provided the
selections are relevant.

Each Opera 3 system must have a System Manager module. As well as being
where the user is able to log into the application, this module is used to control
settings and maintain records used by other areas of the application.

Company details are maintained from within System Manager, enabling unique
system settings for up to 36 companies. If you require more company databases
than this, you can create separate groups of companies, each of up to 36
companies, using the Additional Systems command. The number of additional
systems available depends on your licence.
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Accreditation Training Courseware
1 Set-Up

1.1 Recommended Order of Set-up

It is suggested that you set up the System Manager in the following order:

eCompany Profiles — define the company
details such as name, address and modular
options via System > Maintenance > Company
Profiles.

eUser Profiles — define user login identities
with details such as password. Assign access
rights to the modules that each user requires
via System > Maintenance > User Profiles.

eExchange Rates — if you have the multi-
currency feature activated in your system,

Syste m you can set up different exchange rates via

System > Maintenance > Exchange Rates.

Manager

*V/AT Processing — set up the VAT codes to be
used via System > Maintenance > VAT
Processing.

eBackup — This procedure should be carried
out at different stages of setting up your
accounting system. This facility can be
accessed via System > Utilities > Backup. Each
backup should be given a different file name.
NB - For System back-ups, these need to be
taken manually outside of Opera 3
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1.2 Company Profiles

Within any one system, you can create up to 36 separate company data sets,
each identified by a unique ID. The software is supplied with one company for
demonstration purposes which uses the letter 'Z' as the ID. At least one other
company profile must exist for you to store your own company data. To do this,
you must create a company profile record using the Company Profiles command.
The profile record stores the company name and address details as used by
certain reports and documents produced from the system and you can also
determine various settings that control the integration between the ledgers and
whether cost centres are used in the nominal ledger.

% Company Profiles : Z - Orion Vehicles Leasing = @

Options ’E‘
Company Code : z
Company MName : Orion Yehidles Leasing
Address : Orion House
Orion Way
Kettering
Morthants
Post Code : NN15 GPE
Telephone : 01536 495000 Facsimile : 01536 495001
Contact : Mr James Drage VAT Reg. Mo, : 112 2332 42
Horme Currency Sterling Tax Description VAT

Company E-mail :
Company Web Site :
Company Reg. Mo. :
Company BIC :

Company IBAM :

Data Path : WIKKEMAANGELLO2Y03 SERVER WFP DYNAMIC\DATA
Action - ‘_;g) Close
View y

If your software licence permits, you may create additional systems, each
permitting up to 36 company databases to be maintained. By default, companies
are created as part of the 'Main System' group, but if you are able to create
additional companies, the databases you create and maintain using the Company
Profiles command will depend on what additional systems you have created, and
which one you selected when logging on.

To Define Company Profiles

1. Open the System folder and click Maintenance - Company Profiles or click the
Administration tab and then click System - Maintenance - Company Profiles on
the Ribbon Bar.

2. To create a new record, click the icon on the toolbar or press CTRL+N.
3. Inthe boxes provided, enter the company details.

4. On the Options tab, click to clear or select the options you want to apply to the
company.
5. To save the record, click the icon on the toolbar or press CTRL+S.
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Company Profile Entries — General

Box

Company Code

Company Name,
address and
contact details

VAT (Tax) Reg
No.

Home Currency

Company E-Mail

Company Web
Site

Company Reg.
No.

Company BIC

Company IBAN

Tax Description

Data Path

PDF Path

Description

A unique ID for the company. You can use a letter from A to Z or a number
from O to 9.

Boxes in which you can record the company name, address, telephone,
facsimile and contact details.

The VAT registration number of the company. This is included on appropriate
reports and documents.

The name of the operating currency of the company. If this box is left blank,
the foreign currency features of the system are unavailable.

The e-mail address for the company.

Tip: If an e-mail address is entered it is used automatically when you use the email icon
on the toolbar to open your email editor.

NS QHPOO|[>Ps@[FE

The URL for the company web site.

Tip: If a website address is entered it is used automatically when you use the web icon
on the toolbar to open your web browser.

SER Y B LAY B ERE

The company registration number as provided by Companies House for
limited companies. This code is optional.

Your company's BIC number which can be included on your stationery
designs and on email profiles created using the System Manager -
Maintenance - Email Profiles form.

Note: Bank Identifier Codes (BICs) and International Bank Account Numbers (IBANs)
are used to identify banks across national borders. The structure and length of the
codes are defined by the International Organization for Standardisation (ISO) so must
be entered accurately. The length of these codes can vary:

- BICs: minimum length 8 characters, maximum length 11 characters
- IBANs: minimum length 5 characters, maximum length 34 characters.

Your company's IBAN number which can be included on your stationery
designs and on email profiles created using the System Manager -
Maintenance - Email Profiles form.

Note: Bank Identifier Codes (BICs) and International Bank Account Numbers (IBANS)
are used to identify banks across national borders. The structure and length of the
codes are defined by the International Organization for Standardisation (ISO) so must
be entered accurately. The length of these codes can vary:

- BICs: minimum length 8 characters, maximum length 11 characters
- IBANs: minimum length 5 characters, maximum length 34 characters.

The description of the sales or purchase tax applicable to this company (for
example, 'VAT' or 'GST"). The description you enter is used on forms and
reports wherever tax applies.

The drive and folder location of the data files for the company. You can use
the browse button to find the location you want. If this application's installation
is activated for the Sales Pipeline Management SPM Remote feature, this is
the local data path for the laptop installation. Remote SPM users can
download data from the network server to their laptops, then synchronise their
changes back to the server.

VFP: This only applies if your installation uses a Visual Foxpro database.

The drive and folder location of the PDF files and certain database files for the
company. You can use the browse button to find the location you want.

SQL Server: This only applies if your installation uses a SQL Server database.
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Server The SQL Server Name to be used for this company. Notas ™
SQL Server: This only applies if your installation uses a SQL Server database. |
Database The Database Name to be used for this company.
SQL Server: This only applies if your installation uses a SQL Server database.
Modular Options - Options that are specific to certain modules within the system
as follows:
3 Company Profiles : Z - Orion Vehicles Leasing |:,|E|r>__(|
General || |I;|:|
Applications Links Links
Financials : Financials : Supply Chain Management :
Cpen Period Accounting |:| S0P ko BOM
[Ireal Time Update of Mominal Service Management ko Stock
Cost Centres in Mominal Service Management bo SOP
Project Stock Control to Mominal
Dreparkment Fixed Assets to Nominal Payroll & HR :
Cashbook Payroll ko Cashbook Costing to Payrall
Purchase Invoice Register Purchase to Fixed Assets
PIRJPOP ko Fixed Assets
Supply Chain Management : Purchase Ledger to Costing Other
Stockkake Sales Ledger ko Costing EC Despatches 5D
Stock Control to Costing [include Delivery Terms
POP to Costing EC Artivals 5D
[JBM ta Casting [Jinclude Delivery Terms
[tanded Costs Service Management ko Costing
[IRC 5ales List
Payrall & HR
P1ID Keep Motes {manths) :
9
Wiew
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Options tab - Applications
Financials
Options that are specific to certain applications within the system as follows:

Option Description

Open Period An option that controls whether the Open Period Accounting feature in

Accounting the Nominal Ledger is used. If you already use the Nominal Ledger, after
you tick the box a financial calendar for the current year is created and
you are asked whether you want a calendar to be created for the next
financial year. After the calendars are created you should check them in
the Financial Calendar form on the Utilities menu in the Nominal Ledger.

You cannot tick this option if there are current or old outstanding
transactions in one or more of the Nominal Ledger transfer files . To
transfer the transactions, choose the relevant Transfer command on the
Utilities menu in the Nominal Ledger.

The system date must also be in the current Nominal Ledger period
before you can tick this box. To set the date, choose the Date &
Company command on the O3 button.

Warning: Once the option has been ticked, it cannot be unticked if transactions
have been posted to future periods in the Nominal Ledger.

Open Period Accounting is available in Opera 3 and Opera 3 SQL.
For more information see the Open Period Accounting Help topic.

Real Time Update An option that determines whether the Nominal application is updated in

of Nominal real-time as opposed to batch transfer. If this option is not selected, the
transfer of transactions from other applications must be done using the
appropriate transfer command. The Nominal - Utilities menu includes
commands for the transfer of nominal postings that originate in the
Sales, Purchase, Cashbook, Stock and Payroll applications.

When you select this option the application checks for the existence of
nominal postings awaiting transfer. If there are untransferred batches
found, you will be prompted to run the corresponding transfer command
to update the nominal before the option is selected.

If the option is selected, the batch transfer facilities are not normally
required because, assuming the correct conditions apply, the Nominal
Ledger is updated as soon as a transaction is posted in the
corresponding application. This option affects all applications that can
originate nominal transactions including Sales, Purchase, Cashbook,
Fixed Assets, Invoicing, SOP, Purchase Invoice Register, Stock and
Payroll transactions.

Note: If you have this option selected and you use the Payroll application, you
will still have to use the N/L Analysis command in the Payroll application to
update the nominal files.

Unless Open Period Accounting is used, the following must apply for
transactions to update the Nominal ledger in real-time:

The application's system date must be in the current Nominal Ledger
period.

The transaction date must be in or older than the current Nominal Ledger
period. If transactions are posted in advance (have a transaction date in
advance of the current nominal period) the ledger update will not occur
until the Nominal - Utilities - Period End command is used. At this point,
any transactions with dates that fall within the new nominal period are
transferred as a batch journal record.

The ledger updated will be the one linked to the corresponding
application. For example, if the Sales application for company A is linked
with the Nominal application in company B, then it is the company B
ledger that will be updated in real time. This does not apply in the case of
the Cashbook application because it must always be linked to a Nominal
application within the same company database.

Real Time Update of

Nominal For example, if you are using an alternative Nominal application, the
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Cashbook application will also be updated in the alternative company.

Cost Centres in If you have the Nominal application, this is an option that determines
Nominal or Cost whether cost centres are used in the nominal ledger. If the option is
Centres in External selected, a further level of accounting analysis is available within the
Nominal nominal ledger by associating accounts with cost centre codes.

If you do not have the Nominal application, but do have the Payroll
application, you can select the Cost Centres in External Nominal
option. This enables you to analyse payroll costs by cost centre. You
define cost centre details using the Nominal Cost Centres command on
the Maintenance menu of the Payroll application.

Project and Options that determine whether you want to use additional dimensions

Department with nominal accounts. These options are only available if you have the
Nominal Ledger activated. You can choose one or both dimensions for
additional analysis purposes. The default names of these dimensions are
'Project’ and 'Department’ but you can change these by amending the
entries in the Dimension 1 and Dimension 2 boxes on the System -
Utilities - System Preferences form. When you select an option, you can
use the corresponding command on the Maintenance menu in the
Nominal application to maintain descriptions and budget settings for the
dimension. For more information, refer to the topic on projects and
departments associated with the Nominal application.

Cashbook An option that determines whether the Cashbook application is used for
the company. If you use the Sales Ledger, the Sales Ledger to Nominal
option must be ticked before you can tick the box. If you use the
Purchase Ledger, the Purchase Ledger to Nominal option must be ticked
before you can tick the box.

Purchase Invoice An option that determines whether the Purchase Invoice Register in the
Register Purchase Ledger is used.

Supply Chain Management

Option Description

Stocktake An option that controls whether the Stocktake application is used.

This feature is available in Opera 3 and Opera 3 SQL

Warehouses  An option that determines whether you want to use multiple warehouses within
the Stock application. This only applies if you have the multi-warehouses
feature activated. As a minimum, at least one main and one quarantine
warehouse is provided. You only need to select this option if you want to
maintain stock records in additional warehouses. Refer also to the Stock
application documentation for details about warehouse maintenance and
processing.

Traceability  An option that determines whether you want to maintain records of stock items
that are assigned to serial or batch numbers. Traceable stock only applies if
you have the traceability feature activated. If you need to process stock records
that are traceable by serial or batch numbers, refer to the Traceability section of

the Help file.
Advanced An option that determines whether you want to use purchase order documents.
POP Purchase order documents are a way of entering uncommitted purchase orders

into the application without affecting your suppliers account balances and, if you
use the Stock application, any stock balances. These documents can then be
changed to committed purchase orders at a later date. This option will be
automatically selected if you have upgraded from Pegasus Opera and your
Opera data includes uncommitted documents.

Note: This applies if you use the Purchase Order Processing application.

Landed An option that determines whether landed costs are used in Opera. This is

Costs enabled only if you use the Stock Control and Purchase Order Processing
applications.

Landed Costs... Landed costs are those additional costs - other than the unit price costs - that

are incurred to get goods you purchase from your supplier to your premises,
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particularly for goods that are imported. The total cost of a

landed shipment may include the purchase price, freight costs, insurance,

and other costs. In some instances, it may also include the customs duties and
other taxes that are levied on a shipment. Calculating the landed cost is critical
in understanding what a product actually costs so that you can calculate what it
can be sold for.

Tips:

1. Before you tick this option make sure that all stock transactions are transferred to the
Nominal Ledger. Use the Report Only option in the Nominal Ledger - Utilities -
Stock Transfer command to first check whether there are transactions that need to
transferred. Then wuse the Transfer and Report option if necessary.
2. After you tick this option and saved the company details the Nominal Ledger control
accounts for landed costs on the Nominal Ledger - Utilities - Set Options form are
updated with the control accounts that have already been set up for stock transactions.
You should review the accounts and amend then as necessary.

This feature is available in Opera 3 and Opera 3 SQL

Payroll & HR

Option Description

P11D An option that indicates whether you intend to use the P11D Organiser in conjunction
with the the application's payroll. For more information about the P11D Organiser,
refer to the documentation that accompanies the P11D Organiser application.

Options tab - Links
Financials

These linking options only apply if the corresponding applications are installed
and activated.

Option Description

Sales Ledger to  An option that determines whether the Sales and Nominal applications are

Nominal linked. If selected, the Nominal application must be present and the accounts
relevant to the Sales application must be created, such as debtors control,
debtors suspense and so on. Unless you have selected the Real Time Update
of Nominal option, transactions are transferred from the Sales to the Nominal
application using the S/L Transfer command on the Utilities submenu in the
Nominal application. If the Real Time Update of Nominal option is selected,
the Nominal application is updated when sales transactions are posted.

Purchase An option that determines whether the Purchase and Nominal applications are
Ledger to linked. If selected, the Nominal application must be present and the accounts
Nominal relevant to the Purchase application must be created, such as creditors control,

creditors suspense and so on. Unless you have selected the Real Time
Update of Nominal option, transactions are transferred from the Purchase to
the Nominal application using the P/L Transfer command on the Utilities
submenu in the Nominal application. If the Real Time Update of Nominal
option is selected, the Nominal application is updated when purchase
transactions are posted.

Payroll to An option that determines whether Payroll and Nominal applications are linked.

Nominal If selected, the Nominal application must be present and the accounts relevant
to the Payroll must be created, such as wages control, wages suspense, and
so on. Unless you have selected the Real Time Update of Nominal option, the
link between the Payroll and Nominal applications is a two-stage link. First you
use the N/L Analysis command on the Utilities submenu in Payroll to produce
a nominal transfer file containing the payment details. To complete the link, you
then use the Payroll Transfer command on the Utilities submenu in the
Nominal application to import the nominal transfer file. If the Real Time Update
of Nominal option is selected, you only need use the N/L Analysis command
in the Payroll application to update the Nominal application.

Payroll to An option that determines whether the Payroll application produces data for
External analysis in an external nominal ledger. If you do not have the Nominal
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Nominal

Stock Control
to Nominal

Fixed Assets to
Nominal

Payroll to
Cashbook

Purchase to
Fixed Assets

PIR/POP to

Fixed Assets

Purchase
Ledger to
Costing

Sales Ledger to
Costing

Stock Control
to Costing

POP to Costing

BOM to Costing

BOM to Costing

application but you have the Payroll application, you can select this option. This
enables you to analyse payroll costs by nominal account. You define the
nominal account details using the Nominal Accounts command on the
Maintenance menu of the Payroll application.

An option that determines whether the Stock and Nominal applications are
linked. If selected, the Nominal application must be present and the accounts
relevant to the Stock application must be created, such as goods in and out,
stock assets, suspense and so on. If the BOM application is in use, you will
also need WIP accounts. Unless you have selected the Real Time Update of
Nominal option, transactions are transferred from the Stock to the Nominal
application using the Stock Transfer command on the Utilities submenu in the
Nominal application. If the Real Time Update of Nominal option is selected,
the Nominal application is updated when stock transactions are posted.

An option that determines whether the Fixed Asset and Nominal applications
are linked. Unless you have selected the Real Time Update of Nominal
option, transactions are transferred from Fixed Assets to the Nominal
application using the Fixed Assets Transfer command on the Utilities
submenu in the Nominal application. If the Real Time Update of Nominal
option is selected, the Nominal application is updated when the assets are
depreciated.

An option that determines whether the Payroll and Cashbook applications are
linked. If selected, you can transfer postings to bank accounts in the Cashbook
application that have been originated in the Payroll application. You use the
Cashbook Transfer command on the Utilities submenu in the Payroll
application.

An option that determines whether the Purchase Ledger is linked to the Fixed
Assets application. If the applications are linked, you can create new assets in
the Purchase Ledger when supplier invoices are posted.

An option that determines whether the Purchase Invoice Register feature in the
Purchase Ledger, and the Purchase Order Processing application is linked to
the Fixed Assets application. If the applications are linked, you can create new
assets when supplier invoices are posted.

An option that determines whether the Purchase and Costing applications are
linked. If selected, detail lines on invoice and credit note transactions posted in
the Purchase application can be analysed to job numbers, phases and cost
codes. Cost type cost records are created when the invoice is accepted. If you
are using the purchase invoice register, these analysis facilities are also
available in the register.

An option that determines whether the Sales and Costing applications are
linked. If selected, detail lines on invoice and credit note transactions posted in
the Sales application and on documents entered through the Invoicing or Sales
Order Processing applications, can be analysed to jobs, phases and cost
codes. Revenue records are created when the invoice is accepted and these
are posted as unallocated revenues in the Costing application.

An option that determines whether the Stock and Costing applications are
linked. If selected, stock issues and returns entered in the Stock application can
be analysed to job numbers, phases and cost codes. A cost record is then
posted to the Costing application when the stock movement is accepted.

Note: If this option is selected, entering movements in the Stock applicationis the only
way stock-type costs can be created in the Costing application.

An option that determines whether the POP and Costing applications are
linked. If selected, you can analyse the detail lines of order documents entered
in POP application to job numbers, phases and cost codes. A commitment is
posted to the Costing application the purchase order is accepted.

An option that determines whether the BOM and Costing applications are
linked. If selected, you can transfer works order information to the Costing
application. A works order in progress results in commitment cost being
recorded within the Costing application, while a completed works order
converts that commitment to an actual cost. The analysis of costs to job
records is done at the time the works order record is created.

An option that determines whether the BOM and Costing applications are
linked. If selected, you can transfer works order information to the Costing
application. A works order in progress results in commitment cost being
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recorded within the Costing application, while a completed works order
converts that commitment to an actual cost. The analysis of costs to job
records is done at the time the works order record is created.

Service An option that determines whether the Service Management application is
Management to linked to the Costing application. If the applications are linked, costs are posted
Costing to Costing when activities are cleared in the Sales Pipeline Management,

Service Management, and Helpdesk applications. Revenue is posted to
Costing when sales documents that are created in the Worksheet Billing or
Contract Period Billing commands in Service Management are invoiced in
Sales Order Processing or Invoicing.

Note: You can tick this option only if the Service Management to SOP and the
Sales Ledger to Costing options are ticked:

- The Service Management to SOP option drives whether sales quotations are posted to
Sales Order Processing or Invoicing from the Company Processing in Sales Pipeline
Management. The option also drives whether sales documents are posted to Sales Order
Processing or Invoicing from Worksheet Billing or Contract Period Billing in Service
Management.

- The Sales Ledger to Costing option drives whether revenue is posted to Costing when
sales documents that are created in Service Management are invoiced in Sales Order
Processing or Invoicing.

Supply Chain Management

Option Description

SOP to BOM An option that determines whether the SOP and BOM applications are linked. If
selected, you can create a works order for assembly items that are specified on
a sales order. For example, if a customer places an order for an assembly for
which there is insufficient stock, a works order can be raised so that item can
be built to satisfy the order requirement.

Service An option that determines whether the Service Management application is

Management to linked to the Stock application. If the applications are linked, stock issues are

Stock posted in the Process Stock Issues command and stock returns are posted in
the Process Stock Returns command.

Service An option that determines whether the Service Management application is

Management to linked to the Invoicing or Sales Order Processing applications. If the

SOP applications are linked, documentsare posted to Invoicing or Sales Order

Processing when the Worksheet Billing or Contract Period Billing commands
are used. Sales quotations are posted to Invoicing or Sales Order Processing
when quotes are posted in Sales Pipeline Management.

Payroll & HR

Description

Costing to  An option that determines whether the Costing and Payroll applications are linked. If

Payroll selected, you can enter timesheets in the Costing application. You can then transfer
the timesheets to the Payroll application using the Payroll Transfer command on the
Utilities submenu in the Costing application.
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VAT NOtes ............
Box Description
RC Sales List An option that determines whether you must submit Reverse Charge Sales
Lists to HMRC. This applies if you supply certain high value products to VAT
registered domestic customers meaning you must account for VAT using
Reverse Charge Accounting. If, after you have supplied the high value items
you then stop, you must inform HMRC and clear this option. What's Reverse
Charge Accounting?
Note: You can select this option even if you do not use the EC VAT application.
VAT calculated From 1 April 2015, when processing an invoice, VAT will be calculated on the
before goods value before any prompt payment discount is applied. This change will
settlement affect any business that either receives or gives prompt payment discount for
discount from prompt payment of an invoice.
In Opera prompt payment discount is referred to as 'settlement discount'.
When the legislation change becomes effective, HMRC must receive the full
value of VAT on an invoice if the settlement discount is offered but not taken.
Any unbilled sales orders posted before 1 April 2015 require billing from that
date under the new rules.
Note: This is displayed only if you do not use the EC VAT application.
EC VAT
EC VAT-related options only apply if you have the EC VAT application installed
and activated.
Option Description
EC Despatches  An option that determines whether you must maintain despatch records for the
SD SD report. The report is accessed in the EC VAT - Reports - S.D. Report
command.
Include An option that determines whether to force the recording of the delivery terms
Delivery Terms  for SD details when processing sales invoice and credit note transactions or
related sales order processing documents.
EC Arrivals SD  An option that determines whether you must maintain arrival records for SDs.
The report is accessed in the EC VAT - Reports - S.D. Report command.
Include An option that determines whether to force the recording of the delivery terms
Delivery Terms  for SD details when processing purchase invoice and credit note transactions or
related purchase order processing documents.
EC Sales List An option that determines whether you must submit EC Sales Lists to HMRC.
The report is accessed in the EC VAT - Reports - E.S.L Report command.
Keep Notes The number of months for which you want to retain Notes records.
(months)
Other
Option Description
| Keep Notes (months) The number of months for which you want to retain Notes records. |
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1.2.1 Upgrade Wizard

With the Admin Login the Company Profile Action button becomes available for
selection, and it is within this area that the administrator is able to launch the Data

Upgrade Wizard.

The Upgrade Wizard will upgrade Operal6 Data, from any version of Pegasus

Opera for DOS or Opera for Windows (Latest recommended).

Action — 2
Wi Carmpanty Background Option! !

Cancel

Pre-Installation Check List

Close

Before you attempt to upgrade to Opera 3 you must have the following information

available:

If you intend on using the “browse” functions within the Wizard, you must have a
Drive Letter mapped to the machine where Opera is installed.

If you are upgrading on a live system, ensure full backups have been taken.

Using the Wizard

Process Screenshot

When starting the Upgrade Wizard,
you will be presented with the
Welcome screen. This window warns
that after the upgrade the Update
Data Structures MUST be run to
update the Opera data to the new
table format.

Note: The default button on the Wizard
start-up is Cancel. Beware that should
you just press enter expecting to
continue the wizard, it will not. Should
you wish to continue the Upgrade, click
the Next Button:

3 Upgrade Wizard fg|

Welcome

Welcome ko the Opera 3 upgrade wizard, The wizard will ™~

allows you ko select a company profile From Opera and copy

the company information and data inko Opera 3

ou should then run Update Data Structures ko convert your

Opera data bo the new Opera 3 format.

b

)

The Warning window will then be
displayed, prompting that you should
ensure that backups have been taken
before proceeding by clicking Next.

3 Upgrade Wizard

X)

Warning

‘fou are advised to take a full backup of wour Opera data and
system files before proceeding.

@ I Cancel H Back H Pt

Upgrade &/
Opera 3 does not
support Senior and
Single User Upgrades.
The route would need
to be through Opera Il
then to O3.

Capital Gold and
Opera 16 can still be
unaraded to Onera R
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The Upgrade Wizard will now ask you
for the location of the Opera System
Directory. If this path is unknown,
you can click the browse button and
select the directory required
manually.

Note: You are unable to convert any
companies from Opera if they already
exist in Opera 3. (The company ID
cannot be changed during the
conversion.)

Click ‘Next’ to Continue...

The Data Upgrade Wizard will then
display all companies that are
available for conversion. The system
will assume that all are to be
converted and “tick” all companies. If
you do not want a particular company
converting, un-tick the check box
alongside the company name. Again,
once you are happy to proceed, click
next.

The next step is to confirm the
company information and data paths
before continuing. This screen
should be correct; however you may
wish to alter the destination directory
of the upgrade.

The ‘Remove Opera data files after
upgrade’ tick box has been added to
allow you to automatically delete old
Opera data once converted. This is
not something Pegasus would
recommend, but the option is there
should you require it.

Clicking next will then present you
with the option to start the upgrade
process:

3 Upgrade Wizard E|

Please specify the location of your Opera systerm data. This will
typically be located in the SYSTEM folder belaw your Opera
installation Folder. Either type in the Full path or dlick the button
to browse,

Browse Button

Please select which company {or companies) you wish to
upgrade,

=«

C:\OPERAMASYSTEM), I
@ l Cancel ] l Back ] l Mexk ]
3 Upgrade Wizard El

) l Cancel H Biack. ]| Mext

Opera must copy the data ko a new location. This will bypically be
to the DATA Folder belaw your Opera installation. Please verify
the path that each set of company data should be copied to,

;
Options For d
Old Gpera data s | C:\OPE7ODATA\DDATA E

Mew Opera data ¢ | WUKKENABNGELD 1403 Server YFR T E

[CIremove Opera data files after upgrade

Please note that your Opera data will MOT be modified or rermowed
during the upgrade process if this box is not checked.

)] [ Cancel H Back H Mext ]

3 Upgrade Wizard E

Click 'Start' to begin the upgrade process

\_\3) I Cancel

] I Back ] | Start
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Cllck_lng the Start button will start the 3 Upgrade Wizard X
copying process: —
Once finished, clicking the Close Finished Notes
button can Close the Upgrade Wizard- The upgrade is now complete. You shauld now run Update Data
Structures on each company that has been upgraded
Note : It is imperative that an Update
Data Structures is now run on the data to
ensure the Table formats are correct for
Opera 3.
9
What will not be converted?
e Reports created in Nominal Ledger ‘Management Reports’.
e Any bespoke reports created using the FoxPro Report Writer.
¢ Any modifications made to standard reports or documents.
e Printer definitions.
e Spool Files.
e Users and their menu access permissions.
On installing the software, various files, folders and programs are distributed on
the hard drive according to the installation options and configuration of your
computer.
This section identifies some of the major elements of the installation (but not all
files), some of which are referred to in other sections of this documentation.
1.2.1.1  Upgrade System
This is for when upgrading from Opera Il to Opera 3. Only the Admin User is able
to select this function.
_‘;f Pegasus Opera Fixed Assets
& Pegaszus Capital Gold
L system Upgrt%e
Upgratie
This procedure forms only part of the upgrade and only copies across the required
system tables.
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A welcome screen to indicate what process you are currently running

3 System Upgrade |E|

Welcome

Welcome ko the Opera 3 System Upgrade wizard, This wizard
will allowe wou bo seleck the location of vour Opera IT System
folder and import vour company, user login and other

information into Cpera 3. Reports from Opera II can also be
imparted ko Opera 3 iF required.

After the wizard has upgraded the information, wou need to
login b0 Opera 3 again and run Update Daka Struckures bo
upgrade wour Opera IT data to the Opera 3 farmat,

You should take a full backup of your Opera IT installation
before running the wizard,

B

P

Please choose the location af waur Opera IT Syskem Falder,
Either type the Full path or click the ellipsis [...] to select the
Folder.

Q [ Cancel H Back ” et
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) System Upgrade

Click. 'start' ko begin the upgrade process

Q [ comcel [ b [ gt

Click start to begin the process.

3 System Upgrade

IUpdate now in progress.

The wizard is upgrading your Opera IT company,
user login and other information into Opera 3.

@ ’ Cancel ] [ Biack, Skart
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Select if remember form position and sizes are to be converted.

' E Do ywou wank to impart each user's Form positions and sizes from Opera II7
L

[ J[_ne

Confirm whether or not the Reports directory is to be copied across.

L] ': D woud whank ko copy wour Opera 1T reparts ko Opera 37 The original Opera 3 reporks will be copied ta a new falder called 'Tnskallation Originals',
L

L es J [ Mo

Locate the Reports DIR to be converted.

R
Ay

Reports @
The scenario of a
“structural” change

Please Select Reports Location [? DT AT
— = redesign —

Saurce Folder For Reparts ; introductions of for
example new tables
and fields would

Reports .
mean existing
=5) Server VFP redesigned reports
#-|5) Backup won't know about
{3 Bespoke them. The new
#-) Data reports provided by
{a Drakabick Pegasus will have
{a DatabictCare these new elements
{a DemalData in the designs and
{a FramewaorkSuppe can be used as the
{a Reporter template for a
3 redesign.
4 il
| ok
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Locate the Reporter Reports - Data DIR to be copied across.

?|X

Please Select Reporter Data Location

Source Folder For Reporter Data :

Data |

() Data
[ Databict
[ DatabictCore
() DemoData
[ FrameworkSuppe
[=1-{C) Reporter
S
[ Reports
() Swstem
() Swstemi w
| >

[+

[

[ Ok, l [ Cancel

Ensure you follow the reminder to run a UDS once completed.

Opera 3

1 } You now need ko login ko Opera 3 again and run Update Data Struckures to upgrade wour daka to the Opera 3 Format,

3

3 System Upgrade

Finished

The wizard has upgraded the system infarmation From Opera II.
You should now log on ko Opera 3 again and run Updake Data
Structures on all companies.

Then check that the details on the Following Forms on the Swstem -
Maintenance menu are carrect:

People Profiles
IJser Profiles
Company Profiles
Report Lavouk
E-Mail Profiles.

Also check that the system preferences are correct on the Swstem
- Ltilikies menu,

Each user should also check their user preferences and their
navigation Favourites,

)
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1.2.1.2 Upgrading System Information from Opera Il to
Opera 3

This wizard provides an easy method of upgrading your company, user, people,
user preferences and non-standard reports from Opera Il directly into Opera 3. It
is an exclusive process so nobody can be using the Opera Il system you are
upgrading from and only the person running the upgrade should be logged into
the system in Opera 3. You can upgrade system information from Opera I
Enterprise to Opera 3 or from Opera Il Enterprise SQL to Opera SQL. To upgrade
the information you must be logged in using the ADMIN login ID. The wizard must
be run for each system that is used in Opera Il.

The following information is upgraded:

Description Notes Table
Company This table retains company details, the SEQCO
details and location of the data, options that switch on
application features and options that link different
options applications (for example, link the Sales
Ledger to the Nominal Ledger).
User details This table retains your users' login IDs and SEQUSER
security details.
Remember This table retains details of any forms that SEQFORMS
form sizes and  have been resized or repositioned. These
positions forms remember their size and position when

they are opened.

Report layouts ~ Some reporting commands provide more than ~ SEQRPLAY
one layout option to choose from, depending
on the type of stationery you intend to use.
This table retains all the different reports that
can be selected from the Publisher form.

User favourites  This table retains user-specific favourite SEQFAVES
commands that are displayed on the classic
navigator, menu and ribbon bar.

People profiles  People profiles are individuals who are SEQPEOPL
referenced in the system but are not
necessarily users of the system. For example,
they may be people involved in projects that
are maintained and monitored in the Costing
application.

Email profiles Email profiles are used for sending SEQEFLD
statements, sales quotations, sales proformas, SEQEGRP
order acknowledgements, delivery notes, and SEQERPT
invoices to customers from the Sales and SOP
modules, or for emailing remittance advices
and purchase orders from the Purchase
Ledger.

User defined These are reports that have been defined in SEQREPM
reports the Report Manager application. Any reports

that have been appended to an application’s

Reports menu in Opera Il will also be

appended to the same Reports menu in

Opera Il. For example, if you appended a

report to the Reports menu in Stock Control in

Opera ll, it will be appended to the same menu

in Opera 3.
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System-wide These preferences apply to the system as a SEQSYS
preferences whole, for example industry specific names for

‘projects’, ‘departments, or ‘phases’ in the

Costing application.

Non standard See below -
reports

Reports

Report designs are held in the ‘Reports’ folder. Most reports are standard reports
that are created and maintained by Pegasus. The Opera Il reports are not copied
to the Opera 3 ‘Reports’ folder because they would replace more up to date
reports. If any standard reports have been modified for customer specific
requirements, they will need to be copied into the Opera 3 folder manually. New
reports created for customer-specific requirements that are not supplied by
Pegasus are copied to Opera 3.

The original Opera 3 reports are copied to a sub folder of the ‘Reports’ folder
before the upgrade starts. The folder is called ‘Installation Originals’.

Report layout records in the Opera Il SEQRPLAY table that are created for
customer-specific bespoke requirements — ie not standard reports — are copied
into the Opera 3 SEQRPLAY table. For example, the report SQININ is a standard
invoice design included with Opera Il and Opera 3. If a new report based on the
SQININ report was created in Opera Il - say called SQININB - this report will be
added to the Reports Layout table and will then be available for selection from the
Publisher form when an invoice is printed.

Report Types

Report type Copied to Notes
Opera 3?

Non standard Yes These reports are written for specific customer

reports requirements and are not included with Opera Il as
standard. The reports have unique names so will not
overwrite standard Opera 3 reports when they are
copied.

Company Yes These reports use a prefix of the company code, for

specific reports example Z_SQININ is an invoice design used only in
company Z. The reports also have unique names so will
not overwrite standard Opera 3 reports when they are
copied.

Standard ‘off No Standard reports are often improved by Pegasus,

the shelf report sometimes for legislative reasons. Most of the time the
most up to date reports, which are supplied with Opera
3, should be used. They are therefore not copied from
Opera Il.

Standard report  No Most of the time the most up to date reports, which are

that has been supplied with Opera 3, should be used. They are

modified therefore not copied from Opera Il. Where a standard
Opera Il report has been modified, the modifications
must also be done in the Opera 3 report after the
upgrade.

Tip: A checklist is included in the Opera 3 Installation Guide to help you to
upgrade from Opera Il to Opera 3.
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To Use the System Upgrade Wizard

Important: This wizard is designed to be used before you create system records
in Opera 3. All system records that are already in Opera 3 will be overwritten by
the wizard. If you use the Additional Systems feature, you need to run this wizard
in each separate system to upgrade these details. Any additional system being
upgraded from Opera Il has to be set up first in Opera 3 before the upgrade is
run.

1. Before starting the upgrade, make sure no one is logged into the Opera Il
system you are running the upgrade for and you are the only person
logged into the Opera 3 system. To check whether other people are
logged in, use the Monitor Users command. Also take a full backup of
your Opera Il installation.

2. Open the Upgrade folder and then click System Upgrade. The welcome
screen is displayed.

3. Click Next. Then enter the path to the Opera Il system folder. The default
share name to the system folder is \\<Servername>\Server XXX
Dynamic\System  or \\<Servername>\Server XXX Static and
Dynamic\System (where XXX is either VFP or SQL).

4. Click Next and then click Start to start the upgrade. Follow the on-screen
prompts and respond as necessary.

5. Run the Update Data Structures command and select all companies to
update the structure of your company data files and the system data files
to match the latest Opera 3 data dictionary.

6. After the upgrade finishes, you should check that the details on the
following forms on the System - Maintenance menu are correct: People
Profiles, User Profiles, Company Profiles, Report Layout and E-Mail
Profiles. Also check that the system preferences are correct on the
System - Utilities menu.

Notes:

- This wizard does not move your company data files. If you need to move the
company data, you must do this manually using Windows Explorer after running
the System Upgrade wizard.

- If you use the Additional Systems feature, you need to run this wizard in each
separate system to upgrade these details.

- As standard Opera Il reports (the 'off the shelf' reports) are not copied to Opera
3, if any have been modified for customer-specific reasons, you must ensure that
the changes are also done in the Opera 3 report.

Multiple Systems — -

In v1.3x onwards, the
System Upgrade Wizard
and UDS have been
enhanced to validate
multiple systems
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1.2.2 Company Background Options

The user has the choice to select desktop wallpaper that matches their Windows
XP colour scheme, or to select a background that is specific to the Company
Code Identifier, if required.

3 Company Background Options

Background
Path :

Position :

-]

Centre

[ = [ o=

The Position of the Background may be Centred, Tiled or Stretched.
To activate the Background chosen, the User must Logon again.
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1.3 User Profiles Notes

Before users can log on, they must be identified in the User Profiles form. Each
user is identified by a unique user ID and you can optionally assign a password.
These details are entered in the User I.D. and Password boxes on the Logon form
to identify to the system that user’s level of authority. By using the User Profile
form, you can limit the access a user can gain to companies and commands. User
records are controlled by system 'managers’. A manager in this context is
someone who is given certain rights that include the means to define and control
other user records. As a manager, you can control user passwords, and which
companies, menus and commands to which a user can gain access. Two default
user records MANAGER and ADMIN (both without passwords) are provided when
the software is installed.

‘* User Profiles : ADMIM - The Administrator = =N

” Credit Management ” List |

User ID : ADMIN
User Name : The Administrator
e N Verify ;| e

Manager Rights
Access Private Details
|:| Continuous Posting

Document Management

Capture for PDM During Continuous Posting

S0P doc default : Order IZ|
5PM Access Rights : | Full access to all records IZ|
Allow Access to Companies Make Member of User Groups
I mmm »  |[[] Accounts department
Ox Administrators
COrion Vehides Leasing - Everyone
] [T G
9
View L

Important: For security reasons, we recommend that the system administrator or
other person responsible for the system who will have manager rights, sets up a
password for this default user record, otherwise anyone can log on with that ID
and have access to all commands in the system.

To Define User Profiles

1. Open the System folder and click Maintenance or click the Administration tab
on the Ribbon Bar and then click Maintenance.

Click User Profiles.

To create a new record, click the icon on the toolbar or press CTRL+N.
In the boxes provided, enter the user details.

To save the record, click the icon on the toolbar or press CTRL+S.

gk wn
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Note: Two default user records MANAGER and ADMIN (both without passwords)
are provided when the software is installed. You cannot remove these records.
For security reasons, you should set up a password for these default user
records, otherwise anyone can log on with that ID and have access to all
commands in the system.

User Profile Entries
[210) Description

User ID A unique ID for the user of up to eight characters. This is the ID that must
be entered in the User I.D. box on the Logon form. It also appears on
reports and other documents to identify the user.

User Name The user's full name. This is to help you identify the person to which the
user profile record belongs.

Password A password used for authorization when the user logs on. If the box is left
blank, no password input is required in the Password box on the Logon
form. Users can change their existing password using the Preferences
command in the System module. When you enter a new password you
must verify the entry in the Verify box.

If the number of days in the Password Expiry Days box on the System
Preferences form is more than zero, all users will need to change their
password every so often. When you do this you must ensure that the
password is different to before. If you enter the same password or you
enter an empty password, the message 'The password you entered has
failed validation checks. Make sure the password is different and is not
blank'. will be displayed.

Expiry Your password can have an expiry date. If it does you are warned when
you log on to the application if there are ten or fewer days before it
expires. If you do not change your password before it expires you will not
be able to log in to the application until your administrator resets your
password.

Note: The 'ADMIN' user can change any user's password expiry date. Users with
'Manager Rights' can change any users without 'Manager Rights'. Users without
'Manager Rights' cannot change the expiry date.

This feature is available in Opera 3

Manager If you have 'Manager Rights' in Opera, you can use some commands and
Rights see information that other users cannot see. If you do not have 'Manager
Rights', there are some restrictions:

You cannot use the User Profiles, Company Profiles, Backup and Restore
commands in the System Manager

e On the System Manager - Spooler Control form, you cannot view
spool files created by other users

e On the System Manager - Utilities - System Preferences form,
you cannot change the Reverse Charge De-Minimus level

e On the Stock Control - Processing form, you cannot see the cost
price for each stock record

e  On the SOP/Invoicing - Maintenance - Product Files form, you
cannot see the cost price for each product record

e On the Nominal Ledger - Journals form, you cannot re-post
journals that have already been posted.

Access An option that determines whether the user can see 'Private' accounts on
Private the Accounts form in the Nominal Ledger.
Details e Ifthis box is not ticked on the User Profile, the user will not see 'Private’

accounts. These accounts are also excluded from the Nominal Ledger
reports, except the Chart of Accounts. Some reports that include
transactions and balances may seem to have inaccurate totals if private
accounts are not included.

. If this box is ticked on the User Profile, the user will be able see 'Private’
accounts and the related balances and transactions for the account.

Any user can still post journals to private accounts, even if they do not
have this box ticked on their User Profile.
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Continuous
Posting

Access
Credit
Management
Company
Details

See All
Users'

Credit
Management
Actions

SOP doc
default

SPM Access
Rights

Allow
Access to
Companies

Make
Member of
Groups

An option that determines whether the application re-selects the posting
command you have used to complete a transaction entry. For example, if
you have posted one sales receipt in the Sales module, the input form is
presented for another receipt posting. This might be useful if you want to
enter batches of the same transaction type. The facility affects
transactions that can be posted through the Sales, Purchase, Cashbook
and Stock Processing menus. If this option is not selected, you must re-
select the posting command for each separate transaction you want to
enter.

An option that determines whether the selected user can access the
Company tab on the Credit Management Centre.

The tab displays an overall company-level view of all debt owed by your
customers and includes the following:

e  Easy to understand graphs on the your company's overall financial status

e  Drill-down account lists views that show you the amount owed by each
customer

. Lists of disputed invoices and outstanding actions
. Financial ratios - average debtor days and average creditor days

. Debtor analysis values for this period, last period and before the last
period

e An analysis of promised payment values
e Disputed Invoices, Diary Actions and Debtor Analysis reports.

This feature is available in Opera 3

An option that determines whether the selected user can view everyone's
diary actions in Credit Management Centre. If this option is not selected
the user will be able to see only their own actions.

This feature is available in Opera 3

An option that determines the default transaction type available when you
use the Processing command in the SOP module. You can select from a
list.

An option that determines the user's access permissions in Sales Pipeline
Management, Service Management, and Helpdesk modules. The access
rights can be set to one of the following:
. Full access to all records. Records owned by all internal contacts are
displayed and can be modified.
e View access to other records. Records owned by all internal contacts
are displayed but only those owned by the user can be modified.

e No access to other records. Only records owned by the user are
displayed and can be modified.

Note: This option controls the access to records in the Sales Pipeline
Management, Service Management, and Helpdesk modules only. It does not affect
the Reporter module, Pegasus XRL, Pegasus Instant Messenger, or Pegasus
Executive Dashboards.

A list of companies to which the user can be granted access rights. Where
more than one company profile exists, you can control access to
companies for each user. If the check box is selected, access to the
corresponding company is granted. It is important to remember that
company access must be specified for users with manager rights —
including the system default MANAGER user record — otherwise access
will be limited to the demonstration data company only.

A list of groups to which the user can belong. Groups can be used by
administrators on the System - Maintenance - Messages form and the
System - Maintenance - Shutdown forms when they create messages to
be sent to users as desktop alerts. So, for example, there may be a group
called 'HR' for Payroll and Personnel users, or a group called 'Finance' for
users working in the finance department. If users are added to one or
more of these groups, an administrator can easily choose groups when
they create a message and be sure all relevant people will receive it .

A user can belong to one or more groups. Groups are created on the
System - Maintenance - User Groups form.

This feature is available in Opera 3
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1.3.1 Admin Login

The Admin login is the most powerful user login within the Opera 3 system. Admin
will allow access to:

e Data Upgrade Wizard - The Upgrade Wizard facilitates the migration of
Data from Opera (16-bit) to Opera 3.

¢ Report designs.
¢ Re-Index facility when running an Update Data Structures.
e Access to FoxPro Command line.

e Create Additional Systems — The Additional Systems options allows the
user to have more than 36 companies, depending on licence.

This login ought not to be used as an everyday login and for Security reasons a
password should be assigned. See the relevant chapters on each Module for
details.

1.3.2 Manager Login

The Manager login is a user with ‘Manager Rights’. The granting of ‘Manager
Rights’ allows the user access to certain areas of the system, which a user
without ‘Managers Rights’ would not be afforded. A user with ‘Managers rights’
will be allowed access to Company and User Profiles and restrictions in other
modules will be relaxed. For example an ordinary ‘user WITHOUT ‘Managers
rights’ will not be allowed to view cost prices in Stock Control or re-post journals in
Nominal Ledger. See the relevant chapters on each Module for details.

1.3.3 User Login

The User login is a user with standard user rights. That is no rights over and
above the ability to process within the modules to which the user has been given
access. The standard ‘user’ login will not be able to create Companies or Users
and there will be a restriction on options reserved for those with Managers rights.

For ease of set-up profiles may be used and copied to new user identities.

1.3.4 Menu Access

Access to menus and commands can be controlled for each user record.

For Example; In your organization there are users whose job is to deal with sales
ledger credit control enquiries. Using the Menu Access tab on the User Profiles
form, you can limit access only to those commands that allow them to locate and
view customer records and print sales reports. No other commands will be
available to such users after logging on.

)
E

Manager Rights

If you have 'Manager
Rights' in Opera, you can
use some commands
and see information that
other users cannot see.

If you do not have
'Manager Rights', there
are some restrictions:

e You cannot use
these commands in the
System Manager: User
Profiles, Company
Profiles, Backup and
Restore.

e You also cannot
view some information or
perform some actions in
other areas in Opera:

e Onthe System
Manager - Spooler
Control form, you can
only view spool files you
created unless you have
‘Manager Rights'; in
which case you can
view spool files that
were created by all
users.

e Onthe System
Manager - Utilities -
System Preferences
form, the Reverse
Charge De-Minimus
level cannot be changed
unless you have
‘Manager Rights'.

e On the Stock
Control - Processing
form, the cost price for
each stock record is not
displayed unless you
have 'Manager Rights'.

e Onthe
SOP/Invoicing -
Maintenance - Product
Files form, the cost
price for each product
record is not displayed
unless you have
'Manager Rights'.

e On the Nominal
Ledger - Journals form,
journals that have
already been posted
cannot be posted again
unless you have
‘Manager Rights'.
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.:‘i User Profiles : USER - Mr Smith

General | Menu Access | |jst

Menu Yisw Main Menu
Main Menu
=1 [ System Mark Actions

Logan ModelsPurchaseOrderProcessingActions

Date & Company Mominal Accounts Actions

Freferences Nu:um!nal Accounts Bgdg_et Acpons

Spadler Contral Mominal Accounts Diskrib Actions
Marninal Accounts Snapshat Actions

+- 2T Ltilties
l1'_‘—| .

To Define Menu Access

1. Open the System folder and click Maintenance or click the Administration tab
on the Ribbon Bar and then click Maintenance.

Click User Profiles.
Locate the user record for which you want to define menu access.
Click the Menu Access tab.

In the list box alongside Menu View, click to select the menu type for which
you want to define access rights.

6. In the menu below Menu View, clear the check box for any command you
want to be unavailable to the user. You can reinstate access by reselecting
the check box.

7. To save the record, click the icon on the toolbar or press CTRL+S.

ok wN

Note: Use the Print icon on the Toolbar or press the shortcut keys CTRL+P to
print a report of preferences, rights, and menu access for the User ID in focus.

1.3.5 Credit Management tab

Credit Management Centre in the Opera 3 Sales Ledger provides credit
controllers involved in debt management with a consolidated view of all the
features that are important for effective credit control management. You can view
information to help manage cash flow, reduce debts and improve the overall
financial position of your business. You can quickly see what is owed and who
owes it.

Tip: For more information please see the Credit Management Help topic.
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Notes
‘* Uzer Profiles : ADMIM - The Administrator | = -IEI AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA
General ” Jeny Access | iCredit Management | | List

Access

Company detailz page

All users' diaries

Debt Management e-mail

Sender address ; | antony.angel @pegasus.co.uk

Sender name : Antory Angell
Box Description
Access
Access Select to allow the user to see the Company Details page in the Credit
Company Management Centre. This tab displays an overall company-level view of
details page all debt owed by your customers so you may not want all users to see it.
Access all Select to allow the user to see and change everyone's calendar, notes
users' diaries and actions list in the Credit Management Centre.
Debt Management e-mail
Sender email  The user's email address and sender name. This must be entered if the
address & user will be involved in sending debtor letter correspondence from Credit
Sender name  Management Centre.
1.3.6 User Groups
You can group your users together into user groups. User groups are optional
features of Message and Shutdown Services to group people that use Opera 3
into, for example, functional areas or seniority groups. So, for example, you could
have a group called 'HR' for Payroll and Personnel users, or a group called
'Finance' for users working in the finance department. You may also have a group
for directors and other senior managers or a group for administrator users who
are responsible for the data backups and other housekeeping tasks.
This is covered in more detail in Chapter 6.

1.4 Exchange Rates

You can use the Exchange Rates command if your activation includes the Multi
Currency module.
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If you do business with companies in other countries, you might send and receive
invoices in foreign currencies. You might also make and receive payments in
foreign currencies, or have to deal with foreign currencies if you have foreign
subsidiaries. If you want to process foreign currencies, you need to have the
multi-currency feature. Without this activation, you will not be able to maintain any
exchange rates.

If you have the feature activated and you enter the name of the home currency in
the Home Currency box on the Company Profiles form, you will be able to set up
other currencies and identify default currencies on customer, supplier and nominal
account records where they differ from your home currency.

3 Exchange Rates : EUR - Euro - EIE‘
Generali | rates || st

Currency : EUR.

Name : Euro

[ eultiply

Decimals : 2 % | for this currency

2
Wiew

Multiple : An option that determines whether values for the currency are multiplied
by the exchange rate to calculate the home currency equivalent.

Processing with Foreign Currencies

Journals and other transaction entries can be entered in the foreign currency and
converted to the home currency. In this way, you can review balances in your
accounts in either currency. If you have foreign subsidiaries, where the home
currency is different from that of the parent company, you can consolidate
accounts converting from one currency to another at the same time. The
application records the discrepancies that arise from exchange differences in
accounts that you nominate. So when a foreign currency receipt is entered
against an invoice, differences that arise from the fluctuation of exchange rates in
the intervening period can be recorded as a gain or loss.

3 Exchange Rates : EUR - Euro g@]gl
General
Standard Rates :
Nominal Code
Sales 1,483600 || 0190 @ | Exchange Gainf(Loss) - Others
Purchase 1.483690 || 0190 Q) | Exchange Gain/(Loss) - Others
Mominal 1.483690 || 0190 Q) | Exchange Gain/(Loss) - Others
)
View
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To define currencies

1. Open the System folder and click Maintenance - Exchange Rates or click the
Administration tab and then click System - Maintenance - Exchange Rates on
the Ribbon Bar.

2. To create a new record, click the icon on the toolbar or press CTRL+N.
3. Inthe boxes provided, enter the currency details.

4. On the Rates tab, enter the rates for sales, purchase and nominal
transactions and select the nominal account for exchange discrepancies.

5. To save the record, click the icon on the toolbar or press CTRL+S.

1.4.1 Copying Currencies

If you have more than one company profile, you can copy exchange rates stored
on one company to the current one using the Copy data button on the toolbar.

To copy currency records

Open the System folder, click Maintenance and then click Exchange Rates.
Click the Copy data button on the toolbar.

Click to select the company from which you want to copy currency records.
Click OK.

A wDDPR

1.5 VAT Processing

If you are registered for VAT you must calculate your Output VAT and Input VAT
for your sales and purchases and send a VAT return to HM Revenue and
Customs (HMRC). If you trade with customers or suppliers in the EC, you may
need to submit reports to HMRC that detail these transactions.

3 VAT Processing : 1 - Standard Rate (Domestic) |__|[E|E|
General | sk
Counkry Type @ | H Home Country
Rate 1 % : 15.00 %
Trans. Type: |5 Sale
pate1: ouitzjzons ...
WAT Code : 1
Rate 2 % : 17.80 %
Date 2@ 01jo1jz010
Description ;| Standard Rake (Domestic) D
Mominal Code @ | E220 VAT
VAT Return Boxes
EC Sales Listing (ESL) Supplementary Declaration (S0
)
Wig
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Use the VAT Processing form to create the VAT codes you need when you post =
VAT transactions in the application. VAT codes are set up to update the relevant
boxes on the VAT return, update the EC Sales List (ESL) and Supplementary

Declaration (SD) reports, and update the Reverse Charge Sales List (RCSL).

e The ESL report is used to capture details of intra-EC goods sales, and
intra-EC services sales that are subject to the Reverse Charge procedure.

e The SD report lists the movement of goods between EC countries.

e The RCSL report lists transactions of specific high value items moved
between EC countries.

You can print the VAT return and RCSL from the Action button on this form. The
ESL and SD reports are printed from the EC VAT module.

Note: The application provides VAT processing based on invoices and credit
notes posted rather than the cash accounting method.

General tab
Box Description
Country Type This displays a code that identifies the country to which the VAT
code applies.
H for 'Home' country. This applies if the customers or suppliers are

located in the same country as your company.

R for a 'Registered' EC country. This applies if the customers or
suppliers are located in an EC country where you are registered for
VAT.

U for an 'Unregistered' EC country. This applies if the customers
or suppliers are located in an EC country where you are not
registered for VAT.

N for 'Non' EC country. This applies if the suppliers or customers
are located in a country outside the EC.

Trans. Type An option that determines the type of transaction to which the VAT
code applies. You can select one of the following from a list:

C for 'Reverse Charge Service'. Use this for services received from
suppliers where the service must be accounted for using reverse charge
procedures. What's Reverse Charge VAT Accounting for Services?"

F for 'Purchase - Unregistered EC Supplier'.

N for '‘Beyond the Scope of VAT".

P for 'Purchase'. Use this for purchase transactions from suppliers that are
VAT registered other than those specified by transaction type 'F' or 'R".

R for 'Reverse Charge Purchase'. Use this for transactions from domestic
suppliers for certain high value products where you must account for VAT
using Reverse Charge Accounting for goods.

Note: You cannot use Reverse Charge Purchase codes for suppliers that are marked as VAT
Inclusive.

S for 'Sale'. Use this type if the VAT code is for sale transactions to
customers other than those specified by transaction type 'U'.

U for 'Sale - Unregistered EC Customer".

V for 'Reverse Charge Sales'. You can only select this transaction type if
the RC Sales List option is selected on the Company Profiles form in the
System module. Use this for transactions for domestic customers for
certain high value products where you must account for VAT using
Reverse Charge Accounting for goods.
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VAT Code

Rates and Dates

Nominal Code

VAT Return
Boxes

EC Sales Listing
(ESL)

Supplementary
Declaration (SD)

An identifier for the VAT rate. The can be a letter or number. The
code is used in conjunction with the country code and transaction
type, so you can use the same VAT code for both sale and
purchase rates.

Note: For Country Types of "R" and "U", VAT Codes that are set to "Y" are used to
apportion delivery charges on the SD report according to the weight (Net Mass) of
each stock item on the transaction. This applies if you use the EC VAT module.

The percentage rate of taxation to be levied on the taxable value of
transaction items associated with the code. You can specify two
rates together with the date from which the rate becomes effective.
This means you can enter a rate change in advance. Only one rate
can be current.

A reference that identifies the nominal account to which the value of
taxation is posted for transactions associated with the VAT code.
You can select from a list. Nominal accounts are defined using the
Accounts form in the Nominal module. This only applies to home
country VAT codes.

Click to select the box or boxes to which the value of goods
associated with the VAT code is accumulated on the VAT return. In
most cases the boxes are selected for you and disabled. However,
where boxes are enabled you can only select them if they are valid
for the VAT Code, for example; if you are creating a VAT code for
customers in the EU who bought goods from you, you can only
select boxes 6 and 8.

Note: This only applies if the EC VAT module is used.

Tick the Goods Value = Supplies box if transaction values for this
VAT code is to be included in the aggregate value of EC sales on
the ESL.

Tick the Process Item box if transaction values for this VAT code
are either being sent to another EC member state for processing or
being returned to another member state after processing. These
transactions do not appear on the ESL report. Select the

Tick the Triangulation box if transaction values for this VAT code
are involved in triangulation as an intermediary. Such transactions
appear on the ESL report with a '2' in the indicator field. The ESL
prints separate triangulation lines so that they are not combined
with non-triangulation records.

Tick the Services box if transaction values for this VAT code are for
Reverse Charge services transactions.

Note: This only applies if the EC VAT module is used.

Click to select the options that apply to the VAT code concerning
SDs. Select the Pre-Process Item option if the items sent to or
received from the EU member state are for processing. Select the
Post Process Item option if items analysed to this code are either
being sent to another EU member state after processing or are
being returned from another member state after processing. Select
the Goods Value = Supplies option if transaction values analysed
to this code is to be included in the aggregate value of EC VAT
sales on the SD.

1.5.1 Copying VAT Codes (System)

If you have more than one company profile, you can copy VAT rates stored on
one company to the current one using the Copy data button on the toolbar.
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To Copy VAT Codes

Notes

1. Open the System folder and click Maintenance - VAT Processing or click the
Administration tab on the Ribbon Bar and then click System - Maintenance -
VAT Processing.

2. On the toolbar, click the Copy data button or press CTRL+M.

3. Select the company from which you want to copy VAT code records.

4. Click the command button according to how you want to copy the records
from the source company. You can choose Replace, Update, Combine or
Append.

3 Select Company
Copy the Tax Rates From Which Company?
v
I Replace ] [ Ipdate l I Combine ] I Append ] ’ Cancel
1.5.2 Printing the VAT Audit Report (System)
Use the Vat Audit report to produce an audit trail that shows the totals for each
VAT return box as printed on the VAT return report. To trace transactions to a
lower level, the summary report provides a link to the detailed VAT return audit
trail.
3 VAT Audit
Report For YAT Period Ending : E
|:|Summarv Report
@ l l Cancel ]
To Produce the VAT Audit Report

1. Open the System folder and click Maintenance - VAT Processing or click the
Administration tab on the Ribbon Bar and then click System - Maintenance -
VAT Processing.

2. Click Action and then click VAT Audit.

3. Inthe Report for Tax Period Ending box, type the date that defines the end of
the tax period to be reported. You can select a date by clicking the ellipses
[...] button next to the date box.

4. Tick the Summary Report box to print a report without each transaction's
detail lines. If you leave this check box cleared, a detailed report is produced
that includes each line on the transaction.

5. Click OK.

6. On the Publisher form, click the tab to select the output device you want to
use and then complete any settings or options you want to apply to the output
device. To process the output, click Publish.

© Pegasus Training Services Page 33



Accreditation Training Courseware - O3Training_Accreditation_ ADM50SystemR3.7.docx

3 Pegasus Opera 3 - Orion Vehicles Leasing

| Report Preview - VAT Audit (sqsyvaud.fr)

Orion Vehicles Leasing VAT Return Audit Trail
Created on 23002010 1430 by ADMIN
R Reyerse Charge
S Services Received
Orion Vehicles Leasing VAT Return Audit Trail Feriod Ended 31082010 Page 1
Tax Trans Ctry VAT VAT-able VAT Inter EC Transaction Foreign Currency
Point Date Type Reference Via Alc Type CodeRate Value Value Value Value Trans. Val Code
T10az008 nveice MVO0SES SL wacomn st 1sm St10000 488500 7500
H a0 485500 asTe500
18082008 veice 83_001 BL Caroont P15 1800 240 840
H 60 240 ABan
15062008 veice 1115 B CoRnont LS —e7.09 4578 e
u 46789 0o+ 45789 46789 842 ER
15062009 nveice 8001 AL cuLoom Po1sm w500 575 5175
H 500 875 5175
15062009 nveice tyes00z P cuLoom 11500 41310 LR wrs0r
H w1210 EEd 750
15062008 nveice r0ng001 P EvEoOm Po1sm Az -rseson -13s95.00
H 200000 “tass00 ~13s05.00
2s082008 nveice hva0sB sL eRnoo:z st 15 14488 270 16838
H 14488 2 16636
2a0am008 ivaice NV0SES SL DoRooDt st 1sm sm 075 575
H sm 015 575
2a0am008 ivcice NVIOS36 L Harnoot st 1sm 2004878 30071 208377
s om 2243500 24500
H 4254176 007 ase877
2062008 nveice NVODSET L PREDODT st 1sm ss8 148 1
H ass 148 RS
aonsiz008 nveice hvaoses SL epaun st 15 280 2 1220
H 800 8120 s
0062009 0022008 Inveice NVO0SES SL epaun st 15 280 2 1220
H a0 8420 [eEs
ORENNS  DSOIZN0D nweice NVIDSSE SL apaonon st asm T 84z sz
H a0 8420 a2
ORRN0S  DSAR000 Inveice NVODSST SL apaomon st 1sm 800 812 s
H 2800 8420 45220
0BR003  DSNS008 Inveice IVODSSE SL apa0m0n st 1sm 2800 s120 [Es
EKER 7] 0 0| T

D290HYOQOR (29292 HQ 2@

End of Locate scope.

1.5.3 Printing the VAT Values Report (System)

Use the Vat Values report to produce a detailed or summary report that shows the
supply value of your EC trade analysed by VAT code. Certain EC states require
that you maintain registers of goods supplied by their nature for VAT purposes.
There is also an audit requirement to compare VAT values entered with those
calculated by the system. The VAT Values report satisfies these requirements.
Values posted in the sales and purchase modules to 'N' type VAT codes are
included to provide an analysis history for those modules. Values posted in the
nominal ledger to 'N' type VAT codes are not included on the report.

3 VAT Values

Report For VAT Period Ending @ | 31/08/2010 E]

[] summary Report

9

|| cancel

The summary report shows the total value analysed to each VAT code by country.
The detailed report shows each individual transaction, then shows the value of
each analysis line together with its VAT code and a transaction total at the end.

Summary VAT =&/
Audit Trail

This report can also
be exported to Excel
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To Produce the VAT Values Report

1. Open the System folder and click Maintenance - VAT Processing or click the
Administration tab on the Ribbon Bar and then click System - Maintenance -
VAT Processing.

2. Click Action and then click VAT Values.

3. Inthe Report for Tax Period Ending box, type the date that defines the end of
the tax period to be reported. You can select a date by clicking the ellipses
[...] button next to the date box.

4. Tick the Summary Report box to print a report without each transaction's
detail lines. If you leave this check box cleared, a detailed report is produced
that includes each line on the transaction.

5. Click OK.

6. On the Publisher form, click the tab to select the output device you want to
use and then complete any settings or options you want to apply to the output
device. To process the output, click Publish.

 Report Preview - VAT Values (sqsysvy.frx)

[—l 3 Pegasus Opera 3 - Orion Vehicles Leasing,

Orion Vehicles Leasing Supply Values by VAT Code

Crested on 2310372010 3t 14:33 by ADMIN

Orion Vehicles Leasing Supply Values by VAT Code Periad Ended 31/08/2010 Page 1

Acquisition Tax

R Reverse Charge

S Seruices Received

Tax Trans ctry VAT Value of VAT Value Gross VAT Value VAT

Point Date Type Reference Via Typ CodeRate Supplies Entered Value Calculated \Variance

1612008 Invoice INVODS55 sL st 1sm 3110000 468500 3578500 456500 000
H 3110000 465500 38755.00 4655 00 0o

151612009 Invoice 83 001 oL P1 1500 1800 240 5.4 240 000
H “t6.00 240 ‘g4 240 0o

151612008 Ivoice ri13 oL P1 1500 46783 oo 6728 * 000 000
u 46733 000 4673 000 0o

15M08/2009 Inveoice 7001 PL P1 1500 -45.00 675 5175 675 0.00
H 4500 £75 s £75 oo

15162009 Inveice  ty8S002 oL P1 1500 1310 197 s 6197 000
H 1310 i s Y 0o

15M08/2009 Inveoice 009001 PL P1 1500 -12000.00 -1985.00 -13385.00 -1710.00 285.00
H ‘1200000 “189500 ‘1398500 710,00 2500

28m612009 Invoice  INVODSE4 sL s1 15 14468 2170 18638 2170 000
H 14465 270 16636 270 0o

2om612009 Invoise  INVODSE5 sL s1 150 500 075 575 071 004
H oo 07s 575 o7 o4

28m612009 Ivsice  INVODS35 L s1o1sm 2004675 071 2308377 3007 01 000

S om 2248500 000 2248500 000 0o

H azs41.75 w071 a5s477 3007 01 0o

2810812009 Invoice  INYVODSET SL S1 1500 9.88 148 11.36 1.48 0.00
H ges 14 136 148 oo

30m612009 Invoice  INVODS34 sL s1 15 42800 8420 45220 6420 000
H 42800 420 45220 8420 0o

06009 OSMRZ008 lnvelcs  INVODSES sL s1 150 428.00 6420 45220 6420 00
H 42800 820 45220 6420 oo

062009 0SNGR008 Iveics  INVODSEE L st 1sm 42800 6120 45220 6420 0o
H 42800 8120 45220 8420 oo

06009 OSOZ008 Invelcs  INVODSST sL s1 150 42800 6420 45220 6420 0o

() [ro- D
NH290HdNO0OT ||+ P2Q9AHE@PMD
End of Locate scope. NUM

1.5.4 Submitting the VAT Return & RCSL (System)

Use the Vat Return menu on the Action menu of the VAT Processing form to
produce a report of the information you need to complete your VAT 100 form.

If you need to submit the Reverse Charge Sales List (RCSL) to HMRC as well,
you can create a file here to upload to HMRC.

© Pegasus Training Services

Page 35



Accreditation Training Courseware - O3Training_Accreditation_ ADM50SystemR3.7.docx

The RCSL is only relevant if the RC Sales List option is ticked on the Company
Profiles form in the System module, which reports on trade with EC countries that
is subject to the Reverse Charge accounting for goods.

.3 VAT Return

WAT Period Start Date 31/05/2009

WAT Period End Date 31082010 B

[C] Commit ¥aT Data
¥aT Return

_-._:g) a4 ] ’ Cancel

To Produce the VAT Return & RCSL

1. Open the System folder and click Maintenance - VAT Processing or click the
Administration tab on the Ribbon Bar and then click System - Maintenance -
VAT Processing.

2. Click Action and then click VAT Return.

3. If the RCSL box is ticked so that the Reverse Charge Sales List is printed,
and transactions have not been committed to the VAT Return for an earlier
period, enter a date in the VAT Period Start Date box for the start of the
period. You can select a date by clicking the ellipses [...] button next to the
date box. This box is disabled if transactions have been committed to the VAT
Return for an earlier period or if the RCSL box is not ticked.

4. Inthe VAT Period End Date box, enter the date for the end of the VAT period.
You can select a date by clicking the ellipses [...] button next to the date box.

5. Tick the Commit VAT & Reverse Charge Data box to commit the VAT
transactions to the period. These transactions will not be included on a
subsequent return. You must commit both the VAT Return and RCSL at the
same time.

6. Leave the Commit VAT & Reverse Charge Data box unticked to print the VAT
return and RCSL for the period without committing the transactions to the
period. Make sure that the VAT Return box or RCSL is ticked as necessary.

7. Tick the RCSL box if you need to complete the Reverse Charge Sales List.
Then tick the Create HMRC Upload File box to create a file to submit to
HMRC. More details on the RCSL file.

The RCSL file is created as a CSV file in the folder defined in the Data Path
field on the Company Profiles form in the System module. It is called
?_RCSL_Upload.csv (where ? is the company ID) and must be submitted to
HMRC via the HMRC web site and the Government Gateway. If you have
previously created an upload file for the RCSL you will be prompted that one
already exists when you click OK. You are asked whether it should be
overridden. Select No if you want to keep the existing file and then move it to
another folder and run the report again.

Important: If you have informed HMRC that you trade in items that must be
accounted for using Reverse Charge accounting for goods, you must submit
an RCSL even if you have not traded the items in the period you are creating
the report for. For more information, see the Reverse Charge accounting for
goods Help topic.

8. Click OK.

9. On the Publisher, click the tab to select the output device you want to use
and then complete any settings or options you want to apply to the output
device. To process the output, click Publish.
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3 Pegasus Opera 3 - Orion Vehicles Leasing

| Report Preview - VAT Return (sqsyv100.frx)

Source and
Account

Orion Vehicles Leasing VAT Return Exceptions
Crasted on 23032010 & 14:19 by ADMIN Period Ended 31/08/2010
Orion Vehicles Leasing VAT Return Exceptions Period Page 1

R-Reverse Charge

Ended 31/08/2010
These ftems have tax point dates of a previous period but were notincluded in that Y AT Return
Tax

Date Reference Type Goods VAT Point

Total Exceptions 0.00 000

1.5.5 VAT Online (Vat 100)

Use the Vat Return menu on the Action menu of the VAT Processing form to
produce a report of the information you need to complete your VAT 100 form.

3 VAT Online

Box  Walues Committed Walugs to Submit

Process YAT100 Submission Filz for the Period Ended

YAT Registration Number 112 2332 42

1 2454129 24541,29 | VAT due in this period on sales and other outputs,

z 70,15 70,16 | AT due in this period on acquisitions from other EC Member States.

3 24611.47 2461147 | Total WAT due, (the sum of boxes 1 and 2)

4 2150.20 2150,20 | WAT reclaimed in this period on purchases and other inputs, (ncluding acquisitions From the EC),

4 2246127 22461 ,27 | Met WAT to be paid ta Custorns of recaimed by you. (Difference between boxes 3 and 4)

I3 186143 186145 | Total value of sales and all other outputs excluding any VAT, Include your box 8 figure.

7 13034 13034 | Total value of purchases and all other inputs excluding any WAT. Include your box 9 figure.

g a 0| Total walue of all supplies of goods and related costs, excluding any VAT, to ather EC Member States,

Q 467 487 | Total walue of all acquisitions of goods and related costs, excuding any W&T, from other EC Member States.

[ Use 4AS AAS Balancing Payrnent for Direct Debit collection.
Motes Government Gateway Response
A A
) b
@ Process ] i Cancel

1. Open the System folder and click Maintenance - VAT Processing or click the
Administration tab on the Ribbon Bar and then click System - Maintenance -

VAT Processing.

2. Click Action and then click VAT Online.

w

Click Process

4. Confirm all the messages and if you wish to submit at the end of the
confirmation, click yes and this will launch Online Filing Manager.

L "-'., Create the YAT100 online submission file for the tax period 2010-037
L

Yes ] [ Mo

HM Revenue
& Customs

For more information on
VAT 100 Online Filing
please go to

http://www.hmrc.gov.
uk/vat/vat-
online/moving.htm#1

Can the VAT \
100 be filed ‘ /
online? 74

Yes there is a new option
VAT Online in VAT
Processing

Who should file their
VAT Return online?

Companies whose
turnover exceeds £100
000 (Net) or have been
registered for VAT after
31/03/2010

Does it use OFM?

Yes OFM is used to send
the VAT online .net file to
the Government Gateway

Do you need to commit
VAT data before filing
online?

Yes you must commit VAT
Data in the VAT Return
before using VAT Online

Can you amend the
values to be submitted?

OFM will display the
committed values which
can amended prior to
submitting online in O3,
not in OFM..

Does the Gateway
provide notification of a
successful submission?

Yes the Government
Gateway Response box
will display the notification

Can you resubmit a VAT
Return?

No, it can be filed only
once per VAT period
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The WAT100 submission file z_wat100_112233242_201008.net has been created in the Folder

\1ukkenaangel01io3 server wfp dynamicidata

L] "-'., Do wou wish bo submit these details now?
-

[ Yes ] [ Mo

1.55.1 Online Filing Manager — VAT Return

Mandatory VAT100 Return Filing

HMRC is phasing out paper VAT returns. Some companies have to submit their
VAT returns online and pay any VAT due electronically. This applies if either of
the following applies:

e A company has an annual turnover of £100,000 or more (exclusive of
VAT)

e A company has registered or should have registered for VAT on or after 1
April 2010 (regardless of turnover).

What is the

name of the & )
file created /i
by the VAT

Online

routine?

?_vatl00_nnnnnnnnn_yy
yypp.net (where
?=company code, n=VAT
registration number,
yp=Year and Period being
submitted)

Where is this file
stored?

In the Data folder for the
company

Which table holds the
VAT Online data?

The zvonline table holds
the values from VAT
Online processing

Once afileis created -
can you create it again?

Only if a new entry
(committed period) has
not been created - there
is a red warning to
indicate a file exists.
Once you commit another
VAT return then you can
only create files for the
one you have just

committed
Opera 3 works with Online Filing Manager so that you can file your VAT return
online using the Government Gateway. The Government Gateway is an Internet
portal that provides UK citizens and businesses with a convenient way to link to
the Online Services provided by a range of Government departments.
() Pegasus Online Filing Manager
File Details window  Help
wd 0 k PAYE End af Year
Send a Test Submission PAYE P4S Part 1
Check submission Status &

PAYE P45 Part 3

PAYE P46

PAYE P46(Pen)

PAYE P46(Expat)

WAT Return
Transaction values that are linked to VAT codes that are marked to be included
on the VAT 100 return are also included on the VAT Online form which is
accessed from the VAT Processing form in the System module. The form displays
the values for each box on the VAT 100 return, calculated by Opera 3 from the
sales and supply transactions posted in the application. You can amend the
calculated values if required.
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The boxes are disabled after a successful submission has been made to the
Government Gateway so you will not be able to change the values in the boxes. If
a submission was failed by the Government Gateway you can amend the boxes
before submitting the VAT return again. A note is displayed in the Government
Gateway Response box which confirms whether the submission was successful
or not.

Tip: See the Help topic linked to the VAT Processing - VAT Online form in the
Maintenance section of the Opera 3 System module for more information about
filing VAT100 returns.

155.2 VAT100 Submissions

The process of submitting your VAT100 return begins with the creation of the file
containing the necessary information. The System - Maintenance - VAT
Processing - VAT Online command in Opera 3 creates the file in the format
? VAT100 112233242 201009.NET (where ? is the company ID). Refer to the
Opera 3 F1 Help file for further information.

You must ensure you register and enroll at the Government Gateway (an Internet
portal that provides UK citizens and businesses with a convenient way to link to
the Online Services provided by a range of Government departments) before you
can make any electronic submissions. Visit the Government Gateway web site for
more information.

You should also complete the user details using the Details - User command . If
you are acting as an agent or bureau, you also need to complete the agent details
using the Details - Agent command.

Submitting multiple files

You cannot submit more than one VAT100 return at the same time. If you have
more than one return to submit, submit the first return and then submit the second
return, and so on.

Test Submissions

You cannot send test submissions for VAT100 returns. As a safeguard before a
live submission is sent, this message is displayed in Step 5 of the wizard. This lets
you cancel the submission before it is sent to HMRC.

Pegasus Online Filing Manager lg]
'E You are about to make a LIVE submission.
L

This Form should only be used for sending LIVE submissions
and must NOT be used for TEST purposes.

Do you wish to proceed with the LIVE submission?

[ fes ] [ No ]

How does .

Sage 200 a

Handle this? )/
7

From what we
have been
informed, Sage
submission go
via the Sage
Server - not
directly to the
Gateway as
Pegasus do.

Is VAT100 a chargeable
feature?

No, this comes as standard
with O3

Can you submit a test
VAT100 submission?

No - a test cannot be sent
for the VAT100

What happens if you
need to adjust the values
after submission?

Adjustments should be
applied to the following
VAT period
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There are benefits to submitting your VAT Return online:

Notes

e Speed - going through the online registration and enrolment process
takes just a few minutes.

e Security - all transmissions are secure because they are encrypted to the
highest commercial standards and you use a unique User ID and
password.

e Convenience - the service is available all the time.

e Accuracy - there are checks to help reduce errors so there is less chance
of having your return sent back to you for correction or clarification.

e Reliability - you will get an acknowledgment from HMRC including a
unique submission receipt reference number.

Unless you have already done so, you must first sign up for HMRC's online

services. To enrol for VAT Online with HMRC, you will need the following

information about your business:

e your VAT registration number

e the postcode of your main place of business

e your effective date of registration for VAT

o the final month of the last VAT Return you submitted

o the'Box 5' figure from the last VAT Return you submitted.

For detailed information about filing your VAT 100 return online, refer to the

HMRC site www.hmrc.gov.uk/vat/vat-online.

Box Description

Process VAT100 All VAT sales and supply transactions that are posted in Opera 3 are ‘date

Submission File stamped' with the VAT Period End Date entered on the VAT Return form, which

for the Period is accessed from the Action button on the VAT Processing form. This box

Ended displays those VAT period-end dates that have been entered on the VAT
Return form.

Values Committed  The calculated values for each box was they appear on the VAT return.

Values to Submit The values that are included in the submission to the Government Gateway.
These boxes default to the values that are calculated in the Values Committed
box but they can be amended if required. The values in Box 3 and Box 5 cannot
be amended because they are calculated from other values.

Note: To highlight values that are different to the values in the Values
Committed boxes, an asterisk is displayed next to the relevant box.

Use AAS Tick this box if you use the Annual Accounting Scheme. Using the Annual
Accounting Scheme, you make either nine interim payments at monthly
intervals, or three quarterly interim payments, throughout the year. If you use
the Annual Accounting Scheme you also only need to complete one VAT return
at the end of each year.

0 For detailed information about the AAS scheme, refer to the HMRC site
www.hmre.gov.uk/vat/start/schemes/basics.htm

AAS Balancing If you use the Annual Accounting Scheme you only need to complete one VAT

Payment for return at the end of each year. At that point you must pay any outstanding

Direct Debit amount, which you must enter here. You cannot enter a negative value or a

collection value that more than the value in Box 5 (Net VAT to be paid to Customs) in this
box.

Notes Any notes you want to record about the submission can be entered here. The
notes cannot be changed after the VAT return has been submitted to the
Government Gateway.

Government A status message from the Government Gateway which is received if the

Gateway submission was either successful or failed.

Response
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1553

Check that Online Filing
Manager (3.00) is
installed. To check, run
Online Filing Manager
and click the Help
menu. Then click About.
If an earlier version is
installed you must
upgrade your Online
Filing Manager
installation using the
instructions in the
Installation Guide for
the product.

To File VAT100 Submissions

Screenshot

Mmut Pegasus Online Filing Manager @
Pegasus Online Filing Manager

“Wersion 3.00.00 [3]

Build Date: 23/09/1011:45 Buit 23.09.1011.45

Copyright € 1990-2010 Pegasus Software Limited

Wiarning: This computer pragrar is pratected

by copuright law and international treaties.

Unauthorized reproduction or distribution of

this program, or ang part of it, may result in
severe civil and criminal penalties. and will

be prozecuted to the maximum extent
possible under the law.

At least one user must
be set up in Online
Filing Manager with a
valid Government
Gateway ID. If a user is
not already set up, click
Details and then click
User to set up the user.

¢ User Details E|:‘®
Select Uszer Gowernment G ateway D etails
User Number : UserID : |USERIDABCTZ3
MName Email

Surname |AngeH |

Address |antnny angel@pegasus. co. uk

Forename |Antonp |

Telephone Fax
Mobile Mobile :
Type Tvpe:
Extension Extersion : l:l

Check that the .NET
submission file has
been created in Opera
3. See the 'Print &
Submit VAT Reports'
Help topic in the 'How
to ..." section in the
Opera 3 Help for full
instructions on how to
create the file.

0 : and Se ps\A ers\App 0 P 0 P
File Edit VYiew Favorites Toaols Help
e Back ~ () l.@ P ) Search [{2‘ Folders '

Address |@ Ci\Documents and Settingsial Usersiapplication DatalPegasusio3 Server YFPData

Folders X Marme Size | Type Date Modified
| ==Hz_zresl.dbf 1KE Microsoft Yisual FoxPro Table 23/09/2010 16:40
B _zresl. COK S KB Microsoft Wisual FoxPro Index  23/09/2010 16:40

_zvanling, dbf 2 KB  Microsoft Visual FoxPro Table 23/09/2010 16:23
00_11 1KE MET File 23/09/2010 16:19

Run the Processing —
Send to Government
Gateway — VAT Return
command.

PAYE End of Year

PAYE P45 Part 1
PAYE P45 Part 3
PAYE P46

PAYE P4E(PEn)
P&YE P46(Expat)

WaT Return

In Step 1, enter or
browse to the location
where the .NET
submission file that was
saved in Opera 3. The
submission file is
created in the
company's data folder,
the default location is
the Server XXX
Dynamic share (where
XXX is either VFP or
SQL) on the Opera 3
server, normally
'\<ServerName>\03
Server XXX\Data'.

VAT 100

Use this wizard to submit VAT 100 forms to HMRC, via the
Govemment Galeway.

Prior to using this wizard you must register with the Government
Gateway and also enrol for HMRC's Internet Service for VAT

To cortinue. click Next
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Step 1

This process will llow yau to subrit your VAT 100 information via the Intemet

Fre-prepared fls are used as the source for the submission. The fles are created by pour
Areounts soltware appication

Please enter the location that the files reside in, or browse to the required location.

CADocuments and Settings\all Usersdpplication Data\Pegasus\03 Server v| D

VAT 100 [Step 1 of 5] - VAT 100 file location

lV\ewAud\thgI [ < Back ][ Nert > ]

==

In Step 2, select the
company for which you
want to submit the VAT
return. You can select
only one company at a
time.

Please ensure the campany required has been selected below.
Click to select a5 necessan

VAT 100 [Step 2 of 5] - Select Company.

Company | VAT Reg. No. | Peiod |
Orion Yehicles Leasing 112233242 201008
[ View Audit Log ] [ <Back ] [ Hext ] I Cancel ]

7.

In Step 3, review the
details of the
submission.

Flease review the figures below. These figures will be included within the submission,

VAT 100 [Step 3 of 5] - Figures.

In Step 4, enter your
details to log in to the
Government Gateway.
You get these details
when you sign up for

HMRC's online services.

Dcscription
i s
2 ue On EC Acquisitions
3 TotalVAT Due 2461147
4 VAT Reclaimed On Inputs 215020
5 Netwal 2248127
& MetSales And Outputs 136143
7 MetPuchasesandlnputs 13034
8 MetEC Supplies 0
9 NetECAcquistions 467
View Audit Log ] [ <Back ] [ Hext ] I Cancel ]
00 ep 4o 0 D
You must now select the required Govemment Gateway st to perform this submission,
1F HMRE wish to contact you, they wil use the contact details associated with this user.
Please select Govemment Gateway user:
i Antany Angell [USERIDABCT23] v
Please enter the password for the Govemment Gateway for the above user
View udt Log ] [ < Back ] [ Hert ] [ Cancel ]
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In Step 5, review the

company and user

details and enter your
Government Gateway
password again. Then

Please check that the following information is comect :

Company: Orion Yehicles Leasing

click Submit. A warning W

message is displayed

so you can confirm you G

want to make the [
submission before it is Sending To:  igs:secure geteway gov.uk/subrissian
sent. The submission's i i g e B
progress is displayed | [

on the form.

‘whait anline far up to 10| minutes for the information ta be processed,
Should any problems
occur during the
submission, for

“wihen you click Submit, the WAT 100 information will be sent ta the Gavemnment G ateway.

oo ) (oo ]

==

example if a connection
to the Government
Gateway can’t be
established, appropriate
error details will be
displayed. Please
examine the details of
any errors very
carefully. Use the Print
button to print the
reasons for the failure.

Sample file

B =z vat100 112233242 201008.net - Motepad

File Edit Format Wiew Help
[ENTERF’RISS]IOriDn “ehicles Leasing|11223324212010-03

=vat:IRenvelope xmins:vat="http:/Aeesw. govtalk. gov. ukdaxationdvat/vatdeclaration/2" >

=yat:IRheader=
<vat:Keyss
<wat: ey Type="ATRegho">112233242 <fvat: Key=
<fvat:Keyss
=yat:Period|D=2010-08</vat: Feriod|D=
<wat:IRmark Type="genenc"><frat: IRmark=
=yat: Sender><fvat: Sender>
<fyat:IRheader=
<wat:WATDeclarationFRequest>
<wat:WATOue OnOutputs=24541 29<fvat:WATDue OnCutputss

<wat:WATOueOnECACquisitions=/0.18< vat: WATDueOnECAcquisitions»

yat: TotalVAT=24611.47 <fvat: TotalWAT=
<vat:WATReclaimedOnlnputs=2150. 20<Mat WVATReclaimed Onlnput s
yat: NetWAT=22461. 27 <fvat: MetWAT=
<wat:MetSalesAndCutputs=106143<fvat: NetSalesAndOutputs=
<wat:MetPurchasesAndinputs»13034<fvat: MetPurchasesAndinputss
<vat: MetECSupplies=O<ivat: NetECSuppliess
<wat:MetECAcquisitions =467 <fvat: NetECAcquisitions
<fuatWATDeclarationRequest>
<fvat:IRenvelopes
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1.5.6 Summary VAT Audit Trail

Use this form to print a summary drilldown list of the invoices, credit notes and
journals on your VAT return for the selected period.

The list shows you how the VAT return has been updated for each transaction
(with a breakdown of each box - 1 to 9 - on the return). You can print the report for
a VAT period that has already been closed or select transactions using a range of
dates.

This form is accessed from the Action menu on the System Manager - VAT
Processing form.

& summary VAT Audit Trail
Dates
@) VAT period ending 31/08/2014 IZI
() Tax point date From: | [/
To: 17
Committed
Mot committed
Date last committed @ 31/08/2014
Selected VAT period : 01/08/2014 to 31/08/2014

@ oK ] [ Cancel

Tip: Use the Detailed VAT Audit Trail for full details of each invoice, credit note
and journal in the selected period.

Box Description

VAT period Select from a list of VAT periods that have already been closed. If you choose
ending this option the VAT period is shown at the bottom of the form.

Date Last Committed :31/08/2014
Selected VAT Period : 01/08/2014 to 31,/08/2014

2 ok || concel

Tax point date Enter the range of dates that need to be included on the list.

Committed/Not  Committed transactions are those that are already included in a VAT return that
committed has been sent to HMRC. Not committed transactions have still to be included
on a VAT return.

Tip: To save this report as a Microsoft Excel spreadsheet, select Excel Report from
the Report Layout box on the Publisher form.
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Notes
&' Pegasus Opera 3 - Orion Vehicles Leasing - Main System
“ ReportPreview - Summary VAT Audit Tl (sqyvavsfd oo
Orion Vehicles Leasing Summary VAT Audit Trail
Printed 19/01/2015 at 14:56 by ADMIN
Orion Vehicles Leasing Summary VAT Audit Trail Page: 1
Selected VAT period : 01/08/2014 to 31/08/2014
Tax Point Reference Type Via Box 1 Box 2 Box 4 Box 6 Box 7 Box 8 Box 9
01/08/2014 DF61101 Invoice PIL 0.00 0.00 77.00 0.00 385.00 0.00 0.00
01/08/2014 V366697 Invoice SIL 60.00 0.00 0.00 300.00 0.00 0.00 0.00
08/08/2014  HLX8871 Invoice SIL 178.67 0.00 0.00 89333 0.00 0.00 0.00
1.5.7 Detailed VAT Audit Trail
Use this form to see a detailed drilldown list of the invoices, credit notes and
journals on your VAT return for the selected period.
You can print the report for a VAT period that has already been closed or select
transactions using a range of dates. Transactions can be included from any of the
Sales, Purchase and Nominal Ledgers. There are a number of options to filter the
information included on the report.
This report is accessed from the Action menu on the System Manager - VAT
Processing form.
Tip: Use the Summary VAT Audit Trail for a breakdown of how each invoice and
credit note is included in the selected period for each box - 1 to 9 - on the VAT
return.
& Detailed VAT Audit Trail [
Dates Transactions from
] 31/08/2014 |z| Sales Purchase Norminal
) Tax point date From: |/ Account :
To: I
EC-VAT
Committed Country : Q
Not committed Only acquisition tax
Cnly sales to private individuals
Only include
[ Transaction dates different to tax point date
[ Tax point dates not in selected VAT period
[]vaT-only transactions
|:| Zero value transactions
Mon-EC services reverse charge
MTIC reverse charge
Invoices & credit notes |z|
Currency : ALL IZ|
Date last committed : 31,/08/2014
Selected VAT period : 01,/08/2014 to 31/08/2014
@ oK ] [ Cancel
Page 45
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Box Description Notes
Dates
VAT period Select from a list of VAT periods that have already been closed. If you choose
ending this option the VAT period is shown at the bottom of the form.
Date Last Committed :31/08/2014
Selected VAT Period : 01/08/2014 to 31,/08/2014
@ K ] I Cancel
Tax point date Enter the range of dates that need to be included on the list.
Committed/Not ~ Committed transactions are those that are already included in a VAT return
committed that has been sent to HMRC. Not committed transactions have still to be
included on a VAT return.
Transactions Includes invoices, credit notes and journals posted in the Sales Ledger,
from Purchase Ledger, or Nominal Ledger.
Tip: To select a particular customer, supplier or Nominal Ledger account,
select just one of the boxes.
EC-VAT You can select invoices and credit notes for customers and suppliers in a
selected EU country.

e Select the Only acquisition tax box to include only transactions where
acquisition tax is applicable. Enabled if you use the EC VAT
application and only the Purchase box is selected.

e Select the Only sales to private individuals box to include only
transactions for people in EU countries who are not registered for
sales tax in their country. Enabled if you use the EC VAT application
and only the Sales box is selected.

Only include

Transaction Includes invoices, credit notes and journals posted with a tax point date that is

date different to  different to the transaction date.

tax point date

Tax point date Includes invoices, credit notes and journals posted with a tax point date in a

not in selected later VAT period.

VAT period

VAT-only Includes VAT-only invoices and credit notes.

transactions

Zero value Includes zero-value invoices and credit notes.

transactions

Non-EC Includes invoices and credit notes for suppliers to non EC countries where the

services reverse charge is applicable.

reverse charge

MTIC reverse Includes reverse charge invoices and credit notes. See the What's Reverse

charge Charge VAT Accounting for Services? and What's Reverse Charge VAT
Accounting for Goods? Help topics for more details about the reverse charge.

Invoices & Includes either both invoices and credit notes, or only invoices or only credit

credit Notes notes.

Currency Includes only the selected currency.

Tip: To save this report as a Microsoft Excel spreadsheet, select Excel Report from

the Report Layout box on the Publisher form.
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& Pegasus Opera 3 - Orion Vehicles Leasing - Main System

&' Report Preview - Detailed VAT Audit Trail (sqsyvaud fr) £

Orion Vehicles Leasing Detailed VAT Audit Trail
Created on 19/01/2015 at 15:00 by ADMIN

‘Application criteria: Sales,PurchaseNominal

Snowing Invoices & credt notes

= Acquisition Detailed VAT Audit Trail
R Reverse Charge

S Senices Received Selected VAT period : 01/08/2014 to 31/08/2014
Orion Vehicles Leasing Page: 1
Tax Trans Ctry VAT 'VAT-able VAT Inter EC Transaction Foreign  Currency
Point Date Type Reference Via Ac Type Code/Rate Value Value Valug Value Trans. Val. Code
01/08/2014 Invoice DF81101 PIL MULOOD1 Pl 2000 -386.00 -77.00 -482.00

H -385.00 -77.00 -462.00
01/08/2014 Invoice V366697 SIL AHLOCO1 S1 2000 300.00 60.00 360.00

H 30000 s0.00 360,00
0810812014 Invoice  HLXEET1 SL ADACOD! st 2000 so333 17387 107200

H 88333 17867 107200

808.33 161,67 970.00

1.5.8 Summary VAT Values

Use this form to see a summarised list of supply and VAT values for each VAT
code.

You can print the report for a VAT period that has already been closed or select
transactions using a range of dates.

This form is accessed from the Action menu on the System Manager - VAT
Processing form.

Tip: Use the Detailed VAT Values report for full details of each invoice and credit
note in the selected period.

"* Summary VAT Values

Dates

31/08/2014 =

(7) Tax point date From: | //
To: Il

Committed
Mot committed

Date last committed : 31/08/2014
Selected VAT period : 01/08/2014 to 31/08/2014

@ (04 ] I Cancel
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Box Description
U PEIiDE Select from a list of VAT periods that have already been closed. If you choose |
Ending this option the VAT period is shown at the bottom of the form.

Date Last Committed :31/08/2014
Selected VAT Period : 01/08/2014 to 31/08/2014

@ oK l I Cancel

Tax Point Date Enter the range of dates that need to be included on the list.

Committed/Not  Committed transactions are those that are already included in a VAT return that
Committed has been sent to HMRC. Uncommitted transactions have still included on a
VAT return.

Tip: To save this report as a Microsoft Excel spreadsheet, select Excel Report
from the Report Layout box on the Publisher form.

| f .H 1 & Pegasus Opera 3 - Orion Vehicles Leasing - Main System

& Report Preview - Summary VAT Values (sqsysvs.f)

Orion Vehicles Leasing Summary VAT Values

Created on 19/01/2015 at 15:01 by ADMIN

Orion Vehicles Leasing Summary VAT Values Page: 1
Selected VAT period : 01/08/2014 to 31/08/2014

* Acquisition

§ Services Received

Country Trans. VAT Value of VAT
Type Type Code Supplies Value
H P 1 Standard Rate (Domestic) -385.00 -77.00
H P Transaction Type Total -385.00 -77.00
H s 1 Standard Rate (Domestic) 119333 238.67
H s Transaction Type Total 1193.33 238.67
H Couniry Type Total 808.33 161.67
Totals 808.33 161.67

1.5.9 Detailed VAT Values

Use this form to see a detailed supply value and VAT value for each VAT code.

You can print the report for a VAT period that has already been closed or select
transactions using a range of dates. Transactions can be included from any of the
Sales, Purchase and Nominal Ledgers. There are a number of options to filter the
information included on the report.

This form is accessed from the Action menu on the System Manager - VAT
Processing form.

Tip: Use the Summary VAT Values report to see a summarised list of supply and
VAT values for each VAT code.
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& Detailed VAT Values

Transactions from

31/08/2014 |Z| Sales Purchase Nominal

(©) Tax point date From: | J/ Account :
To: I
EC-VAT
Committed Country : Q
Nt committed Only acquisition tax
Only sales to private individuals
Only indude
[ Transaction dates different to tax point date [ only VAT variance transactions
[] Tax paint dates not in selected VAT period [Clapply transaction valuejrate aiteria
[C]vAT-only transactions @ Value of supplies
[] zero value transactions VAT value
Non-EC services reverse charge VAT rate
MTIC reverse charge
0.00
Invoices & credit notes |z|
Currency : ALL |E|
Date last committed : 31,08/2014
Selected VAT period : 01/08/2014 to 31/08/2014
@ oK ] ’ Cancel

Box Description

Dates

VAT period Select from a list of VAT periods that have already been closed. If you choose
ending this option the VAT period is shown at the bottom of the form.

Date Last Committed :31/08/2014
Selected VAT Period : 01/08/2014 to 31/08/2014

@ oK ] [ Cancel

Tax point date Enter the range of dates that need to be included on the list.

Committed/Not ~ Committed transactions are those that are already included in a VAT return
committed that has been sent to HMRC. Not committed transactions have still to be
included on a VAT return.

Transactions Includes invoices, credit notes and journals posted in the Sales Ledger,
from Purchase Ledger, or Nominal Ledger.

Tip: To select a particular customer, supplier or Nominal Ledger account,
select just one of the boxes.

EC-VAT You can select invoices and credit notes for customers and suppliers in a
selected EU country.

e Select the Only acquisition tax box to include only transactions where
acquisition tax is applicable. Enabled if you use the EC VAT
application and only the Purchase box is selected.

e Select the Only sales to private individuals box to include only
transactions for people in EU countries who are not registered for
sales tax in their country. Enabled if you use the EC VAT application
and only the Sales box is selected.

Only include

Transaction Includes invoices, credit notes and journals posted with a tax point date that is
date different to  different to the transaction date.
tax point date
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Tax point date
not in selected
VAT period

VAT-only
transactions

Zero value
transactions

Non-EC
services
reverse charge

MTIC reverse
charge

Invoices &
credit Notes

Currency

Only VAT
variance
transactions

Includes invoices, credit notes and journals posted with a tax point date in a
later VAT period.

Includes VAT-only invoices and credit notes.

Includes zero-value invoices and credit notes.

Includes invoices and credit notes for suppliers to non EC countries where the
reverse charge is applicable.

Includes reverse charge invoices and credit notes. See the What's Reverse
Charge VAT Accounting for Services? and What's Reverse Charge VAT
Accounting for Goods? Help topics for more details about the reverse charge.

Includes either both invoices and credit notes, or only invoices or only credit
notes.

Includes only the selected currency.

Sometimes the VAT calculated by Opera may be changed by the operator
when the invoices or credit note is posted. Select this option to include only
these transactions.

Apply You can choose to filter invoices and credit notes' goods or services values,
transaction VAT values, and VAT rates using the following operators:
value/rate e Greater Than
criteria
e Less Than
e Equals
e Between
e Not Equal To.
Tip: To save this report as a Microsoft Excel spreadsheet, select Excel Report
from the Report Layout box on the Publisher form.
— % Pegasus Opera 3 - Orion Vehicles Leasing - Main System
l| "\. & Report Preview - Detailed VAT Values (sqsysvv.frd [

Orion Vehicles Leasing Detailed VAT Values
Created on 19/01/2015 at 15:04 by ADMIN

Application criteria: Sales, PurchaseNominal

Showing Invoices &credit notes

Detailed VAT Values Fage: 1
Selected VAT period : 01/08/2014 to 31/08/2014

Orion Vehicles Leasing

* Acquisition Tax
R Reverse Charge
S Services Received

Tax Trans. Ctry VAT Value of VAT Value Gross VAT Value VAT
Point Date Type Reference Via Type CodelRate Supplies Entered Value Calculated Variance
0100872014 Invoice DFB1101 PIL P 1 2000 -385.00 77.00 -462.00 77.00 0.00
H -385.00 77.00 462.00 77.00 0.00

0100872014 Invoice V366697 siL s 1 2000 300.00 60.00 360.00 60.00 0.00
H 300,00 60.00 360.00 60.00 0.00

0810872014 Invoice HLX871 siL s 1 2000 392.33 178.67 1072.00 178.67 0.00
H 893.33 178.67 1072:00 17867 0.00

808.33 161.67 970.00 161.67 0.00
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1.5.10 Printing the VAT Audit Trails

Use the Vat Audit report to produce an audit trail that shows the totals for each
VAT return box as printed on the VAT return report. To trace transactions to a
lower level, the summary report provides a link to the detailed VAT return audit
trail.

1.5.10.1 To Produce a Summary or Detailed VAT Audit Trail

1. Open the System folder and click Maintenance - VAT Processing or click the
Administration tab on the Ribbon Bar and then click System - Maintenance -
VAT Processing.

2. Click Action and then select Summary VAT Audit Trail or Detailed VAT Audit Trail.

Under Dates, select VAT period ending or Tax point date. Then enter the
required dates.

4. Select Committed to include transactions that have already been committed to a
VAT return or Not committed to include transactions that have yet to be
committed.

5. If you are using the Detailed report, under Transactions from and Include,
select the required options.

6. Click OK.
7. On the Publisher form, click the tab to select the output device you want to use

and then complete any settings or options you want to apply to the output device.
To process the output, click Publish.

Tip: To save this report as a Microsoft Excel spreadsheet, select Excel Report
from the Report Layout box on the Publisher form.

1.5.11 Printing the VAT Values Reports

Use the Vat Values report to produce a detailed or summary report that shows the
supply value of your EC trade analysed by VAT code. Certain EC states require
that you maintain registers of goods supplied by their nature for VAT purposes.
There is also an audit requirement to compare VAT values entered with those
calculated by the system. The VAT Values report satisfies these requirements.
Values posted in the sales and purchase modules to 'N' type VAT codes are
included to provide an analysis history for those modules. Values posted in the
nominal ledger to 'N' type VAT codes are not included on the report.

The summary report shows the total value analysed to each VAT code by country.
The detailed report shows each individual transaction, then shows the value of
each analysis line together with its VAT code and a transaction total at the end.

1.5.11.1 To Produce the Summary or Detailed VAT Values
Reports

1. Open the System folder and click Maintenance - VAT Processing or click the
Administration tab on the Ribbon Bar and then click System - Maintenance -
VAT Processing.

2. Click Action and then click Summary VAT Values or Detailed VAT Values.

Under Dates, select VAT period ending or Tax point date. Then enter the
required dates.

4. Select Committed to include transactions that have already been committed to a
VAT return or Not committed to include transactions that have yet to be
committed.
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5. If you are using the Detailed report, under Transactions from, EC VAT and
Include, select the required options.

6. Click OK.

7. On the Publisher form, click the tab to select the output device you want to use
and then complete any settings or options you want to apply to the output device.
To process the output, click Publish.

Tip: To save this report as a Microsoft Excel spreadsheet, select Excel Report
from the Report Layout box on the Publisher form.
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Accreditation Training Courseware ~ ———
2 Maintenance

Various other Maintenance records may now be created for Processing and
Analysis purposes.

2.1 People Profiles

Use the People Profiles command to create one or more ‘person’ records. These
may be any individual who may be referenced in the system, irrespective of
module or company. The function is quite distinct from user profiles since the
people records have no bearing on access rights to the options in the system.
Instead, this function is provided to maintain a central table of individuals who may
be associated with records within the system. For example, in Purchase Invoice
Register, a person may be identified as someone to assign to a transaction; while

in Costing, a person may be identified as an employee or subcontractor and <
project leader. By using this People Profiles command, you can maintain the o
details of all persons who may be processed in various modules and thereby =1
reduce the amount of effort needed to specify their details in more than one part )
of the system. g
S
s s o
3 People Profiles : DEWER0O1 - Mr David John Dewer (= |[B1]X] ()

pemo | st |

Reference @ | DEWEROOL

Title M

Surname ;| Dewer

First Mame : | David John

Address 1 | 24 Bracken Hil

Huttan

Yorkshire

Past Code @ | Y080 600G

Telephone :

Fax :

Mobile :

E-Mail :
Costing :
[CJEmployee Subcontrackor [ Project Leader

)

Wiew

Note: If you want to use the Notes facility and record actions, you will need to
ensure that any individuals to which such actions are assigned have a record
create using the People Profiles command.

You can create model profiles to use as templates when you create new records.
When you create a new record, the Option list on the Add Reference dialog box
provides two options:

¢ Create Reference Without a Model
e Create Reference Using a Model (provided at least one other record exists)
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Provided you have created at least one profile record, you can use the Create
Reference Using a Model option to determine default entries for most of the boxes
on the People Profiles form. These defaults can be overridden to customize the
record before saving.

To maintain people profiles

1. Open the System folder and click Maintenance or click the Administration tab on
the Ribbon Bar and then click Maintenance.

2. Click People Profiles.

3. To create a new record, click the icon on the toolbar or press CTRL+N.
The Add Reference dialog box appears.

4. In Reference type a unique code to identify the person.

5. In the Options list, click to select whether you want to create a record with or
without a model. If you choose to create a record using a model, click to select the
model in the Model Reference list.

6. Inthe boxes provided, enter the user profile details.
7. To save the record, click the icon on the toolbar or press CTRL+S.

Notes: If you have the Costing module, use the options under Costing to
determine whether the person is an employee or subcontractor. In either case,
you can also determine whether the person is a project leader for a job.

To record notes for the person record, use the Memo tab.

2.2 Report Layout

Some reporting commands provide more than one layout option to choose from,
depending on the type of stationery you intend to use. For example, some
documents are available in continuous or laser format, and so on. Where you
have a choice, this is provided in the Report Layout list box on the Publisher form
which appears when you have completed and accepted any criteria for the
document in question. The purpose of the Report Layout command on the
Maintenance submenu of the System module is to provide a means to control
these list box options. Each layout has a report name and is associated with a file
that contains the design. If you have an alternative design to the ones supplied
with the software, you can identify the file to be used. Other settings control which
of the designs associated with a particular document is the default. You can
define a default printer selection applicable to a given design and check the
alignment of the stationery. You can control the paper length and width in tenths
of a millimetre. You also specify the left-hand position of the document using the
Left margin setting and the Align command on the Action menu to test the
alignment on the printer.

.3 Report Layout g@@
lerna || Lisk

Report : sqinin Paper length i}

Description : | PEG630 Invoice Mulki-Purposs Laser Paper width ; 0| .1 milimetres

Documert: : sqinir.Frx E] [oefaul Source :

Mo, of Copies @ 15 Chained Report @ | <NONE= v

Left margin: | O .0001 inch

] E-Mail Default

Prinker : <MOME= v
5)
Wigw A

Memo Field &,
The memo field for
generic reports will
contain all the code
for the “Impact

Printer “ lines used
on the reports.

Oll 2 O3 Reports
There are a few reports
which have had
structural changes,
these include;

e Al Nominal
Transfer Reports

. Audit Trail
. Snapshot Report

These are most likely
required to be
redesigned if previously
modified.

About 75-85 % of
reports have had slight
modifications due to the
advanced Previewer
enhancements.
Copying over original
designs may cause the
preview to slightly mis-
align but should still fit
to stationary.

All designs replaced
would be subject to the
users testing and
development.
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All laser stationery is defined as A4 size paper, while continuous-form stationery is
dependent on the document. By changing the value in the No. of Copies box, you
can determine the default number of copies of the report that should be printed.
This value is automatically transferred to the Windows Print Manager whenever
the report is produced. Unless otherwise changed here, the default number of
copies for all reports is 1.

2.2.1 Chained Reports

For some reports, you might want to print different information on different copies.
For example, while printing an invoice, you might also want to produce a delivery
note that excludes the invoice values. This can be achieved by ‘chaining' one
report to run straight after another. To do this, you identify the report to follow in
the Chained Report list box.

The list only shows documents that have the same report name (for example,
sqinin) but different file names. The report you select in the Chained Report list
box can also be chained to another report; so you can chain multiple reports.
However, the application will make validation checks to ensure you do not
inadvertently chain reports that would cause a loop back to another report in the
same chain (for example, the application will prevent a situation in which report A
chains report B, which chains report C, which chains to report A and therefore
loops back on itself).

When you select the output destination for chained reports using the Publisher
form, selecting the Screen option will direct all chained reports to the screen. If
you select the File or E-Mail options, all chained reports will be directed to the
same spooler or PDF (Portable Document Format) file. If you select the Printer
option, all chained reports are sent to the same printer unless the report layout
definition for one or more of the chained reports identifies a different printer, in
which case, the chained reports will be directed to different printers accordingly.
The same condition applies to number of copies specified on the report layout
record.

NB: XLS reports are not tested in a Chained Reports environment (however are unlikely to be
chained).

2.2.2 Defining the Paper Source

If a report layout definition identifies a printer in the Printer list box, the Source list
box becomes available. This enables you to determine the paper source for multi-
tray printers. This might be helpful where you have a multi-tray printer holding
different stationery for different reports. Where a source has been identified in the
report layout record, you can override this on the Publisher form when you
subsequently print reports in the system.

2.2.3 Paper Sizes and Continuous Form Stationery

It is important that paper sizes are correctly specified when printing continuous
stationery reports. On the Report Layouts form, the paper length and paper width
for a particular layout is specified in 10ths of a millimetre. For standard layouts
supplied with the system, these are predefined. As well as defining paper sizes on
the Report Layouts form, the paper size for the printer must be compatible. This
means ensuring that any printers identified in the Printer list box that will be used
to print continuous-form documents, have their paper sizes set to the layout's
dimensions.
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2.2.4 Company-specific Report Layouts

You can add company-specific reports to the Report Layout form. Company-
specific reports are identified by the inclusion of the company identifier at the
beginning of the Report Code (for example a_inin for an invoice layout for
company A). Where no company-specific report exists, the application uses the
default. If the company-specific report (for example, a_inin.frx) exists only in the
Reports folder and there is no entry in the Report Layout table, this report will
always be used. Entering the company-specific report in the Report Layout table
will enable you to have a generic company-specific report as the details can be
entered in the memao. It will also enable you to have multiple designs for the same
company-specific report by simply entering the required document references
against the same Report Code.

Note: If you have created additional systems using the Additional Systems
command in the System module, you can copy company-specific reports from the
main system to the other system(s). You will need to copy the relevant report
files to the Reports subfolder of the Systemx folder (where x is the system
number).

2.2.5 To change report layout settings

1. Open the System folder and click Maintenance or click the Administration tab on
the Ribbon Bar and then click Maintenance.

2. Click Report Layout.

3. Locate the report for which you want to change settings. In the boxes provided,
enter the details required. You can change the description and browse to locate
the file that contains the layout to be used.

4. To specify a particular file as the default, select the Default option. In the case of
layouts, you can also identify the default design used for e-mailed documents by
selecting the E-Mail Default option. This only applies to records set up to use e-
mail profiles.

5. To set the default number of copies to be printed to more than 1, change the
value in the No. of Copies box accordingly.

6. To check the alignment of the stationery, click Action and then click Align. You
can adjust the left margin position using the Left margin box.

7. Use the Printer list to select a default printer for the report.
8. To save the record, click the icon on the toolbar or press CTRL+S.

Notes: For continuous form stationery, you can change the default length and
width of the report design using the Paper length and Paper width boxes. These
dimensions are in tenths of a millimetre. These dimensions must be compatible
with the paper settings associated with the printer's properties.

For certain special reports where you want one or more reports printed in
succession after the current one, identify the next report to be printed in the
Chained Report list box.

If you select a printer in the Printer list box, you can use the Source list box to
identify the paper source if you are using a multi-tray printer.
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2.2.6 Example setting up Company/Customer specific
chained reports

Company specific design chained reports......

In Opera 3 - Reports folder - copy SQINOR (both .frx & .frt) X 2 each and rename as
follows:

Z_INOR.frx
Z_INOR.frt
Z_INOR2.frx
Z_INOR2.frt

These will be the default standard designs for company Z.

Open Z_INOR.frx and key in "Default/Standard design™ underneath "Order’ to identify this
when it prints - Save changes.

Open Z_INOR2.frx and key in "Default/Standard design - copy 2" underneath “Order" to
identify this when it prints - Save changes.

In System - Maintenance - Report Layout - Create 2 new reports as follows:

New Report 1...

Report =Z_INOR

Description = Standard Design
Document = Z_INOR.frx
Default = ticked

Save.

New Report 2...

Report = Z_INOR

Description = Standard Design - copy 2
Document = Z_INOR2.frx

Save.

Go into Report Layout for New Report 1 and in Chained Report - select New Report 2 -
Save.

Go into SOP - Processing - Orders - ADA0O0OL - Raise new Order - this prints standard
design and standard design copy 2 correctly.

Customer Specific design chained reports......

In Opera 3 - Reports folder - copy SQINOR (both .frx & .frt) X 2 each and rename as
follows:

Z_INORCC.frx
Z_INORCC.frt
Z_INOR2CC.frx
Z_INOR2CC.frt

These will be the customer specific designs for customers using document design = CC.

Open Z_INORCC.frx and key in “Customer specific design™ underneath "Order" to identify
this when it prints - Save changes.
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Open Z_INOR2CC.frx and key in "Customer specific design - copy 2" underneath “Order
to identify this when it prints - Save changes.

In System - Maintenance - Report Layout - create 2 new reports as follows:

New Report 1...

Report =Z_INORCC

Description = Customer Specific Design
Document = Z_INORCC.frx

Save.

New Report 2...

Report =Z_INORCC

Description = Customer Specific Design - Copy 2
Document = Z_INOR2CC.frx

Save.

Go into New Report 1 and in Chained Report - select New Report 2 - Save.

In Sales - Processing - AHL0OOO1 - Action - Options - Document Design = enter CC in this
field - Save.

Go itho SOP - Processing - Orders - AHLOOO1 - Raise new Order - this is printing
Customer Specific design and customer specific design copy 2 correctly.

2.3 E-mail Profiles

Use the E-Mail Profiles command to amend the default message content for
documents sent by e-mail to customers in the Sales and SOP modules, or
remittance advices and purchase orders sent by email to suppliers. E-mail profiles
are only used where customer or supplier accounts are set up to use them. You
can email any document or report to a customer or supplier anyway using the
Email tab on the Publisher form, but where accounts are not set up to use e-mail
profiles, you have to complete the message details manually.

3 E-Mail Profiles A=1E3

General | List

Report: |sqinin | |Inv0icing,|’SOP Invoice Field Selector: 'Subject’
E-Mail To: | {SaleshccountErmail: G’ Address Line ¢ s
= Postcode
“
= Telephone Mo,
Subject: Invaice e Fax Mo.
‘; E-Mail Address
- Web Site Address
Message: Thark you For your order, ‘our Invaice - {InvaiceMa} - is attached, ~ Contact
Order Contact

Order E-Mail Address
Turnover

Last Invoice Date
Last Receipk Date
Current Balance
Order Balance

—|-Company
1d
-
4 Marne
PO A
Attachment: |{Inv0iceN0} | [#] &l Duplicates < | >
2

Wigw
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The benefit of using email profiles is to predefine the message content and to
provide a means of automatically selecting the e-mail output destination for
qualifying customers when statements, sales quotations, sales proformas, order
acknowledgements, delivery notes, and invoices are produced, or suppliers
remittance advices or purchase orders are produced. You cannot amend the
profiles' name or description, or add or remove any new profiles but you can
change the text and variables that determine the message content. Each email
profile has a predetermined list of variables you can use to create the message
content.

2.3.1 Amending Profiles

You cannot add or remove the profiles but you can change the text and variables
that determine the message content to which the PDF (Portable Document
Format) document is attached. The parts of the message you can change on the
E-Mail Profiles form include the email address, the message title, the message
and the attachment name. For each part, you can type your own text and add field
variables to be replaced at runtime. The fields variables available depend on the
profile you are amending (they are different for order acknowledgements, sales
invoices, statements and so on). Field variables are selected from a list under
Field Selector and are placed at the cursor position within the element box,
represented by text in curly brackets. For example, in the Message box for the
home currency statement profile, the following default entry exists:

Please find attached statement from {CompanyName} as at {SystemDate}.

In this example, {CompanyName} represents the field variable for your company
name as it appears on the Company Profiles form. {SystemDate} represents the
current processing date (the one you specify using the Date & Company
command which itself defaults to your computer's system date.

You can add a variable in the element box by double-clicking the field under Field
Selector.

2.3.2 Duplicate Attachment Names

The Allow Duplicates option determines whether duplicate attachment file names
are allowed when the email is sent. If this option is not ticked and a file exists with
the same name as the attachment name, the file will be overwritten with the
attachment. If the Allow Duplicates option is ticked and a file exists with the same
name as the attachment name, the attachment file name will be given the suffix
001 (for example, <filename>001.PDF). If a file exists with this name, the suffix is
changed to 002 and so on, until the name is unique.

2.3.3 Company and System Field Variables

These field variables are available to include on all Email templates. There are
also template-specific field variables that are detailed for each email template.

Group Variable

Company Id
Name
Address
Postcode
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Contact ....................................
TelephoneNo.
Fax No.
E-Mail Address
Web Site Address
Tax Description
VAT Registration Number
Company Registration Number
Company BIC (Bank Identifier Code)
Company IBAN (International Bank Account Number)
System User Id
User Name
Date
Date - Day (DD/mml/yy)
Date - Month (dd/MMlyy)
Date - Year (dd/mm/YY)
Date - Year (dd/mm/YYYY)

These are the email templates that you can maintain. See further for more
information.

Customers

e Statements

e Quotations

e Proformas

e Order Acknowledgements
e Delivery Notes

e Invoices

o Credit Notes

Suppliers

¢ Remittance Advices
e Purchase Orders

To Modify E-Mail Profiles

1. Open the System folder and click Maintenance or click the Administration tab on
the Ribbon Bar and then click Maintenance.

2. Click E-Mail Profiles.
3. Locate the profile you want to change.

4. In the boxes provided, enter the details required. To include a field variable at the
current cursor position in a box, double-click to select the field required from the
list under Field Selector.

5. To save the record, click the icon on the toolbar or press CTRL+S.
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2.3.3.1 Customers

Statements

For a customer to receive emailed statements using an e-mail profile, the
Statements box on the Sales - Processing - Terms form must be ticked and the
E-Mail Address box below the A/C Contact box on the Customer form must
contain an e-mail address. The default layout for the statement is the sqgslstat or,
if foreign currency statements are used, the sqgslstaf report with the E-Mail
Default option ticked in the System - Report Layout command.

Additional Variables for Statements

Group Variable |

Sales Account Reference
Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode
Telephone No.
Fax No.
E-Mail Address
Web Site Address
Contact
Order Contact
Order E-Mail Address
Turnover
Last Invoice Date
Last Receipt Date
Current Balance
Order Balance

Quotations

For a customer to receive emailed quotations using an e-mail profile, the
Quotation box on the Sales - Processing - Terms form must be ticked and the E-
Mail Address box below the Order Contact box on the Customer form must
contain an e-mail address. The default layout for the quotation is the sqinqu
report with the E-Mail Default option ticked in the System - Report Layout

command..

Additional Variables for Quotations

Group Variable |

Quotation Document Quotation No.

Date

Document No.
Address Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
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Quotation Document Address Postcode
Customer Reference
Delivery Address Line 1
Delivery Address Line 2
Delivery Address Line 3
Delivery Address Line 4
Delivery Address Line 5
Delivery Address Postcode
Narrative Line 1
Narrative Line 2

Sales Account Reference
Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode
Telephone No.
Fax No.
E-Mail Address
Web Site Address
Contact
Order Contact
Order E-Mail Address
Turnover
Last Invoice Date
Last Receipt Date
Current Balance
Order Balance

Proformas

For a customer to receive emailed proformas using an e-mail profile, the
Proforma box on the Sales - Processing - Terms form must be ticked and the E-
Mail Address box below the A/C Contact box on the Customer form must
contain an e-mail address. The default layout for the proforma is the sqinpr report
with the E-Mail Default option ticked in the System - Report Layout command..

Additional Variables for Proformas

Proforma Document Proforma No.
Date
Document No.
Address Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Address Postcode
Customer Reference
Delivery Address Line 1
Delivery Address Line 2
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Proforma Document

Sales Account

Delivery Address Line 3
Delivery Address Line 4
Delivery Address Line 5
Delivery Address Postcode
Narrative Line 1

Narrative Line 2

Reference

Name

Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode
Telephone No.
Fax No.

E-Mail Address
Web Site Address
Contact

Order Contact
Order E-Mail Address
Turnover

Last Invoice Date
Last Receipt Date
Current Balance
Order Balance

Order Acknowledgements

For a customer to receive emailed orders using an e-mail profile, the Orders box
on the Sales - Processing - Terms form must be ticked and the E-Mail Address
box below the Order Contact box on the Customer form must contain an e-mail
address. The default layout for the order acknowledgement is the sqinor report
with the E-Mail Default option ticked in the System - Report Layout command..

Additional Variables for Order Acknowledgements

Group Variable

Order Document

Order No.

Date

Document No.

Address Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Address Postcode
Customer Reference
Delivery Address Line 1
Delivery Address Line 2
Delivery Address Line 3
Delivery Address Line 4
Delivery Address Line 5
Delivery Address Postcode
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Order Document Narrative Line 1
Narrative Line 2

Sales Account Reference
Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode
Telephone No.
Fax No.
E-Mail Address
Web Site Address
Contact
Order Contact
Order E-Mail Address
Turnover
Last Invoice Date
Last Receipt Date
Current Balance
Order Balance

Delivery Notes

For a customer to receive emailed delivery notes using an e-mail profile, the
Delivery Notes box on the Sales - Processing - Terms form must be ticked and
the E-Mail Address box below the Order Contact box on the Customer form
must contain an e-mail address. The default layout for the delivery note is the
sqinde report with the E-Mail Default option ticked in the System - Report Layout
command..

Additional Variables for Delivery Notes

Delivery Document Delivery No.
Date
Document No.
Address Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Address Postcode
Customer Reference
Delivery Address Line 1
Delivery Address Line 2
Delivery Address Line 3
Delivery Address Line 4
Delivery Address Line 5
Delivery Address Postcode
Narrative Line 1
Narrative Line 2
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Sales Account Reference
Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode
Telephone No.
Fax No.
E-Mail Address
Web Site Address
Contact
Order Contact
Order E-Mail Address
Turnover
Last Invoice Date
Last Receipt Date
Current Balance
Order Balance

Invoices

For a customer to receive emailed invoices using an e-mail profile, the Invoices
box on the Sales - Processing - Terms form must be ticked and the E-Mail
Address box below the A/C Contact box on the Customer form must contain an
e-mail address. The default layout for the invoice is the sqinin report with the E-
Mail Default option ticked in the System - Report Layout command..

Additional Variables for Invoices

Group Variable |

Invoice Document Invoice No.
Date
Document No.
Address Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Address Postcode
Customer Reference
Delivery Address Line 1
Delivery Address Line 2
Delivery Address Line 3
Delivery Address Line 4
Delivery Address Line 5
Delivery Address Postcode
Narrative Line 1
Narrative Line 2

Sales Account Reference
Name
Address Line 1
Address Line 2
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Sales Account

Address Line 3
Address Line 4
Postcode
Telephone No.
Fax No.

E-Mail Address
Web Site Address
Contact

Order Contact
Order E-Mail Address
Turnover

Last Invoice Date
Last Receipt Date
Current Balance
Order Balance

2.3.3.2 Suppliers

Remittance Advices

For a supplier to receive emailed remittance advices using an e-mail profile, the
E-Mail Remittance Advices box on the Purchase - Processing - Terms form
must be ticked and the E-Mail Address box below the A/C Contact box on the
Supplier form must contain an e-mail address. The default layout for the
remittance advice is the sqplrems report with the E-Mail Default option ticked in

the System - Report Layout command.

Additional Variables for Remittance Advices

Group Variable

Purchase Account

Reference

Name

Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode
Telephone No.
Fax No.

E-Mail Address
Web Site Address
Contact

Order Contact
Order E-Mail Address
Turnover

Last Invoice Date
Last Receipt Date
Current Balance
Order Balance
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Purchase Orders

For a supplier to receive purchase orders using an e-mail profile, the E-Mail -
Purchase Orders box on the Purchase - Processing - Terms form must be ticked

and the E-Mail Address box below the Order Contact box on the Supplier form

must contain an e-mail address. The default layout for the purchase order is the

sgpoor report with the E-Mail Default option ticked in the System - Report Layout

command.

Variables for Purchase Orders

Group Variable

Order Document Order No.
Date
Document No.
Address Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Address Postcode
Customer Reference
Delivery Address Line 1
Delivery Address Line 2
Delivery Address Line 3
Delivery Address Line 4
Delivery Address Line 5
Delivery Address Postcode
Narrative Line 1
Narrative Line 2

Purchase Account Reference
Name
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postcode
Telephone No.
Fax No.
E-Mail Address
Web Site Address
Contact
Order Contact
Order E-Mail Address
Turnover
Last Invoice Date
Last Receipt Date
Current Balance
Order Balance
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2.3.4 E-mail Profile workings (Pre v1.81)

Functionality

Manual Batch Repeat
Original Ord Quo-Iinv N/A

New Quo - Inv Same Yes (but not Scheduler)

Demo Data Set-up

AHL Carol

ALl Sachin

AND Al

BAR Taps

TESTS

Manual Docs

Test1

Account A/C Settings Invoice Order
AHL Main Carol Carol
AND Ledger = AHL Al Al
BAR Inv = AHL Taps Taps
Test 2

Account A/C Settings Invoice Order
AHL Main Carol Carol
AND Ledger = AHL Al Al
BAR Ledger = AHL, Inv = AHL Taps Taps
Test3

Account A/C Settings Invoice Order
AHL Main Carol Carol
AND Ledger = AHL Al Al
BAR Ledger = AHL, Inv = AND Taps Taps
Test 4

Account A/C Settings Invoice Order
AHL Main Carol Carol
AND Main Al Al
BAR Ledger = AND, Inv = AHL Taps Taps
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Individual Account Test on AHL
Test 5

AHLA/C Carol

AHL Ord Al

Document E-mailed

Doc N/A

Quote Al

Pro Carol

Order Al

Del Al

Inv Carol

Cred/N N/A
Repeat Invoicing

Test 6

AHL Main

AND Ledger = AHL
ALI Main

BAR Ledger = AHL, Inv = AND

Batch & Repeat offer E-mail only option (so choice of E-mail accounts or Hard copy acco

process 2 times if a mixture of accounts)

Setting
Setting

Invoice sent to
Carol

Carol

Sachin

Al

Manual - Offers Publisher screen - but can override

2.3.4.1 To Set Up Customers for Email (v1.81+)

It is possible to send quotes, proforma invoices, order acknowledgements,
delivery notes and invoices to your customers by email rather than posting printed
documents. You can email different document types from the Processing, Batch
Processing and Repeat Invoicing commands in Sales Order Processing and

Invoicing.

unts - run
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Steps to Set Up Email

Complete these steps to set up Opera for emailing documents:

Task Form
1. Enter the relevant email Sales Ledger - Processing
addresses for your order and _
. . * Sales Processing : ADADDOL - Adams Light Engineering Ltd
account contacts in the E-Malil )
Address boxes. If you use =
Ledger and Invoice accounts =
you must also set up these Company Mame : | Adams Light Engineering Ltd
accounts with email ad | g
addresses. Address : Close Roa
Gosforth Industrial Park
Gosforth
Marthumberland
Post Code : MC5 1WR
AfC Contact : Mr 1 Miller
E-Mail Address : jm@ale.co.uk
~1
2. Select the documents you Sales Ledger - Processing - Terms
want to email under E-Mail. If  gitam:
you use Ledger and Invoice
accounts you must also select Use Custom Profile?
documents that can be Terms Profile ; Standard Customer
emailed for these accounts. )
Discount Group :
Price List :
Invoice Discount : 0.00
Due Date Options : | Day of Month Following Invoice |Z|| | 15 = | D
Settlement Discount
Days 1: 0 0.00 (%  [/]Debtor's Letter
Days 2: 0 0,00 % Minimum Debt :
[]indude Delivery Charaes [CJvAT Indusive
Banking
Bank Account :
Sort Code : - -
Bank Ref:
Femdid M i e i +
3. Define your email profiles that ~ System Manager - Maintenance - E-Mail Profiles

will be used when the emails
are sent.

6 E-Mail Profiles ==k
iGeneral!| st
Report: [ sgnde | [mvoicing/sop Delivery Note | Fied selector: i To'
EMaiTo: | {SelesAccountOrdEmai} L [Eodiverytiate

Sales Account
- Company
System

Subject: | Delivery Note a

Message: | Thank you for yaur order. Your Delivery Mot - {Deliveryia} -s attached.  »

Attachment: | {DeliveryNe} || ] Alon Dupicates
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Account Contact & Order Contact Email Addresses e

Unless you use the facility in Opera to link your customer accounts to other
accounts (Ledger accounts and Invoice accounts), the email addresses used are
always the following:

Document Email Address

Sales orders, delivery notes and quotes Order contact

Invoices and proforma invoices Account contact

Ledger & Invoice Accounts

You can also define email addresses for Ledger accounts and Invoice accounts
and select which documents can be sent by email for these accounts.

This table shows which email addresses are used for each type of document that
you email to your customers if they have been entered (step 1 above) and the
documents have been chosen for emailing (step 2 above).

Posting Account  Ledger Account Invoice Account
Account Account  Order Account  Order
Contact Contact Contact Contact Contact Contact
Orders & No Yes No No No No The order contact's enjgail address on the
Quotes posting account is always used, regardless of
whether it is linked to 6ther accounts.
Proforma Yes No No No No No The account contact's email address on the
Invoices posting account is always used, regardless of
whether it is linked to other accounts.
Delivery No Yes ? No No No Yes 1 1. If the posting accbunt is linked to an
notes Invoice Account, ithat account's order

contact email address is used.

2. If the posting account is not linked to an
Invoice Account, ithe order contact's email
address on the pbsting account is used.
If the posting account is linked to an
Invoice Account but that account has not
been set up with an email address for the
order contact the;h the address on the
posting account is used.

Invoices Yes c No Yes a No Yes ® No a. The account contact's email address on
the Ledger account is used if available.

b. If the Ledger account does not have an
email address, the Invoice account's
account contact email address is used.

c. Ifthe Invoice account does not have an
email address, the posting account's
account email address is used.

Note: If you want to e-mail a document to a customer who is not set up to email
documents as their default option, you can still select the Email tab on the
Publisher form and enter the message details manually.
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2.4 Task Manager Notes

Task Manager is one of the utility programs provided as part of the Pegasus
Instant Messenger.

You use the Task Manager to maintain details of the events that trigger message
alerts. For example, you might want to alert a user when a customer record is put
on stop. The event or action of a customer record being put on stop causes the
system to send a message to all or a selection of users. This represents a 'task’. A
task event can result in a pop-up message and/or an e-mail.

e If you have the Desktop Edition of Pegasus Instant Messenger, you can
define up to five tasks and you can only use what is called the Simple
Wizard to set up the tasks.

e If you have the Enterprise Edition of Pegasus Instant Messenger, you can
define up to 20 tasks with the default activation, or you can purchase
licences for further tasks if required. You can use the simple wizard as
well as the advanced wizard which provides more control over the tasks
and enables you to create your own alert and report types and layouts.

4 PIM Task Manager ] 9
Fille Wiew Tasks Utlities Help
S Hh o 2 a6
Change List Mew Task  Edit Task  RunTask Delete Task | Refresh List | LUtilities ...
Orion Vehicles Limited |
Task Name | Draps Ta Run | ‘StaltTimel Last Run | Interval | Finish I Enahledl Owner

TESTINGT Every day 02:00  24/03/2009 14:26:34 Y ADMIN

ADMIN 17/12/2008 2

For more details about Task Manager, refer to the separate Pegasus Instant
Messenger Utilities documentation.

To open the Task Manager window

1. Open the System folder and click Maintenance or click the Administration tab on
the Ribbon Bar and then click Maintenance.

2. Click Task Manager. If your logon ID is recognised by Pegasus Instant Messenger
and provided you have access rights to create and edit tasks, the Task Manager
window is displayed.

3. Ifyour logon ID is not recognised by Pegasus Instant Messenger, the Sign In form
is displayed.

4. Click to select your user name from the list and then type the password in the box
provided.

5. Click OK. Provided you have access rights to create and edit tasks, the Task
Manager window appears.

2.5 Additional Systems

When you create companies using the Company Profiles command in the System
module, you can assign a company code of 0-9 or A-Z, which provides up to 36
separate company databases. If you require more company databases than this,
you can create separate groups of companies using the Additional Systems
command. Each group is identified by its own system-generated number, along
with a description. The purpose of the group record is that it permits the software
to manage different groups, each of up to 36 companies.
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5= 1|
Notes
i _istl AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA
Mumber: 1
Descripkion: | Systeml
Close |
oew T [ | 4
Note: The number of additional systems available will depend on the licence you
have. The default system is known as the Main System, and is always available in
all activations.
When you create an additional system, you can choose certain items to copy from
the main system. These are:
3 Copy System Options
Please select those items you wish to
copy from the main system
() ser Profies!
Retain List of Accessible Company Codes
[¥] User Groups and Membership
[Y]People Profies
[¥]Reporter Reports
@ ] [ Cancel
e User profiles.
e The list of accessible company codes attributed to the user profile
records.
e User Groups & Membership
e People profiles.
e Reporter module report designs (VFP Only)
To create a additional system
1. Log in as ADMIN. If one or more additional systems have already been
created, you must log on to the Main System. This is because additional
systems can only be created from within the Main System.
2. Open the System folder, click Maintenance and then click Additional
Systems.
3. To create a new record, click the icon on the toolbar or press CTRL+N.
A system-generated number is assigned to the additional system.
4. In the Description box, type the description or name you want to give the
additional system.
5. To save the record, click the icon on the toolbar or press CTRL+S.
6. On the dialog box displayed, choose which system items you want to
copy from the main system.
7. Click OK.
The Logon form will then include a drop-down list box called System, from which
you can select the system you want to use.
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When you create companies using the Company Profiles command in the
System module, you can assign a company code of 0-9 or A-Z, which provides up
to 36 separate company databases. If you require more company databases than
this, you can create separate systems of companies using the Additional
Systems command. Each system is identified by its own number, along with a
description.

Note: The number of additional systems available will depend on the licence you
have. The default system is known as the Main System, and is always available in
all activations. Also, the number of users you can use across all systems depends
on your Opera licence. If you have a 10-user licence, you can use up to 10 users
across all systems.

When you create an additional system, you can choose certain items to copy from
the main system. These are:

e  User profiles.

e The list of accessible company codes attributed to the user profile records.
e People profiles.

e Reporter module report designs.

Make sure you select the options you need because you cannot copy any more
details from the main system after the new system has been created.

After the additional system has been created, the Opera Logon form includes a
drop-down list box called System, from which you can select the system you want
to use.

2.5.1 Technical Information

After an additional system has been created, its related files are saved in a new
folder in the Opera Server Dynamic Data installation network share location. The
new folder is called 'Systemx' where x is the number assigned to the additional
system. For example, a system allocated the number 9 uses a folder called
System9.

The location of the Dynamic (read-write) data for the Server installation depends
on the Windows product on the computer. Where ‘XXX’ is mentioned, it refers to
either VFP or SQL as appropriate for your installation. ‘x86’ refers to 32-bit
Windows products. ‘x64’ refers to 64-bit Windows products.

Windows

Windows
Server 2008
R2

Windows
Server 2008
(x86)

Windows
Server 2008
(x64)

Windows
Server 2003

Windows 7
(x86)

Opera 3 Folder
C:\ProgramData\Pegasus\O3 Server XXX

C:\ProgramData\Pegasus\O3 Server XXX

C:\ProgramData\Pegasus\O3 Server XXX

C:\Documents and Settings\All
Users\Application Data\Pegasus\O3 Server
XXX

C:\ProgramData\Pegasus\O3 Server XXX

Opera |l Folder
C:\ProgramData\Pegasus\Server XXX

C:\ProgramData\Pegasus\Server XXX

C:\ProgramData\Pegasus\Server XXX

C:\Documents and Settings\All

Users\Application Data\Pegasus\ Server XXX

C:\ProgramData\Pegasus\Server XXX
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Windows 7 C:\ProgramData\Pegasus\O3 Server XXX C:\ProgramData\Pegasus\Server XXX
(x64)
Notes
Windows C:\ProgramData\Pegasus\O3 Server XXX C:\ProgramData\Pegasus\Server XXX |
Vista (x86)
Windows C:\ProgramData\Pegasus\O3 Server XXX C:\ProgramData\Pegasus\Server XXX
Vista (x64)
Windows XP C:\Documents and Settings\All C:\Documents and Settings\All
Users\Application Data\Pegasus\O3 Server  Users\Application Data\Pegasus\Server XXX
XXX

Important: After upgrading to a new version of Opera, the Update Data
Structures command must be separately run for all companies in each additional
system.

The new folder contains these files after the system is created (typically each file
includes three separate files with .DBF, .CDX and .FPT file extensions):

Tables Description

SEQCO Retains details of the companies in the additional system, including the options and link
settings for the company. For example, whether the Cashbook is used or whether the
Nominal Ledger is linked to the Purchase Ledger.

SEQUSER Retains details of the users in the additional system, including each user's security
permissions.
SEQPEOPL Retains details of the individuals who may be associated with records within the system, who

may also be users of the system but could also be people who are involved in the business
but do not use Opera.

SEQREPM Retains details of the reports in the Reporter application in the additional system.
SEQEFLD Retains details of the email profiles in the additional system. These are default messages for

documents sent by e-mail to customers in the Sales Ledger and Sales Order Processing
applications, or remittance advices and purchase orders sent by email to suppliers.

BACSBANK Retain different bank's payment file formats for BACS payments.

BACSFORMAT

BACSSTYLE

SEARCH Retains the fields that are used for searching in each application. For example, the default

search fields for the SNAME (customer) table, includes the customer's name, account
number and the first two lines of the address.

SEQFAV Retains each user's favourite shortcuts to different commands.

NEXTID This table retains the next unique identifier for records that are added to system tables.

Notes:

1. Whenever a user is added to Opera, a new file is also created in the SystemX
folder. The name of the file is the same as the user's login code. For example, a
file called FRED.DBF will be created for a new user of that name.

2. Files that are prefixed with 'ADD', which are used to append new records to the
system files, are not created or copied in the SystemX folder. These files are only
in the main System folder.
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Accreditation Training Courseware
3 Processing

The next section covers the processing aspect of the System Manager.

3.1 Logon

You are prompted for your user name and password while logging on to the
system and you can change these details by using the Logon command in the
System module. The user settings associated with the user profile record
determines the access rights and permissions available after you log on. If your
software licence permits, you may have 'additional systems', each comprising up
to 36 companies. If this is the case, you will be able to choose which system you
want to use as part of the logging on procedure.

Opera 3 Logon

Licensed For use: Pegasus Software Led

MM1S &PE

Licensed User(s): 5 Users

Release Mumber: 1.00,00 {118)

Licence: 12345

Serial Number; VRRZELFY 385HGEEXZ WAL

o
=
o
O
1)
n
n
>

«Q

j To enter Opera 3 you must supply a valid user
name and password,

User LD |P.DMIN |

Password: | |

Q) [ Logan l ’ Cancel ]

To log on to the system

1. Do one of the following:
a. Start the application.

b. If the application is already started, open the System folder and
then click Logon.

2. If applicable, in the System list box, click to select which Additional
System you want to use. The default is the system last used.

3. In the User I.D. box, type the identifier you use to log on. This must be
one that matches an entry in the User ID box on the User Profiles form.

4. In the Password box, type the password you have been assigned or leave
blank if you do not use a password. The entry is checked against the user
record.

5. Click Logon.
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3.1.1 Lockout Periods

If an administrator shuts Opera 3 down to do maintenance work and has
prevented access to it for a period of time, a message will be displayed telling you
when you will be able to use Opera 3 again. For more information about the
Shutdown service, see the Introducing Scheduling Help topic.

This feature is available in Opera 3

3.1.2 ADMIN User

The ADMIN user is an administration user that is given access to all areas of the
application and has security permissions to complete tasks that other users
cannot. For example in lockout periods, only someone using the ADMIN user can
access Opera 3. The ADMIN user can also fix certain data errors when using the
Update Data Structures command and modify report designs before they are
displayed.

3.1.3 Removing Data Backup Locks

All companies included in a data backup will be locked until the backup is
completed. This will normally prevent you from logging on to the application. If the
preferred company for the ADMIN user is being backed up when you log in with
this user code, you will be able to remove the locks when you log in. A message
will be displayed that will ask you if you want to do this.

Important: Using the ADMIN user to remove locks must only be done if the locks
were not cleared automatically after a data backup was completed. You must be
sure that the backups are not being done before you clear the locks.

3.1.4 Login Details

[210)4 Description

System If you use additional systems, you must choose a system to log in to. Each
additional system is independent of other systems in the application. These
systems are created in the Additional Systems command in the System
module.

User I.D Every user has a unique user code that must be used to access the
application.

Password Your password used for authorization when you log on to the application.
You are forced to change your password every so often if the number of
days in the Password Expiry Days box on the System Preferences form is
more than zero. You are warned for up to ten days before your password
will expire. You must then change your password before it expires using
the Preferences command in the System module.
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3.2 Date & Company Notes

Use the Date & Company command to change the system processing date or the
currently selected company database.

.3 Date & Company

Processing Date @ | 23/09/2010 E]

Compary ID .

] [ oo

To change the processing date and company

1. Open the System folder and then click Date & Company or click on the
O3 icon and select Date & Company

2. In the Processing Date box, type the new date or click the button
alongside to choose a date using the Date Selector.

3. Inthe Company ID list, click to select the ID for the company you want to
use.

4. Click OK.

3.2.1 Changing the Date

The processing date is the one that appears as the default posting date on all
transactions entered or created in the system. It is also the date used for reports
and documents. The default processing date is the same as your computer's date
setting. Some forms display the date so you can change it, if required, you can
also change the default using the Date & Company command in the System
module or the Change System Date button on the toolbar. This is especially
useful if you want to process a number of records for a particular date that is
different to today's date. Changing the processing date using the Date &
Company command will not alter the system date stored on your computer; so it
only remains in use until you either change it again or log off.

3.2.2 Changing the Active Company

Each set of company data files is identified by a letter from A to Z or a number
from 0 to 9. User profile records, that identify who has authority to use the system,
define which company or companies a particular user can process. If a user is
allowed to gain access to more than one company, the default company loaded
after logging on will be the one defined on the User Preferences form. If you want
to change to a different company, use the Date & Company command in the
System module. In the Company ID list you can select any ID that is included in
your user profile record. If only one company is set up, or you have authority to
gain access to only one company, the Company ID box will be unavailable.
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3.3

Preferences (User)

Use the Preferences command to determine how certain aspects of the system
operate for each user. For example, you can specify the name of the company
database that is opened when a user logs on. Users can also change their own
password. Each set of preferences is specific to a user profile record, so each
user logged on to the system can have a different set of defaults.

“ Preferences

=

Default Company :

Menu Style :

Toolbar Size :

Default Search :

Reporting :

Change Passward :

Web Page to Display :

z E Orion Vehides Leasing

Confirm

[] show accelerator Key Toolbar
[l Grey And White Grid

[ Use Extended Searching

[ Auto Clear

() Mavigation Pane Auto hide the Mavigator

(@) Ribbon Bar
@ Small (Default)

i) Large

[T Match Any waord
Ignore Case
[T 1indude Deleted

|:| Use Opera PDF Printer
Advanced Previews

[] Remember form positions and sizes | Reset Al

Use Opera 3 Info Centre

[oen -] @

Note: The password can also be changed using the User Profiles command in

the System module, but only by a user with 'manager’ rights.

To define user preferences

1. Open the System folder and click Preferences or click the Administration

tab on the Ribbon
2. Inthe boxes provi

Bar and then click Preferences .
ded, enter the preference settings.

3. To make changes to the background settings, click Action and then click
User Background Options. Complete the details required in the boxes
provided and then click OK.

4. To store your settings and close the Preferences form, click OK.

Notes
Opera 3 ;:;/
Information Centre
(03I1C)

When a user logs in
to a version of the
product that they
have not previously
been logged in to,
the Info Centre page
will display in the
browse form
(regardless of any
settings the user has
in respect of that
form). The user’s
preference will be
honoured for any
further logins until
the software is
upgraded in which
case the Info Centre
page will be
displayed once
again (and only
once again). The
behaviour is user-
specific, i.e.
MANAGER could
have logged in
several times but the
first log in for USER
will launch the Info
Centre page.
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Box

Company

Confirm

Show
Accelerator
Key Toolbar

Grey and White

Grid

Use Extended
Searching

Auto Clear

Menu Bar

Classic
Navigator

Navigation
Pane

Auto hide the
Navigator

Ribbon Bar

Description

The name of the company database to be opened when you log on. You can
select from a list. Only those companies to which you are entitled to gain
access are shown in the list. This is controlled by your user profile record.

Forced Shutdowns

If you are locked out of your preferred company because of a forced shutdown,
you will be logged in to the next company you are permitted to use. If you do
not have access to any other companies, you will be locked out of Opera 3
until the lockout period ends.

This feature is available in Opera 3

An option that determines whether a confirmation dialog box appears when
you accept a transaction record for posting. If the option is selected, you must
respond to the dialog box before the record is committed to the database. If the
option is cleared, no confirmation will be required and the record is posted as
soon as it is accepted.

An option that determines whether a toolbar appears to display the details of
shortcut keys available for commands associated with the form that is active.

An option that switches between grey and white or plain white for all grid forms
in the system. By default, plain white displays are used.

An option that determines whether the application treats the text that you enter
in the Search For box on Search forms as single or multiple 'strings'. For more
information, refer to the Searching Facilities topic.

An option that controls how the existing content of fields (boxes) on forms is
edited. If this option is selected, the application highlights the existing content
when you move the cursor to a box. It then clears the entire contents as soon
as you type a character from your keyboard. This facility assumes you want to
replace existing content whenever you make changes. When you press TAB or
ENTER or move the cursor elsewhere to confirm your input, the new text
replaces the old. However if you press ESC before you confirm input, the
application restores the original field content. When the content of a box is
highlighted, pressing RIGHT ARROW removes the highlight and you can edit
the field as required.

If the Auto Clear option is not selected, changes to the content of boxes on
forms will depend on manual editing controls. For example, your use of the
INSERT key determines whether new characters are inserted or overwrite text
at the current cursor position.

Note: the auto clear facility does not apply to memos associated with records.

An option that determines whether the menu bar that allows access to all the
modules is available at the top of the application's main window. You can only
select this option if the Classic Navigator option is selected. The menu bar is
available for users who have upgraded from Opera for Windows and want to
use the same menu bar method of navigation in this application.

This feature is available in Opera Il Enterprise and Opera Il Enterprise
SQL

An option that determines whether the Classic Navigator is available to
navigate to each module's commands that you use in the application.

This feature is available in Opera Il Enterprise and Opera Il Enterprise
SQL

An option that determines whether the Navigation Pane is available to navigate
to the commands that you use in the application.

An option that determines whether the Classic Navigator and Navigation Pane
automatically hides from view after it has been used, thereby freeing up the
screen.

An option that determines whether the Ribbon Bar is available to navigate to
the commands that you use in the application.
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Ribbon Bar...

Toolbar Size

Default Search

Reporting

The Ribbon Bar is displayed at the top of the application's main window and is
divided into different tabs - Administration, Financials, Supply Chain
Management, Payroll & HR, Customer Relationship Management, Reporting
and Favourites.

This feature is available in Opera 3

An option that determines whether the icons in the General, Record, Help, and
Accelerator Key toolbars are small or large. The size of the icons in the
Accelerator Key toolbar is only affected if it is docked to an edge of the desktop
area. For more information on toolbars, refer to the Toolbars topic.

Match Any Word: When carrying out searches, you can choose whether to
match any word containing the search string.

Ignore Case: When carrying out searches, you can choose whether to ignore
the case of the characters in the words.

Include Deleted: When carrying out searches, you can choose whether to
ignore records that have been marked for deletion.

Use Opera PDF Printer: An option that determines whether PDF publishing in
Opera is achieved using the Opera PDF printer, which is created as a 'printer
driver' in the Windows printer dialog when Opera 3 is installed.

If this option is selected, another option called Keep The PDF Printer is
available on the System - Utilities - System Preferences form. This controls
whether the PDF printer is retained after a PDF is created or whether it is
created and removed every time a PDF is created. The option affects all Opera
users.

“ Systern Preferences 2
[

Settings

Z Orion Vehicles Leasing

V| Confirm
[ show Accelerator Key Toolbar
Grey And White Grid
Use Extended Searching
Auto Clear
Mavigation Pane Auto hide the Mavigator
@) Ribbon Bar
@ small (Default)
Large

Match Any Word
|| Ignore Case
Indude Deleted

[#] Use Qpera POF Printer
[] Advanced Previews

n 5 = | minutes before Shutdown

Remember form positions and sizes = Reset A

oK Cancel
[¥]use Opera 3 Info Centre
3y hittp:/fwwew.pegasus.co.ukfop ' Test e

If this option is cleared, the 'XFRX' application, which is installed with Opera 3,
is used for creating PDFs. In Windows Terminal Server environments, the
XFRX application may be a better choice than the Opera PDF printer for
printing because users will not be affected by other people printing reports. The
Opera PDF printer driver is shared by all users so one user's printing could be
delayed because another user is printing a report.
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Tip: Select this option for faster printing of PDF reports in client-server environments, |
particularly when a report has many pages. Notes

Advanced Previews: An Option that determines whether printed Opera3reportsuse | 7
better font rendering and also whether enhanced screen previews are available.

Tip: Select this option to benefit from these benefits:

- Better font rendering on printed reports and screen previews when the zoom facility is
used

- Multiple report previews on your screen at the same time

- Search the contents of the entire report as soon as it is displayed

- Highlighted search results

- Print options including printer selection, page range, number of copies and print zoom.

Each open screen preview has independent zoom views, searches, page navigation and
print settings.

Technical Note: When the Advanced Previews option is selected the Visual Foxpro
'Report Behaviour' property is set to '90' for enhanced printing and previewing
capabilities. When this option is cleared, the property is set to '80'.

This feature is available in Opera 3

Remember An option that determines whether the system retains the position and size of
form positions  forms so when you open a form, it appears as it was when it was closed. You
and sizes can reset all forms to their default positions by clicking Reset All.

Change A password used for authorization when you log on. You can change your
Password existing password. This password can also be changed by a user with

'manager' rights using the User Profiles form.

Note: If the Password Expiry Days option on the System Preferences form is ticked, the
expiry date for the password is displayed next to the Change Password box.

Use Opera 3 An option that determines whether the Opera 3 Info Centre is displayed on the

Info Centre Opera 3 desktop when you log in to the application. The Opera 3 Info Centre is
an information portal that includes details on new features in the application.
You can also download product brochures, view product videos and 'top tips',
and find out about features that are planned for future releases. Special offers
are also published along with details of the stationery that you can use with
your Opera 3 solution.

Web page to If the Use Opera 3 Info Centre box is ticked, this box defaults to the address of the
display Opera 3 Info Centre portal. You can change the address to a web page of your choice.
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3.3.1 Workstation Settings

The Workstation Settings tab controls those settings that affect processing on that
particular workstation and are not necessarily user specific. Currently the only
setting relates to the use of the Opera 3 PDF Printer driver.

3 Preferences

General | iworkstation Settings |

PDF Printer Physical Margins

Horizonkal T

Wertical T

This option has been introduce to allow the user to alter the margins for the PDF
printer driver. In earlier versions of Opera 3 the PDF driver that was installed
allowed the user to change the margin settings directly on the printer driver via
windows Control Panel — Printers and Faxes. In later versions this functionality is
not available and as such we allow the user to set the margins from within Opera
3. The default setting remains the same and can subsequently be adjusted either
up or down.

This option will only be available if the Keep The PDF Printer is switched on in
System — Utilities — System Preferences.

| Box Description

Horizontal The physical horizontal margin for documents created using the
application's PDF Printer.

Amyuni Driver

Opera 3 v1 will be
shipped with Amyuni
Driver v4.00.00

NB: Opera 3 v1.3x
will use the XRFX
PDF Driver for
generating PDF files.

The PDF converter in
03 v1.3x will be
uplifted from v4.0.1.2
tov4.5.1.0

Vertical The physical vertical margin for documents created using the

application's PDF Printer.

3.3.2 User Background Options

All Companies that the User has access to will be included in the drop-down list
for the Company field selector. Each Background may be chosen by the User to
make it specific to the Company Code ldentifier, if required. The Position of the
Background may be Centred, Tiled or Stretched.

3 User Backeround Options

Company :
Background :
Enabled : | Defaul: w

Path :

Position ! Centre

Company Enabled Position | 4
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3.3.3 Notification Preferences

Each user can define how alerts sent by the Messaging Service or Shutdown
Service in Opera 3 are displayed on their desktop.

Box Description

How This option allows individual users to set the transparency of their desktop alerts.
transparent The higher the percentage, the more opaque the alert is. The lower the

should be percentage, the more transparent the alert is.

desktop alert

be?

Play a sound Tick the box if you want an audio alert to accompany a desktop message.
when the
Alert appears

“" Motification Preferences

How transparent should the Desktop Alert be? 10 == percent

Play a sound when the Alert appears

)

3.4 Spooler Control

Use the Spooler Control command to view or print reports that have been created
in the system where have selected the Print Spooler option on the File tab of the
Publisher form. When the Spool Printing form is displayed, you can use the
browse toolbar buttons or the List tab to retrieve the spool file you want to print.
The following options are available on the menu displayed when you click Action.

3 Spooler Control

Lt

File : |sop

Title : | 50p invoices

Createdby:  |ManAGER | [2sin4jzo0s | [19:54 |
oty [ [ [

Configured For | FDF:

Wigw

Important: When sending spool files to the printer, the Windows print spool manager is not
used. If your printer is not connected or on line, you will receive no message to this effect.
Instead, the report will time out depending on the Timeout settings defined in the printer's
properties. This also means you will not be able to cancel a spooled report sent to a
printer.
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Accreditation Training Courseware
4 Reports

4.1 Publishing a Report

System reports can be accessed via certain forms and using the print icon. It is
possible to tailor the layout of these reports under development mode (ADMIN).
Once your report criteria has been selected and any matching data found, a
Publisher form will be presented allowing a choice of Screen, Printer, File or Email

output.

® Publisher (X

Please select a destination device for the document wou are about

[L)i ko publish,

(e

Screen |

ARL PDF

PrimoPDF

PDF Compatible Printer Driver

Microsaoft ®PS Docurnent Wriker

Microsoft Office Document Image Writer

Armyuni Document Converter [ ign Prinker
Fs1)PEG-OLIVET TI-60 Na. of Capies

|2

Refresh List

Paper Source @

<

MNamne:  ViUkkewfs1\PEG-OLIVETTI-600
Where: IP_10.4.104,102

Publish ] [ Cancel

To print a report;

1. Open the required module folder, click Reports and then click
appropriate report

2. Define the range of records you want included in the report by
entering From and To values.

3. Click OK.
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4.2 Hidden Prints and Export functionality

Remember the “Hidden Reports” which are available in forms which have the

printer icon highlighted in the toolbar as well as the Right-Click Export
functionality.

User 10 : | ADMIN |

3 Report Layout

General || Memo ||LI?|

Rem . Descripkic
Sork fscending —
SOINT _ TOMY
Sort Descending
IFesarp er-sheet) Part 1
[Feogrp  Select Calumn cer-Sheet) Part
IFgsr:  Un-Select Column -ershieek Porkrait
IFugsr Invert Selection sersheet Landsc.
Ifwisrt: Hide: Columnis) sder P&0 (Sealed
R L
SRR IIn-Hide Calumnnis) e Repor
sqchck Pick Col R epark
ick. Calumns
sgchct — shbook Combine
Cheques 3to s
sqchec 2 . L 5L Cheques 1 b

sqcher

Reset Grid To Defadlt P+ Cheques 3t
sgchra e [ Zashbook Rem
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4.3 Printing and Reporting Notes
Standard reports and documents are available to report on the data stored in the
database. All reports have range options and criteria so you can control the
content. Standard reports are usually available on the Reports menu in each
application's folder, though some processes also generate an audit report and
some modules have additional report folders for special reports.

4.3.1 Options for PDF Reports and Screen Previews
There are a number of options that affect how PDF reports are published and
also whether advanced features are available for screen previews.
Option Form Description User-
specific
Keep The System - An option that determines whether the PDF No, this
PDF Printer Utilities - printer is removed when the Publisher form is option
System used to create a document in the system. If this  affects all
Preferences option is cleared, the Publisher creates the users.
PDF printer whenever it is required and then
removes it when the printing is finished. If the
option is selected, the PDF printer is retained.
PDF Font System - An option that determines whether some fonts No, this
Full Utilities - are fully embedded in PDFs created in the option
Embedding System application. PDFs that include embedded fonts affects all
Preferences are typically larger than those where fonts are users.
not embedded. However, the on-screen and
print quality is improved. The PDF is portable
between computers without losing print quality.
Use Opera System - An option that determines that PDF publishing Yes
PDF Printer Preferences in Opera is achieved using the Opera PDF
printer, which is created as a 'printer driver' in
the Windows printer dialog when Opera 3 is
installed.
If this option is cleared, the 'XFRX' application,
which is installed with Opera 3, is used for
creating PDFs.
In Windows Terminal Server environments, the
XFRX application may be a better choice than
the Opera PDF printer for printing because
users will not be affected by other people
printing reports. The Opera PDF printer driver is
shared by all users so one user's printing could
be delayed because another user is printing a
report.
Advanced System - An option that determines that printed Opera 3 Yes
Previews Preferences reports use better font rendering and also that
enhanced screen previews are available.
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4.3.2 Selection Criteria and Report Options oo

For most reports, the selection criteria is presented first. This varies according to
the report command you have chosen, but typically includes the names of tables
and fields for which a range of values can be specified. In the From and To lists,
you can select the start and end value of the corresponding data item. In addition
to range options, other options and controls may be provided that determine the
content of a report. These may be presented in the form of check boxes or option
buttons. Details about these are provided in the help topics relating to the
individual report commands.

4.3.3 Publisher Form

When you have completed the selection and report options, you click OK to
display the Publisher form. This is the form you use to determine what type of
output you want, and you can choose from the following options by clicking the
appropriate tab. In each case, you use the Publish command button to generate
the report output in the format chosen.

Use To
this tab

Screen  Direct the report output to the computer screen. If you direct a report to the screen, a
preview window displays the first page of the report.

If you view a report on the screen, a toolbar is displayed so you can open different
pages, decrease or increase the size of the font used, search for text on the screen
by either selecting the binoculars or pressing CTRL+F, or print the report to a chosen
printer.

Most reports that are used from the Reports menu in each application can be
displayed on the screen whilst you do other tasks in the application. For example,
you can view the Invoices and Credit Notes report in the Sales Ledger at the same
time as posting a receipt in the Cashbook. However, there are some report screen
previews that must be closed before you can do other tasks because, as well as
reporting, they also update relevant records after the report is closed. Click here to
see a list of these reports.

Printer  Direct the report output to a printer. A list of installed printers is displayed. You
choose the printer you want to use by clicking in the list box. If you want to check the
alignment of your printer, click Align Printer. A dialog box with the prompt 'Print an
Alignment Check?' appears, with Yes and No command buttons. If you click Yes, a
dummy report is printed on one, page so you can check alignment of the stationery in
your printer. You can repeat this process as often as you wish as the alignment
prompt reappears. When you click No, the report is printed. If you want more than
one copy of the report to be printed, change the value in the No. of Copies box.

Tip: If you want to update the list of available printers (this may be relevant in a network
environment), click Refresh List.
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Direct the report output to a disk file. You have three options for file output:

e PDF Document. This creates a PDFE file which can be viewed and printed
using Adobe Reader . In Opera 3, each user can choose from two different
methods of creating PDFs. See the Help explanation for the Reporting
option on the User Preferences form for details.

e Print Spooler. This creates a text-based output that you can print using the
Spooler Control command in the System module

e Excel Document. This creates a spreadsheet that can be viewed and
amended in Microsoft Excel. This option is available for many but not all
reports. See below for a list of reports that can be viewed in Microsoft Excel.
This feature is available in Opera 3

Note: The Publisher form that is displayed for Matrix Reports in the Nominal Ledger has different
options on the File tab. On that form you can choose a number of different types of file to create,
including Microsoft Visual Foxpro and Microsoft Excel.

Create a PDF document attachment containing the report and generate an e-mail
message using your e-mail messaging software. The Email tab includes boxes so
you can define the location and file name for the report attachment and type a
subject line and message text. When you click Publish, the application will load your
e-mail messaging software, so you can complete the addressee details and any
other settings before sending. You must have a MAPI-compliant email messaging
system installed to use this facility.

Tip: If there is a problem in the email messaging system the message 'Unable to send email at
present' is displayed. There are numerous reasons why the email messaging system may fail. If
you use the ADMIN ID to log in to this application, the message includes more detailed
information that describes the problem - starting with 'Sending Email Failed Because ...".

4.3.4 Different File Outputs

You can create a report using the PDF Document, Print Spooler or Excel
Document options.

4341 PDF Documents

To use the PDF Document option for reports, you need Adobe Reader. If you do
not already have it, you can install it from the application's CD. The advantage of
using PDF files is that you can use Adobe Reader to view the report and print it on
any printer you have installed without needing to reformat the content. The
application supports long file names (up to 20 characters) therefore a meaningful
file name can be given to the file. You can choose the location and file hame for
the report and if you want to view it as soon as it is finished, you click the View
PDF when done option. If you type a hame you have already used, the displays a
prompt and asks if you want to overwrite or append the existing file. PDF files are
stored in a subfolder of the PDF folder according to the transaction date. The
folder uses a prefix based on the module, followed by the year and month.

4.3.4.2 Print Spooler

Using the Print Spooler option, you can store reports on disk to print later using
the Spooler Control command in the System module. Spooler files are always
located in the Data subfolder of the application's main folder. You can type a file
name of up to 20 characters. Use the Description box to type a name for the
report that will appear in the Spooler Control form to help you identify the report's
content. If you type a name you have already used, the application overwrites that
file unless you select the Append option. You can spool reports in either PDF or
spooler format. If you select the PDF Format option, a PDF file is created and you
will need Adobe Reader to be able to process the file later. If you clear the PDF
Format option, you must select the default printer to be used when the spool file
is processed using the Spooler Control command.
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Although you can select a different printer before printing, it is necessary to
ensure that the printer selected at the time of printing is compatible with the one
you selected for the creation of the spool file. For example, you cannot direct a
spool file created for a non-PostScript printer to a PostScript printer and vice
versa.

4.3.4.3 Excel Reports

You can save many Opera 3 reports as spreadsheets to view in Microsoft Excel.
This option is available for many but not all reports. This facility puts the
information in a report directly into the cells on the Excel spreadsheet and sets the
height of the rows and width of the columns to achieve the desired layout. All
numeric information can be used in calculations and you can modify the report as
required.

There are advantages of saving a report as a spreadsheet rather than a PDF
report or a spool file:

e It provides a report saved at a certain point in time but you can amend the
information if required. You can change the information to do different
calculations. The range of formulae that you can apply ranging from adding two
numbers together to applying 'what if' scenarios.

e You can change the appearance of the information by using different fonts,
colours, borders etc.

e You can change the order of the information by changing its sequence.
e You can protect the information in a spreadsheet by using a password.

e You can use the charting facilities to display the information in a graph. Charts
make numerical information understandable by presenting them as a graphic.

4.3.5 Installing Microsoft Excel
To save and view the report in Microsoft Excel, it must be installed:

e on the Opera 3 client workstation
e on the Opera 3 server only if:
o Operais run from the server
o Operais run in thin-client environments like Terminal Services.

o

Tip: Check the System Requirements guide on the Opera CD and on the Opera 3
Info Centre for details of the versions of Microsoft Excel that are supported.

These reports can be saved as an Excel spreadsheet:

| Application Description

System Summary VAT Audit Report

Detailed VAT Values Report

Detailed VAT Audit Trail

Cashbook Cashbook Report

selected in both the Bank Account Range boxes on the Cashbook report form.

Note: You can only save this report as a spreadsheet if the same bank account

is

Costing Transaction Report
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EC VAT

SD Audit Trail

ESL Audit Trail

VAT Reconciliation Report

Fixed Assets

Depreciation Forecast

Note: Not available in Opera 3 SQL.

Nominal Ledger

Audit Trail

Trial Balance

Ledger Summary

Income Accounts

Expense Accounts

Assets Accounts

Liabilities Accounts

Capital/Reserves Accounts

Budgets List

Nominal Analysis

Nominal View History

Nominal View Transactions

Nominal Account Transactions

Nominal Account Snapshot

Payroll This Period Summary
To Date Summary
Auto Enrolment Updates
Personnel Training Report

Purchase Ledger

Supplier Status

Creditors Report

Retrospective Creditors Report

Invoice & Credit Note Listing

PIR Invoices & Credit Note Listing

Payments & Adjustment Listing

Realised Gains/Losses

Currency Revaluation

Turnover Report

Held Invoices

Payment Forecast

Suggested Payments

Purchase Analysis Reports - VAT Analysis, Transaction List and Use:

i

Defined Reports

Suggested Payments

Purchase Order
Processing

Orders Report

Sales Ledger

Credit Control

Account Status

Credit Management Diary Actions
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opera.chm::/ECVAT/Reports_EC_VAT_SD_Audit_Trail.htm
opera.chm::/ECVAT/Reports_EC_VAT_ESL_Audit_Trail.htm
opera.chm::/ECVAT/Reports_VAT_Reconciliation_(EC_VAT).htm
fixedassets.chm::/Depreciation_Forecast.htm
nominalledger.chm::/Reports_Audit_Trail.htm
nominalledger.chm::/Reports_Trial_Balance.htm
nominalledger.chm::/Reports_Ledger_Summary.htm
nominalledger.chm::/Reports_Income_Report.htm
nominalledger.chm::/Reports_Expense_Report.htm
nominalledger.chm::/Reports_Asset_Accounts_Report.htm
nominalledger.chm::/Reports_Liability_Accounts_Report.htm
nominalledger.chm::/Reports_Capital_and_Reserves_Accounts_Report.htm
nominalledger.chm::/Reports_Budgets_List.htm
nominalledger.chm::/Reports_Nominal_Analysis_Report.htm
nominalledger.chm::/View_Nominal.htm
nominalledger.chm::/View_Nominal.htm
nominalledger.chm::/View_and_Snapshot_NL.htm
nominalledger.chm::/View_and_Snapshot_NL.htm
payrollpersonnel.chm::/Payroll/Summary_Reports_This_Period_Summary.htm
payrollpersonnel.chm::/Payroll/Summary_Reports_To-Date_Summary.htm
payrollpersonnel.chm::/Pensions/AutoEnrolmentUpdates.htm
payrollpersonnel.chm::/Personnel/Reports_Training_Report.htm
purchaseledger.chm::/Supplier_Views.htm
purchaseledger.chm::/Reports_Purchase_Creditors_Report.htm
purchaseledger.chm::/Reports_Purchase_Retrospective_Creditors_Report.htm
purchaseledger.chm::/Reports_Purchase_Invoices_and_Credit_Notes.htm
purchaseledger.chm::/PIR_Reports.htm
purchaseledger.chm::/Reports_Purchase_Payments_and_Adjustments.htm
purchaseledger.chm::/Reports_Purchase_Realised_Purchase_Gains_Losses.htm
purchaseledger.chm::/Reports_Purchase_Currency_Revaluation.htm
purchaseledger.chm::/Reports_Purchase_Turnover_Report.htm
purchaseledger.chm::/Reports_Purchase_Held_Invoices.htm
purchaseledger.chm::/Payment_Forecast_Report.htm
purchaseledger.chm::/Suggested_Payments.htm
purchaseledger.chm::/Analysis_Purchase.htm
purchaseledger.chm::/Analysis_Purchase.htm
purchaseledger.chm::/Suggested_Payments.htm
purchaseorderprocessing.chm::/Reports_Orders_Report.htm
salesledger.chm::/Reports_Sales_Credit_Control.htm
salesledger.chm::/Customer_Views.htm
salesledger.chm::/Reports_Sales_Credit_Management_Diary_Actions.htm
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Credit Management Promised Payments

Currency Revaluation

Disputed Invoices
Debtors Report

Invoice & Credit Note Listing

Receipts & Adjustments Listing

Realised Gains and Losses

Retrospective Debtors Report

Revenue Forecast

Turnover Report

Sales Analysis Reports - VAT Analysis, Transaction List and User D

Reports
Sales Order Orders Listing
Processing
Suggested Delivery Listing
Suggested Invoice Listing
Sales Order Order Listing
Processing
Stock Control Stock Movements report

Stock Valuation report

Historical Stock Valuation report

Tip: If you intend to modify a report before it is displayed in Microsoft Excel using
the ADMIN user, you may need to install the Microsoft XPS Document Writer on
your computer. This is important only if the width of the report is unusually wide,
for example a report with many columns created in the Reporter application. You
may not otherwise be able to see the full width of the report design on your
screen before the information is displayed in Microsoft Excel. You can download
the Microsoft XML Paper Specification Essentials Pack from the Microsoft
Download Center.

4.3.6 Alternative Report Layouts

Alternative layouts for standard reports can be used within the system. You use
an application such as Crystal Reports Designer to create the designs and the
Report Layout command in the System module to identify the layout.

4.3.7 Documents for Preprinted Stationery

Unlike standard reports, documents are usually printed on preprinted or special
stationery forms. These include documents such as statements, remittance
advices, cheques, and so on. Default layouts for the documents are installed with
your software. These can be tailored to suit a particular design. Your Pegasus
Partner may be able to assist you if you want specific document layouts.

éﬁned
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salesledger.chm::/Reports_Sales_Credit_Management_Promised_Payments.htm
salesledger.chm::/Reports_Sales_Currency_Revaluation.htm
salesledger.chm::/Reports_Sales_Disputed_Invoices.htm
salesledger.chm::/Reports_Sales_Debtors_Report.htm
salesledger.chm::/Reports_Sales_Invoices_and_Credit_Notes.htm
salesledger.chm::/Reports_Sales_Receipts_and_Adjustments.htm
salesledger.chm::/Reports_Sales_Realised_Gains_Losses.htm
salesledger.chm::/Reports_Sales_Retrospective_Debtors_Report.htm
salesledger.chm::/Reports_Sales_Revenue_Forecast.htm
salesledger.chm::/Reports_Sales_Turnover_Report.htm
salesledger.chm::/Analysis_Sales.htm
salesledger.chm::/Analysis_Sales.htm
invoicingsop.chm::/Reports_Orders_Listing.htm
invoicingsop.chm::/Reports_Suggested_Deliveries_Report.htm
invoicingsop.chm::/Report_Suggested_Invoices_Report.htm
invoicingsop.chm::/Reports_Orders_Listing.htm
stockcontrol.chm::/Report_Stock_Movements.htm
stockcontrol.chm::/Reports_Stock_Valuation.htm
stockcontrol.chm::/Reports_Historical_Stock_Valuation_Report.htm
http://www.microsoft.com/download/en/default.aspx
http://www.microsoft.com/download/en/default.aspx
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Accreditation Training Courseware
5 Utilities

5.1 Monitor Companies

Use the Monitor Companies form to view different company balances, submit
dates for HMRC returns, aged debts and aged creditors, and sales and purchase
turnover graphs for each company. The company balance information shown for
the company will depend on which modules you are using.

3 Monitor Companies

Company Name Debtors Creditors Sales Orders Code A
Crion Yehicles Leasing 32913848 298763.60 13898061 2
b
< | ¥
@ [] Automatic Refresh (every 10 secs) ’ Refresh l [ Close l

The form is updated automatically if the Update Company Balances box on the
System - Utilities - System Preferences form is ticked and the Automatic Refresh
(every 10 secs) box on this form is ticked. If the Update Company Balances box is
not ticked, the totals on this form are updated when you click the Calculate
Balances button.

52 Monitor Users

Use this command to view the status of all users logged onto the system. The
Monitor Users form shows the user ID and name and a list of the commands that
are being used. The list of commands used in the Current Process column reflect
the activity when the form was opened and can be updated immediately using the
Refresh command button or automatically by selecting the Automatic Refresh
(every 10 secs) option. You can disable this facility by clearing the User Event and
User Logs option on the System Preferences form. If disabled, the form will show
‘Unknown - User Log Disabled' in the Current Process and Company columns.

-
=
=
D
n

;‘.’n Monitor Users

EOX

User ID User hName

Current Process Company

13

jaDrIm The Administrator

I«

Unknown - User Lag Disabled ’Jnknown - User Log Disabled

|£

Q} [] automatic Refresh (every 10 secs)

[ Refresh H
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To monitor users

Notes
1. Open the System folder and click Utilities or click the Administration tab on the
Ribbon Bar and then click System - Utilities.
2. Click Monitor Users.
3. To update the form with the latest activity, click Refresh, or if you want the
activities updated automatically every 10 seconds, select the Automatic Refresh
(every 10 secs) option.
4. To close the Monitor Users form click Close.
5.3 Re-Organise System Files
Use the Reorganise System Files command to remove report layout, user and
company profile records that have been marked for deletion, clear temporary files
and clear event logs, tidy VAT files and tidy exchange rates.
3 Reorganise System Files
Choose which operations you wish to perform,
then select the OK button.
[40Tidy System Fies]
[+] Tidy Spool Files
[#] Clear Temporary Files
UpTo:| /[
[+] Tidy Exchangs Rate Files
[+] Tidy VAT Files
[¥] Tidy Motes
[¥] Clear Inactive Messages V1.20 of O3 onwards
Delete VAT History Up To : i E]
2 Lo J[ ene ]
5.3.1 Tidying System Files
If you select the Tidy System Files option, any report layouts, company and user
profile records marked for deletion are removed from the disk. When a company
profile record is removed, the company is also removed from Allow Access to
Company Codes list box on the User Profiles form. You can choose whether you
want to remove data files associated with the company profile.
5.3.2 Clearing Temporary Files
If you select the Clear Temporary Files option, any temporary data files are
removed from the disk. Temporary files, created during certain processes, are
stored in the application's Temp folder.
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o The default location on a Windows XP client computer is (“XXX” refersto
either VFP or SQL as appropriate for your installation): Notes

C:\Documents and Settings\All Users\Application Data\Pegasus\Client XXX\Temp\
e The default location on a Windows Vista client computer is (“XXX” refers
to either VFP or SQL as appropriate for your installation):
c:\ProgramData\Pegasus\Client XXX\Temp\

Temporary files are normally deleted automatically when the processes that use
them are completed successfully. System faults, such as power failures, may
result in unused temporary files remaining in error. You use the Clear Temporary
Files command to remove them.

Notes: If your system shuts down unexpectedly other than as a result of a power failure,
we recommend you seek technical support before you delete temporary files. An error file
may be created as a result of a system failure. You can view these using the View Error
Files command.

Taking regular backups is an important activity. If the application closes down
unexpectedly,data files may be corrupted. We therefore recommend you restore
your data files from your latest backup copy.

5.3.3 Tidying VAT Files

If you select the Tidy VAT Files option, any VAT rate code records marked for
deletion are removed from the disk. VAT code records are maintained using the
VAT Processing form. You can also enter a date to remove tax records. Any fully
committed (tax records that have been included on the VAT Return for the tax
period and, if relevant, the ESL and SD reports) tax records up to and including
the date entered are removed from the disk.

5.3.4 To Reorganise System Files

1. Open the System folder and click Utilities or click the Administration tab
on the Ribbon Bar and then click System - Utilities.

2. Click Reorganise System Files.

3. Select the options according to the action you want to take.
4. Click OK.
5.4 Update Data Structures

The structure of your company data files must be updated whenever a new
version of the application is installed. This is to ensure that your existing data files
can accommodate changes or enhancements in the new programs that have an
impact upon them. If you have more than one company profile, you must carry out
the Update Data Structures command on each company. The command can only
be used if no other users are logged on to the current system.

.3 Update Data Structures

- 3 This Facility will use the latest database structures ko bring the
I data for the System & Selecked Companies up to the current
specification.

You MUST have taken a BACKUP of your data for ALL
selected companies and MOBODY ELSE may be using the
system.

©
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5.4.1 Updating Additional Systems

If additional systems exist, the Update Data Structures command must be run on
each system separately. If the application does not include any bespoke changes,
it is possible for users to be logged on to other systems in the application.
However, if the application includes bespoke changes you must ensure that no
one is logged into any system in the application.

3 Update Data Structures

Please select which companies shauld be updated, Syskem
3 data will be updated irrespective of selections made,

Orion Yehicles Leasing

NB: The user may run an UDS in multiple systems at the same time, offering a
more efficient process and saving time.

5.4.2 Update NIPY tables (to system specific)

From version Opera 3 v1.10 onwards the UDS offers the ability to update the
statutory rates tables with the latest system HRMC tables. This can be done
manually within the Payroll module if required.

3 Update Data Structures

Please select the companies to update with the skatutory rates
3 supplied by HMR.C as shown in Payroll on the PAYESRI Stat, Pavments
Form:
Table 1 will become effective From 06042010,
Table 2 will become effective from 06/04/2011,

Qrion Yehicles Leasing

@ ancel l l Back l [ Mext
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5.4.3 Diagnosing Problems and Re-indexing Tables

If you log on as the ADMIN user, you can use the Update Data Structures
command to fix certain data errors. The application will check that the data
structures are correct and report any problems on screen. However, if you want to
run the update unattended, tick the Run Unattended box. Any information that
would otherwise be reported on screen will be stored in an audit file. You can
specify the name and location of the audit file Audit File box or leave the default
file name of UDSAudit.txt. You can then view the content of this file using
Windows Notepad.

You can also use the Force rebuilding of all tables and indexes option to rebuild
your company's database indexes. This only applies if the data is retained in a
Visual Foxpro database.

“" Update Data Structures @

Please select any of the following options available to
3 Administrators.

["] Force rebuilding of all tables and indexes
Update Stock Transaction PDF References

[ Run unattended

Audit File:

)

There are three options that you can select if you have logged in to Opera as the
ADMIN user.

Warning: More time may be needed to complete the updates if you select one or
more of these options.

[210)4 Description

Force rebuilding This controls whether the selected company/s database and their indexes are
of all tables and rebuilt. This may be necessary if you are experiencing database errors or
indexes performance issues when you use Opera.

Note: This option is relevant for editions of Opera using Visual Foxpro as its
data store.

Update Stock Select this option to correct paths to invoice and credit note PDF images in

Transaction PDF  the stock transactions table (?_CTRAN) using the equivalent paths in the

References sales transactions table (?_STRAN). This may be necessary if an image
does exist but you see the message 'No PDF image exists for this
transaction' in Stock Control when you try to view a PDF.

Note: This option is relevant for editions of Opera using the Stock Control application
and Visual Foxpro as its data store. If you do not use Stock Control or use SQL Server
for your Opera data store the option is hidden.
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Run unattended This controls whether you want to run the update unattended to prevent Notes
information being reported on the screen and interrupting the process. Any |
information that would otherwise be reported on screen will be stored in an
audit file.

You can specify the name and location of the file in the Audit File box or
leave the default file name of UDSAudit.txt. You can then view the content of
this file using a text editor like Windows Notepad.

5.43.1 Information

Additional Systems

If you use the Additional Systems feature, you must update your companies in
each system. You can only run this if no other users are logged on to the system
that you are going to update.

This process can be run on one or more additional systems at the same time. For
example, if you have two additional systems - 'ADS1" and 'ADS2' you can run the
process on both these systems at the same time. However, you cannot run the
process on the main system and on an additional system at the same time.

If bespoke changes have not been added to Opera, you can run this process in
one additional system whilst users are using another additional system. For
example, users can use additional system 'ADS1" whilst this process is running
on additional system 'ADS2'. However, if bespoke changes are used, all systems
are locked until this process completes.

'Add' Files

If '"ADD' files are found in the main System folder in the Opera Server installation,
this process adds new records to the respective tables in the Opera System
folder. For example, new report layouts are added to the SEQRPLAY file if the
ADDRPLAY file includes one or more records. If Additional Systems are used, the
new records are also added to the respective file in the System folder for each
additional system, not just the main System folder. Any ADD files in an additional
system's System folder are ignored.

For information about Additional Systems, see the Additional Systems Help topic.

Stocktake

If the Stocktake box on the Company Profiles form is ticked for a company,
Update Data Structures creates a default Stocktake Profile for that company. For

more information, see the Introducing Stocktake Help topic. This feature is
available in Opera 3

Dashboards Manager [VFP]

If your activation includes Dashboards Manager, the Update Data Structures
command needs full access to the Pegasus Dashboards installation folder.

This message is displayed if the correct share settings are not set:

The PED Server location \\fileserver\ActiveDashboards\App_Data was not found.
This message is displayed if the correct permission settings are not set:

The path \\fileserver\ActiveDashboards\App_Data could not be written to.

If one of these messages are displayed, you must create the necessary share and
permissions, and then run Update Data Structures again before using
Dashboards Manager. Instructions to do this are included in the Pegasus
Dashboards Installation guide. For more information about Dashboards Manager,
see the Introducing Dashboards Manager Help topic.
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5.4.4 Executive Dashboards Manager [VFP]

If your Opera 3 Enterprise activation includes Executive Dashboards Manager,
the Update Data Structures command needs full access to the Executive
Dashboards installation folder.

This message is displayed if the correct share settings are not set:
The PED Server location \\fileserver\ActiveDashboards\App_Data was not found.

This message is displayed if the correct permission settings are not set:
The path \\fileserver\ActiveDashboards\App_Data could not be written to.

If one of these messages are displayed, you must create the necessary share and
permissions, and then run Update Data Structures again before using Executive
Dashboards Manager. Instructions to do this are included in the Executive
Dashboards Installation guide.

5.4.5 To Update the Data Structures

The structure of your company data files must be updated whenever a new
version of the application is installed. This is to ensure that your existing data files
can accommodate changes or enhancements in the new programs that have an
impact upon them. If you have more than one company profile, you must carry out
the Update Data Structures command on each company. The command can
only be used if no other users are logged on to the current system.

Diagnosing Problems and Re-indexing Tables

If you log on as the ADMIN user, you can use the Update Data Structures
command to fix certain data errors. The application will check that the data
structures are correct and report any problems on screen. However, if you want to
run the update unattended, tick the Run Unattended box. Any information that
would otherwise be reported on screen will be stored in an audit file. You can
specify the name and location of the audit file Audit File box or leave the default
file name of UDSAudit.txt. You can then view the content of this file using
Windows Notepad.

You can also use the Force rebuilding of all tables and indexes option to
rebuild your company's database indexes. This only applies if the data is retained
in a Visual Foxpro database.

To Update the Data Structures

Warning: Take a backup copy of your data files before running the Update Data
Structures command.

1. Open the System folder and click Utilities - Update Data Structures or click the
Administration tab on the Ribbon Bar and then click System - Utilities - Update
Data Structures.

2. Provided you have taken a backup of your data files and made sure no other user
is logged on, click Next.

3. In the list box, click to select the company or companies for which you want to
update the data structures.

4. Click Next.
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If you are using the ADMIN logon, select the Run Unattended option if you want to
run the update unattended, and enter the name of the file that will store an audit of
the process in the Audit File box. The audit file includes details of any errors that
were found during the process.

Click Next.

To begin the update, click Start. To abandon the process, click Cancel.

NB: As a result of a software change request, from Opera 3 version 2.00.25
onwards, the command to shrink the database in SQL server has been removed
from the UDS. As a result of this some database sizes may notice an increase
database. To address this the user will need to manually shrink the database in
SQL and this can be done with the following command in SQL Server:

Run DBCC SHRINKDATABASE(comp_P,10)

*Where 10 is the default 10% shrinkage rate.

5.5

View Event Log

By default, the application automatically maintains a log file that records when
users log on and off the system. Each entry in the log includes the date and time
of logging on or off, the terminal name and user ID. You can view the contents of
this log file using the View Event Log command. You can disable this facility by
clearing the User Event and User Logs option on the System Preferences form.

.3 View Event Log ‘:‘@@

Date / Time Terminal Id Ewvent Co | A

Drate Range : Criteria Selection :

From: | |/ g Company: | Al ~ | &l Companies

! G User ID: all w | Allusers

Refresh ] ’ Close

Note: Depending on the amount of activity associated with the system, this log
can become quite large and may require clearing periodically. If you select the
Clear Event Log option on the Reorganise System Files dialog box, this log file is
cleared of all entries.

To view the event log

1.

w

Open the system folder and click utilities or click the Administration tab on the
Ribbon Bar and then click System - Utilities.

Click View Event Log.

Under Date Range, enter the dates that determine the range of activities listed.

In the Company list, click to select the company ID for which log activities are to
be viewed.

In the User ID list, click to select the user profile ID for which log activities are to
be viewed.

Click Refresh to update the view.
To close the View Event Log form, click Close.
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5.6 View Error Files Notes

If your system fails or the application shuts down unexpectedly, for example, due
to a power cut, an error file is created containing certain information that may be
of use to a support technician when diagnosing a problem. You can use the View
Error Files command to display and print the content of error files. You can
remove unwanted error files from the disk using the Reorganise System Files
command.

3 View Error Files : ERROR_1098_COMPANY_ORION VEHICLES LEASING_070ZxLJM.ERR (= |[B][X]

General ||LIT|

Filename Date Time |[#

(o] @

Wigw

To View Error Files

1. Open the System folder and click Utilities or click the Administration tab on the
Ribbon Bar and then click System - Utilities.

Click View Error Files.

In the list box, click to select the file you want to view and then click View.
ClickPrint to print a copy of the error file content.

To close the View Error Files form, click Close.

a s N

5.6.1 Command Line

If Admin User is logged in, they may select Action and Command Line. This will
allow the individual to access the database tables and perform browsing or editing
commands using FoxPro.

3 Command Line [z|

FoxPro Command | |

Table Mame |
(if applicable)

[ system File 7

[ ]Exclusive file use 7

Enter the Yisual FoxPro cormmand stakement & the data file ko use | Click O ko run
the command.

L]
-

] [ Close
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5.7 System Preferences

Notes

Use the System Preferences command to define options that apply to the

company as a whole.

3 System Preferences E
Cosking:
Conkract Descripkion @ Contrack
Job Description : Job
Phase Description : Phase
Department Descripkion @ Deparktment
Marminal Dimensions:
Dimension 1: Project
Dimension 2; Department
Default Web Site : | WA, pEgasus, oo, Uk |
Use Calculated Foreign : \
Price Unit Decimals : O Keep The PDF Printer :
TMaximurn Mumber of i -
it sy s00 PDF Font Full Embedding :
Password Expiry Days
Use Event And User Logs ; D
Update Company Balances : F
Remind users minutes before Shutdown and again II' minukes before Shutdown
)

Note: Once you have entered these preference settings, you must log off the

system and then log on again to activate the changes.

To Update System Preferences

1. Open the System folder and click Utilities or click the Administration tab on the
Ribbon Bar and then click System - Ultilities.

2. Click System Preferences.

3. In the boxes provided, complete the option settings required. Each box is
explained in the table below.

4. To store the preference settings, click OK.

Box Description

Contract The name you want to use instead of Contract. The application will

Description change occurrences of menu names, form and box names and report
headings in the Costing system and elsewhere to reflect the new
name you choose. Note that on some forms, the application
automatically converts the name to plural by adding an 's'; for example
'Project' becomes 'Projects'.

Note: You must also run Update Data Structures to propagate these
name changes to the database tables.

Job Description  The name you want to use instead of Job. The application will change
occurrences of menu names, form and box names and report
headings in the Costing system and elsewhere to reflect the new
name you choose.
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Job Description

Phase
Description

Department
Description

Dimension 1
and Dimension
2

Default Web Site

Use Calculated
Foreign Price
Unit Decimals

Maximum
Number of
Search Results

Use Event and
User Logs

Password
Expiry Days

Note that on some forms, the application automatically converts the
name to plural by adding an 's'; for example 'Task' becomes 'Tasks'.

Note: You must also run Update Data Structures to propagate these
name changes to the database tables.

The name you want to use instead of Phase. The application will
change occurrences of menu names, form and box names and report
headings in the Costing system and elsewhere to reflect the new
name you choose. Note that on some forms, the application
automatically converts the name to plural by adding an 's'; for example
'Stage' becomes 'Stages'.

Note: You must also run Update Data Structures to propagate these
name changes to the database tables.

The name you want to use instead of Department. The application will
change occurrences of menu names, form and box names and report
headings in the Costing system and elsewhere to reflect the new
name you choose.

Note: You must also run Update Data Structures to propagate these
name changes to the database tables.

The names you want to use instead of Project and Department if you
are using the Advanced Nominal Ledger and you want to use these
additional dimensions for analysis purposes. You control whether
these dimensions are used by selecting the corresponding option on
the Options tab of the Company Profiles form. If you amend the
default, the application will change all occurrences of menu, form and
box names and report headings in the Nominal module and elsewhere
throughout the system to reflect the new name you choose.

Note: You must also run Update Data Structures to propagate these
name changes to the database tables.

The default web site that is loaded when you click the internet icon on
the system's Toolbar when it is enabled. If the current record has an
associated web site, it is loaded instead.

An option that determines whether the application automatically
calculates the number of decimal places to use for selling and cost
prices where foreign currencies are involved using the setting in the
stock profile. Without the option selected, these are based on the
decimal places held for the currency on the Exchange Rates form for
foreign customers or suppliers and from the Stock Profiles form for
home currency customers and suppliers. By selecting this option, both
foreign and home customer and supplier postings allow for the same
degree of accuracy in decimal precision.

The maximum number of records that are retrieved when using the
search facility for key records. For example, this will control the
number of stock items displayed in the search list when locating an
item for a detail line in order processing. The limit is designed to
restrict the number of records retrieved from the database so that
processing is not unduly hindered; especially if a large number of
records are maintained within the company database. You can set this
to suit your requirements. Variables such as the speed of your
network, number of users and so on will influence your choice.

An option that determines whether records are written to the event and
user log files when using the system. The setting of this option will
apply to all events and user records associated with this company's
database and by default, the option is selected. If cleared, no events
will be available for display when you use the View Event Log
command nor any user activities listed when you use the Monitor
Users command.

Each user has a User ID to log into the application. They can also
have a password as well. You can force them to change their
password every so often. This box holds the number of days that a
user can keep a password before they must change it.

© Pegasus Training Services

Page 103


mk:@MSITStore:C:/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/Update_Data_Structures.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/Update_Data_Structures.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/Update_Data_Structures.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/Update_Data_Structures.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/GettingStarted/Toolbar.htm#Internet

Accreditation Training Courseware - O3Training_Accreditation_ ADM50SystemR3.7.docx

Password Expiry Note: The default number of days is set to zero which sets each user's expiry | oo
Days date to 31/12/2099 and disabled. This means there is effectively no expiry date
for the users' passwords.

The application checks the computer's date and warns users when
they log in if their password will expire in the following ten days. If they
get a warning they must change their password in those ten days. If
they do not, they cannot log in after the password has expired; the
administrator will have to change the password for them.

Each user has a password expiry date on the User Profile form:

When the Password Expiry Days box is set for the first time, all the
users' expiry dates are set to the number of days after that day. For
example, if the box is set to '30' on the 01/12/2010, each user's
password expiry date is set to 31/12/2010.

If this box is set again to a different number of days, only those users'
with expiry dates after the new date are reset. Users with expiry dates
before the new date are not changed. For example, if the box is set to
'20' on the 01/12/2010, users with expiry dates later than 21/12/2010
will be reset to 21/12/2010. Those users with expiry dates before
21/12/2010 will not be reset.

When a new user is created, their password's expiry date is set to the
date after the number of days in this box. For example, if they are
created on the 01/12/2010 and this box is set to '30', their password's
expiry date is set to 30/12/2010.

Keep The PDF An option that determines whether the PDF printer is removed when

Printer the Publisher form is used to create a document in the system. If this
option is cleared, the Publisher creates the PDF printer whenever it is
required and then removes it when the printing is finished. If the option
is selected, the PDF printer is retained.

Notes: With the option selected, printing from the application will be faster, and
non-power users will be able to create documents. However the PDF printer
will also be visible in other Windows applications. We strongly recommend you
do not use the PDF printer in other applications.

Warning: If this option is cleared, each user needs to have ‘power user
rights' so that the PDF printer can be created, and then removed each
time a document is generated in the Publisher.

PDF Font Full An option that determines whether some fonts are fully embedded in

Embedding PDFs created in the application. PDFs that include embedded fonts
are typically larger than those where fonts are not embedded.
However, the on-screen and print quality is improved. The PDF is
portable between computers without losing print quality.

Note: Even if this option is selected, only some fonts are embedded in PDFs.
An example of a font that can be embedded is the Tahoma font. Other fonts
are never fully embedded in PDFs, for example; the Arial font. Most reports in
the application use the Arial font so unless reports have been modified to use
other fonts like Tahoma, the PDF size is not affected.

Update An option that determines whether balances on the Monitor

Company Companies form are updated automatically, or controlled manually

Balances using a Calculate Balances command. If the option is selected, the
totals on the Monitor Companies form will reflect the latest figures
and can be updated manually using the Refresh command button or
automatically by selecting the Automatic Refresh (every 10 secs)
option. If the option is cleared, the totals on the Monitor Companies
form will reflect the figures from the last time balances were
calculated. The form then includes a Calculate Balances command
button that you can use to recalculate balances for one or more
companies.

Reverse Charge De- If you supply certain high value items to VAT registered domestic customers, this option

minimis level determines the transaction value level when the HMRC Reverse Charge accounting
procedure must be used . This level is set by HMRC so should only be changed if you are
advised by HMRC to do so. You must have Manager Rights to change the level. What's
Reverse Charge Accounting?

Remind Users Integration with the Shutdown service. The User is able to apply time
settings (up to 999 minutes) for 2 reminders in regards to the
automated Shutdown procedure.
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Note: This option is only visible if the Use Opera PDF Printer option on the
System - Preferences form is selected for the active user.

“ System Preferences &2
[

Settings

Z Orion Vehicles Leasing

Confirm

[] show Accelerator Key Toolbar

[ Grey And White Grid

[ Use Extended Searching

[T Auto Clear

() Navigation Pane Auto hide the Mav
@ Ribbon Bar

@ Small (Defaul)
) Large

Keep The PDF Printer :

g

=

[TIMatch Any Word

¥ Ignore Case
[ Include Deleted
Fuse Opera POF Printer

[] Advanced Previews

n 5 = | minutes before Shutdown
[]Remember form positions and sizes | Reset All

[¥]Use Opera 3 Info Centre

3y hittp: /fwww.pegasus.co.ukfop Test v

An option that determines whether the PDF printer is removed when
the Publisher form is used to create a document in the system. If this
option is cleared, the Publisher creates the PDF printer whenever it is
required and then removes it when the printing is finished. If the option
is selected, the PDF printer is retained.

With this option selected it is possible to set user-specific horizontal
and vertical margins for PDF documents created in Opera. The
margins can be set on the Workstation Settings tab of the System -
Preferences form.

Printing will also be faster and non-power users will be able to create
documents if this option is selected. However the PDF printer will also
be visible in other Windows applications. We strongly recommend you
do not use the PDF printer in other applications.

Important: If this option is not selected, each user needs to have 'power user
rights' so that the PDF printer can be created, and then removed each time a
document is generated in the Publisher.
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5.8 Back-up

Use the Backup command (accessed from the System - Utilities - Backup menu)
to backup your data for selected companies. The process is controlled by a
wizard. As the backup takes place, a progress bar will indicate the status of the
process and the message 'Backup Completed' will appear. The amount of time
needed to backup the data is affected by the following:

e  The number of companies selected

e  The number of modules used in the installation

e  The number of records in each data table

e  Whether additional files are included in the backup.

Note: Only companies that are not being used in Opera, Pegasus XRL, Pegasus
Document Management, Pegasus Dashboards or Pegasus Instant Messenger
and those that you are allowed to use are displayed for selection. The company's
that you have access to are maintained on the System - Maintenance - User
Profiles form.

5.8.1 Backup Format and Location

Data files are stored in 'zip' format. By default, they are stored in the BACKUP
sub folder of the dynamic data folder. One zip file is created per backup which can
contain more than one company. The name of the zip file includes the date and
the time of the backup. For example, a backup taken on 10th December, 2010 at
17:00hrs will have the filename: Backup201012101700.zip

The backup includes the files in the company's main data folder plus those in the
EXPORT sub folder. The files in the other sub folders are included if the
respective boxes (mentioned below) are ticked on the Backup form.

5.8.2 Pegasus Scheduler

You can also run Update Data Structures outside of normal office hours using
Pegasus Scheduler.

This feature is available in Opera 3

.3 Backup

e This Facility will back up data For the selected companies.

Shilst this backup is in progress NOBODY ELSE may be using the
syskemn,

)
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5.8.3 Multiple Company Backup

Notes
You can back up data for one or more companies. If your companies are linkeda
Nominal Ledger in another company (for example, company A's Sales Ledger is
linked to company B's Nominal Ledger) you should also back up those
companies. This will ensure that the data remains synchronised.
.3 Backup @
f-? Please select which companies should be backed up.
HErd
Z Crion Yehicles Leasing
[ Reverse Selections I
Include Additional Files
[“]poF  [#]Sponl  [#]Email
Backup To ¢ | C:\DOCUMENTS AND SETTINGS|ALL USERS|APPL] E]
@ [ Cancel ] [ Back,
5.8.4 Unavailable Companies
Some companies may not be available for backup. Their availability depends on
whether they are being used in Opera, Pegasus XRL, Pegasus Document
Management, Pegasus Dashboards or Pegasus Instant Messenger and also
whether you are allowed to use them.

5.8.4.1 The following companies are unavailable

If the text ' The following companies are unavailable' is displayed, one or both of
the following messages will be shown:

e 'In use or no access'. The company code shown is either in use because
someone is logged in to the company in Opera or it is being used in another
Pegasus application, or you do not have security permissions to use the
company.

e 'Links unavailable'. The company code shown - which is linked to one or more of
the selected companies, is either in use because someone is logged in to the
company in Opera or it is being used in another Pegasus application, or you do
not have security permissions to use the company.
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If these messages are not shown, all available companies are displayed in the list.

Sales Ledger, Purchase Ledger, Fixed Nominal Ledger Message
Assets, Stock Control or Payroll company
company
Not being used Not being used None
User has security permissions User has security None
permissions
Being used Not being used In use or no
access ...
Not being used Being used Links
unavailable ...
User does not have security User does not have In use or no
permissions security permissions access ...
User does not have security User has security Links
permissions permissions unavailable
User has security permissions User does not have Links
security permissions unavailable

5.8.5 Other Files included in the Backup

File
Type

PDF

Action

PDF files are saved in the '?_PDF' subfolder of the Opera 3 dynamic data folder (The
location of the dynamic read-write data on the Opera 3 server used for multi-user
installations, or stand-alone computer for single-user installations, where ? is the company's
code). Tick the PDF field to include these Portable Document Format files in the backup.

In regards to possible
messages occurring
with linked companies
and lack of access; It is
suggested that best
practice to maintain
data security would be
to create a user for
back-ups whilst allowing
the user access only to
the system-utilities-
back-up area.

Where there is a link
between companies, the
user would have to have
enabled access to these
companies, to allow the
back up to be performed
successfully.

This would have no
impact on the user
licence.

Spool

Spool files are saved in the '?_SPOOL' subfolder of the Opera 3 dynamic data folder (where
? is the company's code). Tick the Spool field to include these spool files in the backup.

Email

Opera 3 emails are saved in the *?_MAIL' subfolder of the Opera 3 dynamic data folder
(where ? is the company's code). Tick the Email field to include these emails in the backup.

PDM

Tick the PDM field to include Pegasus Document Management (PDM) files in the backup.
This field is enabled if the system includes the PDM module which uses these SQL Server
databases to store data:

The DM database retains PDM system-wide data like users and user roles
The DM_? database (where ? is the company's code) retains PDM company-specific data

like document information types and the information library that links to the document image.

Note: The actual document images are stored beneath the '?_ DOCUMENTS' subfolder of
the Opera 3 Data folder (where ? is the company's code). The images are held in an
encrypted format in files suffixed with 'WEI'. If the PDM field is ticked, the backup includes
the contents of the '?2_DOCUMENTS' folder as well as backing up the SQL Server databases
mentioned above.

SPM

Tick the SPM field to include the Sales Pipeline Management related additional files in the
backup. This field is enabled if the system includes the Sales Pipeline Management (SPM)
module. The SPM module works with Microsoft Office Excel spreadsheets (XLS, XLSB,
XLSM, XLSX, XLTM, XLTX, XLAM formats), Word documents (DOC, DOT, DOCX, DOCM,
DOTM, DOTX formats), and Outlook emails (MSG format). The files are saved by SPM in
the '?2_SPREADSHEET', '?_MAILMERGE', and '?_LETTERTEMPLATE' folders (where ? is
the company's code).

Note: File formats that end with an X' are used by Microsoft Office 2007 or higher.
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.3 Backup
f’g To begin backing up vour data, select Start
@ l Cancel l [ Back l

5.8.6 Before Starting the Backup

Before starting the backup, make sure you have considered the following points:

e You must ensure that no other users are logged in to Opera 3.

¢ If you are backing up any additional files, make sure no one is using the
files before you start the backup.

e If you are backing up Opera 3 Enterprise SQL databases, ensure no one is
connected to the company and Document Management database/s in
Microsoft SQL Server.

¢ If you are backing up Document Management databases, no users should
be connected to the 'DM' and 'DM_7?' databases in Microsoft SQL Server
(where ? is the company's code).

o If the Backup command cannot access the SQL Server installation, the
message 'Cannot connect to PDM SQL Server' is displayed. If this
happens, you are given the opportunity to log on to the SQL Server
manually.

o If the Backup command can access the SQL Server installation but there
are active connections to the Document Management database/s, the
message 'Other users are connected to <database name>. Skipping
backup of this PDM database' is displayed.

Important: If either message is displayed, after the problem has been resolved,
you need to run the backup again to include the Document Management
databases and files.

Tip: You can change the name of the backup file in Windows Explorer after it is
created. However do not change the length of the file name to more than twenty
one characters. If you do you will not be able to restore the backup.
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5.8.7 Backing up data o

1. Open the System folder and click Utilities or click the Administration tab on the
Ribbon Bar and then click System - Utilities.

2. Click Backup.

3. In the box, click to select the company or companies for which you want to back
up data.

4. By default, the backup will include the additional files. If you do not want to include
some or all of these files in the backup, clear the relevant files.

5. In Backup To, specify the location in which the backed up files will be stored. You
can use the browse button to locate a folder. The default location is the \BACKUP
subfolder of the application's dynamic data folder.

6. Click Next.
7. To begin the backup process, click Start.
8. When the process is finished, click Close.

Tip: We recommend you retain copies of your backups on removable media. That
is, if you back up to a hard disk location, such as the default folder, you should
consider transferring the backup to removal media for security. For example, you
might want to store backups on external drives, tape, CDs, or DVDs. The backup
process does not support spanning across multiple disks.

59 Restore

Use the Restore command to restore data that has been backed up previously
using the Backup command in the System module. You need to know the location
of the backup file you want to restore. The default location is the \BACKUP
subfolder of the application's dynamic data folder. However, if you stored your
backup elsewhere or on removable media, you can browse to a different location.
You can only restore data from one backup file at a time and you can only restore
data for companies that exist in the system. Note that when restoring a backup
that contains more than one company, you must have access rights to all such
companies. If the backup contains additional files, you can choose whether to
restore those files or not. If the application detects that you have more than one
company and companies have linked nominal ledgers (for example, company A's
Sales module is linked to company B's Nominal module) a message will appear
recommending you restore those linked companies also. This is to ensure the
data remains synchronized.

The process is controlled by a wizard. As the restore takes place, a progress bar
will indicate the status of the process and the message 'Restore Completed' will
appear.

Caution: You can change the name of the backup file in Windows Explorer
before you restore it. However the length of the file hame must not be more than
twenty one characters long. If the backup file is more than twenty one characters
long you will not be able to restore the backup.
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5.9.1 Before Restoring a Backup

5.10

Notes

Before restoring a backup, make sure you have considered the following points:

You must ensure that no other users are logged in to Opera 3.

Consider whether you want to backup the existing data before you restore

an earlier backup.

If you are restoring Opera 3 Enterprise SQL databases, no users should

be connected to the 'COMP_?' databases in Microsoft SQL Server (where

? is the company's code).

If you are restoring Document Management databases, no users should be

connected to the 'DM' and 'DM_?' databases in Microsoft SQL Server

(where ? is the company's code).

o If the Restore command cannot access the SQL Server installation, the
message 'Cannot connect to PDM SQL Server' is displayed.

o If the Restore command can access the SQL Server installation but there
are active connections to the Document Management database/s, the
message 'Other users are connected to <database name>. This PDM
database not restored' is displayed.

To Restore Data

Important: If the data backup was taken before an upgrade to a later version of
Opera 3, you must use the Update Data Structures command on the System >
Utilities menu before using the restored data.

1. Open the System folder and click Utilities or click the Administration tab on the
Ribbon Bar and then click System - Utilities.

2. Click Restore.

3. In Restore From, specify the location in which the backed up files are stored. You
can use the browse button to locate a folder. The default location is the \BACKUP
subfolder of the application's dynamic data folder.

4. Click Next.

5. Inthe box, click to select the file you want to restore and then click Next.

6. To begin the restore process, click Start.

7. If the application detects that the backup file contained additional files, you will be
prompted to confirm whether you want to restore these as well. Click Yes or No
accordingly.

8. Confirm again that you want to restore the files. Click Yes or No accordingly.

9.  When the process is finished, click Close.

Data Status Check

The Data Status Check command provides information relating to the size of

certain data files used by the application. These files are the ones most likely to

increase in size over time. The size of your company's data can affect the

performance of the application and, in extreme circumstances, prevent the

application from working correctly.

The application's permanent data store is either a Microsoft Visual Foxpro

database or a Microsoft SQL Server database. The About form displays the type

of database your installation uses.
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You can access the form from these locations: e

e  From the Help menu when the Classic Navigator or Navigation Pane is used.
e From the Opera 3 button when the Ribbon Bar is used.

Individual files in a Visual Foxpro database have a size limitation; they cannot be
larger than 2 gigabytes (GB) in size. Individual files in SQL Server do not have
this limit. However the application does use temporary Visual Foxpro data files
during certain processes even if your system uses Microsoft SQL Server as its
database. A temporary data file is used for processing data on your computer
before your company's permanent database is updated. Once the permanent
database is updated, the temporary data file is removed.

The limitation applies to the following data files:

e Visual Foxpro data files (.DBF)
e Visual Foxpro memo files (.FPT)

Note: Most data files are not affected by the limitation. It is very unusual for
individual data files to be larger than 1 GB.

Data files monitored by the application

e  Sales Transactions

. Sales Nominal Transfer

e  Sales History

. Purchase Transactions

. Purchase Nominal Transfer

e  Purchase History

. Nominal Transactions

. Nominal Journal Memo

. Nominal History

. Nominal Transactions' Details
e  Cashbook Transactions Lines
e  Cashbook Nominal Transfer
. Fixed Assets Transactions (Enterprise editions only)
e Invoicing/SOP Transactions

. Stock Transactions

e  Stock Transaction Extra (this contains extra details for stock transactions involving landed
costs)

e  Stock Nominal Transfer

e  Stock Price Details

. System VAT Data Collection

. Payroll History

e  Sales Pipeline Management Activities (Enterprise editions only)

e  Sales Pipeline Management Notes (Enterprise editions only)

. Sales Pipeline Management Contacts/Activities (Enterprise editions only).

Checking data files in a Visual Foxpro database

The application monitors the size of the data and related memo files. The Data
Status Check form displays each file as a percentage of 2 GB limitation under the
Data and Memo headings. If a data file does not have a related memo file, None
is displayed. The approximate number of new records that can be added to each
file is shown under the Approx. Capacity heading.
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The application checks the size of the files when:

e you select the Data Status Check command.

e you log in to a company using the Logon command in the System
module or the Change System and Date button on the toolbar. The
application checks whether any of the data files have a rating of
Exceeded or Critical. If they do, a form displays the data files in question.
The data files with the lowest remaining capacity are displayed at the top
of the list.

Checking data files in a SQL Server database

The application monitors the size of the data and related memo files. The Data
Status Check form displays each file as a percentage of 2 GB limitation under the
Data and Memo headings. If a data file does not have a related memo file, None
is displayed. The approximate number of new records that can be added to each
file is shown under the Approx. Capacity heading.

The application checks the size of the files when:

e you select the Data Status Check command.

e you log in to a company using the Logon command in the System
module or the Change System and Date button on the toolbar. As the
application creates temporary Visual Foxpro data and memo files to
process data before updating the SQL Server database, it checks
whether any of these files will have a rating of Exceeded or Critical. If they
will, a form displays the data files in question. The data files with the
lowest remaining capacity are displayed at the top of the list.

e the application is processing, it checks whether any Visual Foxpro data
and memo files it will create exceeds the 2 GB limitation. A message is
displayed if the 2 GB limitation will be breached. The message also
suggests the next course of action.

Note: The size of the temporary files is calculated based on the largest expected
subset of the data files.

Rating the status of data files

The status of each data file is rated according to its size in megabytes, as follows:.

Rating Description

Exceeded The 2 GB limit for the data file has been exceeded.

Critical The size of the data file is between 90% and 100% of the maximum
2 GB size.

Normal The size of the data file is less than 75% of the maximum 2 GB size.

Note: If the status of a data file cannot be calculated, the text Unavailable is
displayed. This happens if the application cannot access the data file. If this
happens click Refresh and contact your system administrator if the issue
persists.
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‘* Data Status Check

Selecting the Data Status Check command

a ks own

Data Memo | Approx. Capacity

Sales Transactions 0% 0% 5,250,323
Sales Nominal Transfer 0% None 8,388,599
Sales History 0% 0% 9,459,109
Purchase Transactions 0% 0% 4,354,107
Purchase Nominal Transfer 0% None 8,388,587
Purchase History 0% None 14,315,933
Nominal Transactions 0% None 6,873,348
Nominal Transactions Details 0% None 7,560,728
Nominal Journal Memo 0% 0% 18,765,875
Nominal History 0% None 17,177,584
Cashbook Transactions Lines 0% 0% 5,898,252
Cashbook Nominal Transfer 0% None 12,200,080
Fixed Assets Transactions 0% 0% 10,033,627
Invoicing / SOP Transactions 0% 0% 2,025,481
Stock Transactions 0% 0% 6,428,801
Stock Transactions Extra 0% None 26,188,818
Stock Nominal Transfer 0% None 9,502,126
Stock Price Details 0% None 4,210,639
System VAT Data Collection 0% | None 7,430,119
Payroll History 0% 0% 3,413,183
Sales Pipeline Management Activities 0% 0% 1,801,428
Sales Pipeline Management Notes 0% 0% 2,925,661
Sales Pipeline Management Contacts/Activities 0% 0% 102,260,957
Refresh J [ Close

Open the System folder and click Utilities or click the Administration tab on the
Ribbon Bar and then click System - Ultilities.

Click Data Status Check.

Click Refresh to refresh the data.
If required, print a report using the icon on the Toolbar.

Click Close.
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System Manager - Practical Exercise Notes

(Time Allowed 30 Minutes)
Objectives
At the end of this practical assignment you will be able to:
- Set up a new company using the Company Profiles function
- Create a new Opera 3 user through the User Profiles function
- Give the user created certain menu access throughout the system
through the User Profiles function

Exercise Details

You are required to create a new company within Opera 3. Details of the
company name and address are given below:-

(You must ensure that the identifying code for this company is ‘A’)

Attwood Barton Valeting Services Tel Number: 01604 826268
The Old Station House Fax Number: 01604 828288
Westley-On-The-Hill

Northampton VAT Reg. Number: 169 0943 36
NN6 7RT

Contact: William Attwood
Home Currency: Sterling
Tax Description: VAT

Data Path: CADOCUMENTS AND SETTINGS\ALL USERS\APPLICATION
DATA\PEGASUS\SERVER VFP\DATA

The Opera system you have installed for them includes the Sales, Purchase
and Nominal Ledgers. At this early stage of the installation, there is no need
to specify any integration between the modules or whether cost centres are
being used in the Nominal. They have also bought the multi-currency
features for Sales and Purchase Ledgers as a number of the organisations
they deal with trade in currencies other than Sterling. Please ensure that the
set-up of this new Company has full multi-currency processing invoked.

For the time being the company require only one additional user created on
the system, in addition to the MANAGER, ADMIN & USER. They want a new
User Id created for the ACCOUNTS SUPERVISOR, with full access to the
Sales and Purchase Ledger modules, restricted access within the Nominal
Ledger to Journals, Views, the Un-Posted Journal Report and the
Consolidation routine in the Nominal Utilities. Restricted access must also be
given to the System Manager module, allowing access to the Logon, Date &
Company, Preferences & Spooler Control functions only.
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Accreditation Training Courseware
6 Scheduling

Various natification functionality is covered in this section;

These commands provide you with significant features for scheduling
administration, housekeeping and end of period activities in your Opera 3
installation.

Messaging allows you to send desktop alerts to users or groups of users in Opera 3. Scheduled
alert messages are displayed on each user's desktop when they are using Opera 3. Any users
who are not using Opera 3 when a message is scheduled to be displayed will be notified when
they log in to the application if the message is still relevant. You can also view messages from
the Windows Notification Area after logging in to Opera 3.

Shutdown allows you to schedule a forced shutdown of Opera 3 sessions and also send
desktop messages to users or groups of users in Opera 3 beforehand to warn them that a
shutdown is going to happen. You can also view messages from the Windows Notification Area
after logging in to Opera 3.

Task Scheduler allows you to schedule some tasks in Opera 3 to run at any time on a chosen
day. Running some tasks during normal working hours can interrupt other essential daily
processing tasks in Opera 3 and reduce data processing time. This can disrupt the day-to-day
running of your business and cost you time and money. Using the Task Scheduler you can plan
and process the tasks outside of your normal working day and be confident that your staff can
carry out their normal day to day processing tasks without interruption.

User Groups is an optional feature of Notification Services that allows you to arrange people
that use Opera 3 into different groups. These groups can be used when you send messages or
schedule shutdowns. For example, you could have a group called 'HR' for Payroll and
Personnel users, or a group called 'FINANCE' for users working in the finance department. You
may also have a group for directors and other senior managers or a group for administrator
users who are responsible for the data backups and other housekeeping tasks.

Use this command to view the messages, shutdowns and lockouts that have been scheduled in
Opera. It includes both future and historical records. By default all the active messages are
displayed on the form but you can tick the Include Inactive box to view records that are not
currently active. The days when messages, shutdowns or lockouts are scheduled are
highlighted in the calendar.

Messaging

Messaging allows you to send desktop alerts to users or groups of users in Opera
3. Scheduled alert messages are displayed on each user's desktop when they are
using Opera 3. Any users who are not using Opera 3 when a message is
scheduled to be displayed will be notified when they log in to the application if the
message is still relevant. You can also view messages from the Windows
Notification Area after logging in to Opera 3.

You can write your own messages to inform users of planned activities in Opera
3, for example that a batch invoice run will commence at a certain time or a end of
period process is planned. For processes like these, that require exclusive access
to data, users may not be able to use Opera 3 until the process is completed. You
can also use messages for events that are nothing to do with Opera 3, for
example to remind employees of company events or to send them season's
greetings.

When you set up a message, you can add a title, date and time, frequency (once,
daily, weekly or monthly) and the amount of time it is displayed on the Opera 3
desktop. You can also define a message as relevant only for specified users or
specified user groups, and whether it should be displayed in all Opera 3 systems
or only selected systems.

Note: Desktop messages are defined on the System - Scheduling - Messaging form.

How does the

timing work &

with the times 4
set for

notification

and

Shutdown?

It is built into VFP/Opera 3
to automatically handle the
polling. It will look to the
date and time set on the
message or shutdown and
use the system date and
time as the goal to activate
the required process.
Polling is set to run every
<1 minute.

When were
these
functions
introduced?

Scheduler was introduced
in v1.00 of O3 and
Notification and Shutdown
came in v1.20 of O3.

Does
Notifications
work across
Multiple
Systems?

Yes, it handles multiple
systems.

2
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Background Processing - Messaging

A Notification Service timer program is installed on all Opera 3 client computers
by the Opera 3 installer and runs in the background. Each minute the program
checks for messages that have been scheduled to be sent using the time on the
Opera 3 server for its geographical location. When the timer program finds a
message that must be sent, it is displayed on the user's desktop either
immediately if they are using Opera 3 or when they log in to Opera 3 (as long as
the message has not lapsed). The user can then close the message after they
have read it and followed any instructions in the message.

Note: In a network environment, it is possible that the time on a workstation
computer is different to the time on the Opera 3 server. As the timer program
uses the time for the geographical location on the Opera 3 server rather than the
time on the client computer, if they are set to a different time it may look like
message alerts are displayed at the wrong time. For example, if the server is
located in Amsterdam (GMT +2 hours) and the client computers are located in the
United Kingdom (GMT), the alerts will use the GMT +2 time.

Shutdown

IMPORTANT: Any unsaved entries that users are working on will be lost when
Opera 3 is shutdown. Also, if a lengthy process like a Period End command is
being run when a shutdown happens, your data may be damaged. You must
allow sufficient time for lengthy processes to complete and for users to save their
work before the shutdown is scheduled to happen. You can use the Monitor
Users form to check which users are still logged in and disable the shutdown if
necessary.

If anyone is using a Pegasus product that links to Opera 3 - Pegasus Document
Management, Pegasus XRL, Pegasus Instant Messenger, Pegasus CIS,
Operations 1l, Pegasus Dashboards and Online Filing Manager - these products
will not shutdown. It is advisable to close these products individually before the
scheduled shutdown.

Shutdown/Lockout allows you to schedule either a forced shutdown of selected
users in Opera 3 or schedule a lockout so that users are prevented from logging
in to Opera. Users will receive three messages before a shutdown happens. You
can define when the messages are displayed so users have time to save their
work. For example, the first message can be scheduled to be displayed 1 hour
beforehand, the second message 30 minutes beforehand and the final message 5
minutes beforehand. Messages are not sent for lockouts because they only affect
users who are already logged in to Opera.

Shutdowns or lockouts are likely to be scheduled so that essential maintenance,
like upgrading the Opera 3 programs or running the Update Data Structures or
Backup commands, can be completed by a system administrator. All selected
Opera 3 users are affected by the shutdown or lockout event. However, an
administrator can use the ADMIN user to log in to Opera 3 so that a maintenance
task can be completed but all affected users will be locked out for a defined
amount of time. The ADMIN user will be locked out of Opera 3 for between one
and two minutes after the shutdown has occurred.

You can schedule shutdowns or lockouts for either users or user groups, or for a
company or more than one company. If companies are selected, all users who
have access to the companies will be locked out for a prescribed amount of time.
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Example of a User Group Shutdown

A group called FINANCE includes three users - Jason, David and Naresh. Another group called
PROJECTS includes Geraldine and Shaun. Everyone is permitted to use both company A and
company B. Everyone is working in company A.

You schedule a shutdown for the FINANCE group only for 2pm with a lockout period of one hour. At
2pm, Jason, David and Naresh's Opera 3 sessions are shut down. Geraldine and Shaun's Opera 3
sessions are not shut down.

Even though Jason, David and Naresh were using company A when the shutdown happened, they are
locked out of both company A and company B for one hour. Geraldine and Shaun are unaffected
because they are not members of the FINANCE user group.

Example of a Company Shutdown

A group called FINANCE includes three users - Jason, David and Naresh. Another group called
PROJECTS includes Geraldine and Shaun. Jason and David are working in company A. Geraldine,
Naresh and Shaun are working in company B. Everyone is permitted to use both company A and
company B.

You schedule a shutdown for company A only for 2pm with a lockout period of one hour. At 2pm,
Jason and David's Opera 3 sessions are shut down. Geraldine, Naresh and Shaun are unaffected as
they are working in company B.

Jason and David can log in to company B if required. However, nobody will be able to use company A
for one hour.

Note: Shutdown events and associated messages are defined on the System -
Scheduling - Shutdown form.

Background Processing - Shutdown

A Notification Service timer program is installed on all Opera 3 client computers
by the Opera 3 installer and runs in the background. Each minute the program
checks for shutdowns that have been scheduled to be sent using the time on the
Opera 3 server for its geographical location. When the timer program finds a
shutdown, the respective messages are displayed on the user's desktop either
immediately if they are using Opera 3 or when they log in to Opera 3 (as long as
the message has not lapsed). The user can then close the message after they
have read it and followed any instructions in the message. The shutdown then
happens at the time chosen.

Note: In a network environment, it is possible that the time on a workstation
computer is different to the time on the Opera 3 server. As the timer program
uses the time for the geographical location on the Opera 3 server rather than the
time on the client computer, if they are set to a different time it may look like
message alerts are displayed at the wrong time. For example, if the server is
located in Amsterdam (GMT +2 hours) and the client computers are located in the
United Kingdom (GMT), the alerts will use the GMT +2 time.

Task Scheduler

Task Scheduler allows you to schedule some tasks in Opera 3 to run at any time
on a chosen day. Running some tasks during normal working hours can interrupt
other essential daily processing tasks in Opera 3 and reduce data processing
time. This can disrupt the day-to-day running of your business and cost you time
and money. Using the Task Scheduler you can plan and process the tasks
outside of your normal working day and be confident that your staff can carry out
their normal day to day processing tasks without interruption.

For more information, see the Introducing Task Scheduler Help topic.

Note: Scheduler tasks are defined on the System - Scheduling - Task Scheduler
form.

What's the
difference =
between a
shutdown
and a
lockout?

A shutdown forcibly
closes selected
Opera 3 users'
sessions and
prevents them from
using the product for
a defined period of
time. A lockout does
not close Opera 3
sessions that are
open; it just prevents
other users from
logging on for a
defined period of
time.
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Windows Notification Area

An icon is displayed in the Microsoft Windows Notification area (normally at the
bottom of your screen) after you log in to Opera 3. If you click the icon a menu is
displayed that allows you to view the messages that have been displayed today
and also pending messages that will be displayed today. Only messages and
shutdown messages with the Active box ticked are displayed.

The notification area is located at the far right of the task bar by default, and it
contains program icons that provide status and natifications about things like
incoming email, updates, and network connectivity. You can set up your computer
so that programs update the notification area differently. In Microsoft Windows 7,
you click the arrow to display this form and then click Customise to change how
the icons appear. The up arrow is displayed only if there are hidden icons.

Each menu item is enabled only when relevant. For example, if there are no
pending messages today, the menu items for pending messages are disabled.

Tip: The menu uses your secondary button on your mouse: to activate the menu, use your
mouse right-click button if your primary button is the left button or use your left-click button
if your primary button is the right button.

Item Description

Show last A received message is one that has been displayed today and was
message then closed. Click this item to view the most recently displayed
received message.

Show all Click this item to view all the messages you have been displayed
received today and then closed.
messages

Hide all received  Click this item to close all the messages that have been displayed
messages today.

Show all pending A pending message is one which has not yet been displayed but will
messages be shown at some point today. Click this option to view all your
pending messages for today.

Hide all pending If pending messages are displayed on your screen, click this option to
messages close them.

Note: Messages that have already been displayed today are shown at the top of the menu.

Notification Preferences

Each user can define how alerts sent by the Notification Service or Shutdown
Service in Opera 3 are displayed on their desktop.

“ Motification Preferences @

How transparent should the Desktop Alert be? [10 | percent

Play a sound when the Alert appears

=) o o=

e How transparent should be desktop alert be?
e Play a sound when the Alert appears
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6.1 User Groups Notes

You can group your users together into user groups. User groups are optional
features of Message and Shutdown Services to group people that use Opera 3
into, for example, functional areas or seniority groups. So, for example, you could
have a group called 'HR' for Payroll and Personnel users, or a group called
'Finance' for users working in the finance department. You may also have a group
for directors and other senior managers or a group for administrator users who
are responsible for the data backups and other housekeeping tasks.

.3 User Groups : SALES - Sales Staff |._||E||£|
General I List |
Code: SALES
Descripkion; | Sales Staff
User ID User Name =
ADMIM The Adrinistrator
MAMAGER The Manager
3 Members of SALES - Sales Staff
Fm
7 The Administrator
The Manager
)

View

v

(o] @

[ [ concel

Description

Code The group's unique code.

Description  The group's description, which is displayed on distribution lists on the System -
Maintenance - Messages and the System - Maintenance - Shutdown forms.

© Pegasus Training Services Page 120


mk:@MSITStore://trn3pc08/c$/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/Messages.htm
mk:@MSITStore://trn3pc08/c$/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/Messages.htm
mk:@MSITStore://trn3pc08/c$/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/Shutdown.htm

Accreditation Training Courseware - O3Training_Accreditation_ ADM50SystemR3.7.docx

6.2 Scheduler Notes
The Task Scheduler allows the user to create automated tasks.
3 Task Schedule Editor (=1 3]
Name Description Type Last Run
)
Create new tasks from available options through the Task Scheduler Editor.
3 New Task BEx
Task Desciption
Tk Type
Descipi (i TR )
widowstiser(Nowd R B Paswod| |0
Sales - Period End
Schedule Purchase - Period End
Schedule type: | Specific days of the week v Days: | Monday (+]
Time of day to run; [ :w:j::idey
Thursday
Suspend Task: O ] Fiiday
[ Saturday
[] Sunday
Task Details
Comparies: [[]Main System (0) @  Options* [] Copw Statutory Rates
Ca®
[C] Qrien Vehicles Leasing [2)
e R e e
NB: For further information, please refer to the Scheduler Training Manual.
6.3 Messaging
The Messaging Service allows you to send desktop alerts to users or groups of
users in Opera 3. Scheduled alert messages are displayed on each user's
desktop when they are using Opera 3. Any users who are not using Opera 3 when
a message is scheduled to be displayed will be notified when they log in to the
application.
Page 121
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Enter Title, Date & Time and frequency required.

% Messaging - Updating VAT Return today = @
General |gismbuﬁon List
Title : |Updating VAT Return today
StartDate: | 31/05/2011 E] Time : | 09:00 ] Active
Frequency
() Once @ Dates
() Daily () Days
() Weekl
éM ﬁ; 1 2z E3 E4 Es Ee E7
@ Mon
) Y Fe [Fe Mo Fi11 [z {13 [[i4
(15 [[1s [17 [[18 [[19 2o [21
2z [F23 [[24 Ez2s Fl2s [Fl27 [E
[[2e [[30 [[31 [#Last
Expires After : 2 | Hours IZ|

The FD is updating the VAT Return today. Make sure all transactions for this -
month are posted before 10:30 am. We will be making our online submission
using Opera 3 and Pegasus Online Filing Manager at 4pm.

| =
(-] @

View L

Expires After
This box has two purposes.

1. It controls the maximum amount of time that the message is displayed on desktops for
those people that are already using Opera 3. If it is set to one hour, the message is
displayed for one hour after the Start Time. Unless the user has already closed the
message, it will disappear after one hour.

2. It controls whether the message will be displayed when a user logs on to Opera 3. Using
the example of one hour, if a user logs on to Opera 3 within one hour of the Start Time, the
message will be displayed. If they log on more than one hour after the Start Time, the
message will not be displayed.

Message

This is optional text that can be displayed in the message along with the message
titte. The first line of this message is displayed on the main message form, the
remainder of the message is displayed on another form that is linked to the main
message.

Tip: Use the Preview button to see how the message will be displayed on each selected
user's desktop.

Active

This box is selected automatically when a new message is created. Active
messages will be sent to users at the selected time/s in the boxes under
Frequency.

Tip: Untick this box to prevent a message from being sent.

Show in System

This lists the additional systems that have been set up in Opera 3. These allow
up to 36 further companies to be set up in each system. You can select to show a
message in all systems, only the main system or only a selected additional
system.

Note: This box is only displayed if you use Additional Systems.
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Setting Details

. Message Maintenance |.ogOut03 OIMEE - SECE 12 MIESEE NEE

eneral | Distribution || List |
Title | LogOutos
StartDate: | 25/05/2011 E] Time :
(& once
() Daily
O weekly
() Monkhly
3 Message Maintenance LogOut03 Daily - repeated every x days (for
example, every 4 days)
General |gistribution || List |
Title ¢ | LogOute3
Start Date : E Time : | 17:
O Once Repeat every : Days
(%) Daily
() weekly
() Monthly

3 Message Maintenance LogOut03

Weekly - repeated every x weeks (for

— example, every 2 weeks)
General |gistribution || List |
Title :

| Logoutos |

StartDate: | 25/05/2011 E] Time : | 17
O onee Repeat every : Weeks

O Daily
() Weekly
O Monthly D Sun Mon |:| Tue

Clthor [CIFi [J3at

3 Message Maintenance LogOut03 Monthly - repeated every month on a

— specified day (for example, the first day of
General | Distribution || List | every month)

ek [Logoutos |
StartDate: | 25/05/2011 E] Time : | 17:00

O once &) Days of Month

) Daily () Times of Month

O weekly

@menty D1 02 Os O+ Os Os 07
e e o i Tz Chis Cie

Oz Ow Oz Oa

Ozz ez 24 Ozs Hee ez [es

ez Cso Ozt [Flast

3 Message Maintenance LogOut03 [ Monthly - repeated every month on a

ey o specified week and day (for example,
General IQ\str\hutinn || uist |
every second week on a Monday).

Title : | LogOukes |

StartDate: | 2sinsfznll ) mme:[1zo0 |

) Once (o Days of Month

) Daily (& Times of Month i[]second []Third []Fourth []Last

) Weekly

& Morthly [sun [Man [ Tue [#)Wed (] Thur (IR []Sat
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Action Menu

 eersoroups

Companies
@ Calendar

Cancel

Select the Members and Companies that the natification is to be sent to.

3 Distribution List : LogOut03

A
1.2 The Adminisigs
R 3 Distribution List : LogOui03

nith
O & The administrator
B The Manager

rion Wehicles Leasing

(o] @
——

Con) @

Coon] @

NB: A blank selection is the same as an All selection

View a calendar that displays when the shutdown or lockout was scheduled for.
This option is available if the message is active.

Distribution tab

This tab displays the users or user groups that have been selected to receive the
message alert. Only users that are logged in to the selected companies will
receive the message on their desktop.

! Messaging - Welcome to this release of Opera 3 [o | =] =]
Genersl | Distrbuton. | List
Users{Groups
This message is intended for All Users and All User Groups. o
Companies
This message is intended for All Companies. -
o
View Vs
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6.4 Shutdown / Lockout

Shutdown/Lockout allows you to schedule either a forced shutdown of selected
users in Opera 3 or schedule a lockout so that users are prevented from logging in
to Opera. Users will receive three messages before a shutdown happens. You
can define when the messages are displayed so users have time to save their
work. For example, the first message can be scheduled to be displayed 1 hour
beforehand, the second message 30 minutes beforehand and the final message 5
minutes beforehand. Messages are not sent for lockouts because they only affect
users who are already logged in to Opera.

Warning: Any unsaved entries that users are working on will be lost when Opera
3 is shutdown. Users must be given enough time to save their work before the
shutdown is scheduled to happen. Also, if anyone is using a Pegasus product that
links to Opera 3 - Pegasus Document Management, Pegasus XRL, Pegasus
Instant Messenger, Pegasus CIS, Operations Il, Pegasus Dashboards and Online
Filing Manager - these products will not shutdown. It is advisable to close these
products individually before the scheduled shutdown.

System Preferences - Notification Service messages

Options that determine the amount of time that users are reminded that a
shutdown of Opera 3 is scheduled. A message is displayed for each number of
minutes you enter. For example, if you add 20 to the first box and 5 to the second
box, all chosen users will be warned 20 minutes before the shutdown event and
warned again 5 minutes beforehand.

Note: To make sure that chosen users are well informed of a shutdown event,
three messages are sent beforehand. These boxes control how long before the
shutdown the second and third messages are displayed. The Show ... before box
on the System - Scheduling - Shutdown form controls how long before the
shutdown event the first message is sent.

minutes before Shutdown and again 1 |2 | minutes before Shutdown

Remind users 2 | & &

w

9

NB: All open Opera 3 sessions are closed by the shutdown event. However, an
administrator can use the '"ADMIN' ID to log in to Opera 3 so that a maintenance

task can be completed but all other users will be locked out for a defined amount

of time.

Was XRL
being looked &
at to be 7

included with
Shut-down?

Development investigated
XRL and other external
sources which could
access and lock the data.
There was no obvious way
this could be integrated
with shutdown. The way
XRL holds the ODBC link
open to the data and does
not release it at obvious
stages means it is difficult
to integrate this into the
Shutdown function..
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Enter similar details as seen in the messaging form, title, date & frequency etc.

Show ... before

The first of three messages that is sent to warn users can be displayed for a
chosen time before a scheduled shutdown. For example, you may want to display
the message two hours beforehand so that your users have plenty of time to
complete their work in advance of the shutdown.

Note: Three messages are displayed on each selected user's desktop before the
shutdown event happens. The amount of time before the shutdown that Opera 3
displays the second and third messages are defined on the System - Utilities -
System Preferences form.

Lock out for

After a shutdown event you may want to prevent anyone from using Opera 3 for a
certain amount of time. For example, if the reason for the shutdown is to back up
your data, you will not want users logging in to Opera 3 whilst that is happening.
You need to use your understanding of the time needed to complete the activity to
decide how long to lock people out for.

Note: If anyone tries to log in to Opera 3 during the lock out period, they will be
prevented from doing so. A message will tell them when they will be able to log in
again.
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The action menu offer the ability to select distribution members and companies o
respectfully.

Distribution
Wi Campanies

‘ Action - S

3 Distribution List : Shut Down

O15 L —

O & The Adrinistrator
O & The Manager

3 Distribution List : Shut Down

O & The Admiristrator
& The Manager

3 Companies List : Shut Down

Angell's Enter
Crion Yehicles Leasing

(o] @
N |

(o) @
|

(o] @

[ [ concel

NB: A blank selection is the same as an All selection

3 Shutdown Maintenance Shut Down = \E||£|
General |
Users/Groups
User I Name A
USER. Mr Smith

MAMNAGER | The Manager

~
Companies

Comparny Name ~
A Angell's Enterprises
z Crion Vehicles Leasing

(o) @

Wigmw
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Examples of shutdown messages:

i Shut Down X
The system will shutdown at 04:24:00 PM
1st Reminder
'*_-. Shut Down X
5 The system will shutdown at 04:24:00 PM

2nd Reminder

Shut Down ®
The system will shutdown at 04:24:00 PM

Example of notification message:

j My first task * X

This is & new message

To Log On to Opera 3 during a Lockout Period

Shutdowns are likely to be scheduled so that essential maintenance, like
upgrading the Opera 3 programs or running the Update Data Structures or
Backup commands, can be completed by a system administrator. All affected
Opera 3 sessions are closed by the shutdown event. However, an administrator
can use the ADMIN user to log in to Opera 3 so that a maintenance task can be
completed but all affected users will be locked out for a defined amount of time.
The ADMIN user will be locked out of Opera 3 for between one and two minutes
after the shutdown has occurred.

Tip: The ADMIN user can edit an active shutdown and if necessary, disable it or
change the lockout period that affects the other users that have been locked out.

How do | know when the users will receive the alerts that a shutdown will happen?

Selected users receive three messages to warn them of a shutdown. The first
message is controlled by the Show ... Before box on the Shutdown form. This
controls the amount of time before the shutdown that the first message is
displayed. The amount of time before the shutdown that Opera 3 displays the
second and third messages is defined by the number of minutes set in the boxes
under Notification Services on the System - Utilities - System Preferences form.

Tip: To cancel a shutdown untick the Active box on the form. This cancels the
shutdown and also prevents any pending messages for the shutdown from being
sent. However any messages that have already been sent are not affected - to
inform people that the shutdown was cancelled, send a message from the

Messaging form.
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6.4.1 General tab (in more detail...)

Box Description

Title This is displayed on the message alert that is shown on each selected users desktop to
warn that a shutdown event is planned. Further text can be entered in the Message box
if required and viewed by the user.

Type The type of event:

e A shutdown will automatically close Opera at the selected time for the
affected users and prevent them from logging in until the Lock out for time
has passed.

e  Alockout will prevent the affected users from logging on to Opera until the
Lock out for time has passed; users who are already using Opera are
unaffected.

Date The date the message will be sent. If the shutdown event is scheduled to happen more
than once, this is the first date the shutdown event will happen. The other dates are set
up in the Frequency boxes.

Time The time the shutdown event will happen on the selected date. If the shutdown event is
set up to happen more than once, this is the time the shutdown event will happen on all
chosen days.

Frequency Shutdown events can be scheduled to happen once at a chosen time or many times
over chosen days. You can select the following frequencies:

e  Once - the shutdown will happen once

e Daily - the shutdown will be repeated every x days (for example, every day or
every 4 days)

e  Weekly - the shutdown will be repeated every x weeks (for example, every 2
weeks)

e  Monthly (Dates) - repeated every month on a specific date (for example, the
27th day of every month)

e  Monthly (Days) - repeated every month on a specified week and day (for
example, every second week on a Monday).

Lock out After a shutdown event you may want to prevent anyone from using Opera 3 for a

for certain amount of time. For example, if the reason for the shutdown is to back up your
data, you will not want users logging in to Opera 3 whilst that is happening. You need to
use your understanding of the time needed to complete the activity to decide how long
to lock people out for.

Note: If anyone tries to log in to Opera 3 during the lock out period, they will be
prevented from doing so. A message will tell them when they will be able to log in

again.
Show ... The first of three messages that is sent to warn users can be displayed for a chosen
before time before a scheduled shutdown. For example, you may want to display the message

two hours beforehand so that your users have plenty of time to complete their work in
advance of the shutdown. If a user logs in to Opera 3 during the two hours, a message
informs them of the impending shutdown.

This applies only to Shutdowns.

Note: Three messages are displayed on each selected user's desktop before the
shutdown event happens. The amount of time before the shutdown that Opera 3
displays the second and third messages are defined on the System - Utilities - System
Preferences form.

Message This is optional text that can be displayed along with the message title. The first line of
this message is displayed on the main message form, the remainder of the message is
displayed on another form that is linked to the main message.

Active This box is selected automatically when a new message is created. Active messages
will be sent to users at the selected time/s in the boxes under Frequency. If the
shutdown is defined to happen only once, the box is unticked after the Lock out for
period is lapsed. For example, if users are locked out for two hours, this box is unticked
two hours are the shutdown.

Tip: Untick this box to prevent the shutdown from happening.

Show in This lists the additional systems that have been set up in Opera 3. These allow up to 36
System further companies to be set up in each system. You can select to show a message in all
systems, only the main system or only a selected additional system.

Note: This box is only displayed if you use Additional Systems.

© Pegasus Training Services

Page 129


mk:@MSITStore:C:/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/System_Preferences.htm#Notification_Service_messages
mk:@MSITStore:C:/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/System_Preferences.htm#Notification_Service_messages
mk:@MSITStore:C:/Program%20Files/Pegasus/O3%20Client%20VFP/Opera.chm::/System/Additional_Systems.htm

Accreditation Training Courseware - O3Training_Accreditation_ ADM50SystemR3.7.docx

6.4.2 Distribution tab (in more detail...)

This tab displays the users, user groups or companies that have been selected for
the shutdown. Shutdowns can be scheduled for either users or user groups, or for
a company or more than one company. If companies are selected, all users who
have access to the companies will be locked out for a prescribed amount of time.

You can use the Action menu to:

e  Select users or groups of users that will be affected by the shutdown or lockout

e Select companies for the message. All users who are logged in to the company
will be affected by the shutdown or lockout

e View a calendar that displays when the shutdown or lockout was scheduled for.

This option is available if the message is active.

6.5 Calendar

Use this command to view the messages, shutdowns and lockouts that have been
scheduled in Opera. It includes both future and historical records. By default all
the active messages are displayed on the form but you can tick the Include
Inactive box to view records that are not currently active. The days when
messages, shutdowns or lockouts are scheduled are highlighted in the calendar.

“ Calendar

==l

M

i1 | 12

B | 19

T

W

21

28

TOF

September 2011
5

5

3

10

24

Messages for Friday 30 September 2011

Time

Message

Indude Inactive Messages
Type -

05:00
17:00

Updating VAT Return today
Weekly Backup

Message
Shutdown

Close

Tip: You can also view a calendar for single messages, shutdowns or lockouts
from the Action menu on the Messaging or Shutdown form.

Wigwy

Betion -

=N

Users/Groups

B colencr ||

h'—l[[lpﬂ[ll:}

Cancel
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6.6 Windows Notification Area Notes
An icon is displayed that in the Microsoft Windows Notification area (normally at
the bottom of your screen) after you log in to Opera 3. If you click the icon a menu
is displayed that allows you to view the messages that have been displayed today
and also pending messages that will be displayed today. Only messages and
shutdown messages with the Active box ticked are displayed.

& Pegasus Opera 3 - Orion Vehicles Leasing oo
Se=— = S R
Vote for Opera 3 in the Software
Satisfaction Awards 2011
WHAT'S NEW @USER ASSISTANCE ‘ __J DOWNLOADS
The notification area is located at the far right of the task bar by default, and it
contains program icons that provide status and notifications about things like
incoming email, updates, and network connectivity. You can set up your computer
so that programs update the notification area differently. In Microsoft Windows 7,
you click the arrow to display this form and then click Customise to change how
the icons appear. The up arrow is displayed only if there are hidden icons.
tead Show messages
| e
— | a N B
Customize...
N ome w >
M E & s
Each menu item is enabled only when relevant. For example, if there are no
pending messages today, the menu items for pending messages are disabled.
Tip: The menu uses your secondary button on your mouse: to activate the menu,
use your mouse right-click button if your primary button is the left button or use
your left-click button if your primary button is the right button.
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Notes
Show last message received 0 o e
Show all received messages
Hide all received messages
Show all pending messages
Hide all pending messages
a Mo
Customize...
Item Description
Show last message A received message is one that has been displayed today and was then
received closed. Click this item to view the most recently displayed message.
Show all received Click this item to view all the messages you have been displayed today and
messages then closed.
Hide all received Click this item to close all the messages that have been displayed today.
messages
Show all pending A pending message is one which has not yet been displayed but will be
messages shown at some point today. Click this option to view all your pending
messages for today.
Hide all pending If pending messages are displayed on your screen, click this option to close
messages them.
Note: Messages that have already been displayed today are shown at the top of
the menu.
If Opera is running an exclusive process such as an Update Data Structures and
the Notification Services are suspended, the system tray icon will show greyed out
and set to inactive.
a4
&
i
Customize...
NUM
PR om, w 16:47
2 %D & 04/08/2011
© Pegasus Training Services Page 132



Accreditation Training Courseware - O3Training_Accreditation_ ADM50SystemR3.7.docx

6.7 V2 Scheduler Onwards

Scheduler has been technically uplifted and will integrate with a windows service
and SQL.

Client PC Server PC

Opera 3 Server

I Taskrunner

Service

Opera 3 Client

Client DLL

Task Editor

(SMTP)
Server Windows Service Data
Scheduler

Some Key notes include;

% Opera 3 Only

% Mail-merge debt letters

% Technical infra-structure change
% SQL Server Database

% Server Side Processing

% A new Windows Service will be added to the Scheduler which, amongst
other tasks, will:

% Listen for instructions from the Scheduler Interface DLL
% Provide a ‘mail-merge’ facility

% Create PDF files

% Send e-mails to an SMTP server

% Create and update the Scheduler database
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Accreditation Training Courseware
Appendix

Appendix A — VAT Information

Setting Up Reverse Charge Accounting (Goods)

1. Select the RC Sales List option in the System - Maintenance - Company Profiles
command if you sell the items for values above the de minimis level.
2. Check the Reverse Charge De minimis level in the System - Utilities - System

Preferences command. This is £5000 from 1 June 2007 and is automatically updated
when Opera 3 is upgraded. If HMRC change the de minimis level, you can update it here.

3. Create Reverse Charge Sales and Reverse Charge Purchase VAT codes in the System -
Maintenance - VAT Processing command using the standard rate of VAT.

e A Reverse Charge Sales code updates only Box 6 (Value of Sales). Example from
a Sales perspective...

>
k=)
o
®
>
o
X

You send an invoice to your customer with a goods value of £8750 and a VAT value of
£481.25. The invoice has two detail lines, one of which is subject to the Reverse Charge.
It indicates clearly that part of the invoice is subject to the Reverse Charge.

Oron Veticles Linited
Orion House Subject to Reverse Charge
Orion Way
Keterng
o INVOICE Invoics No. INVBS23

DOCODSES

OUDBR007  Due 15772007

Gosforth Industral Park
Gostorth

Nonthumbers
NCS 1WR

PRODUCT CODE DESCRIPTION Ui QUANTITY UNIT PRICE DISC.% LINE VALUE VAT

MOBILE PHONES  Mobie Phenes 50000 1200 600000V

PHONE CHARGERS _Phane Chargers so000 550 700 1
** Customer to pay output tax of £1050 to HMRC ™

VAT Analysis Total Goods 875000
Code Goods  Rate VAT

ar 7
v 600000 1750 ‘Reverse Charge”

Item Goods Value VAT Value (£) Subject to Reverse
£) Charge

Mobile Phones 6000.00 1050.00 * Yes

Phone Chargers 2750.00 481.25 No

Total 8750.00 1531.25
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Your VAT Return is updated in the following way:

e Box 1 (Output Tax) is updated only with the £481.25 VAT for the Phone
Chargers

e Box 6 (Value of Sales) is updated with Total Goods value of £8750.00

Your customer must account for the Output Tax on the mobile phones of £1050. *

e A Reverse Charge Purchase code updates Box 1 (Output Tax), Box 4
(Input Tax), and Box 7 (Value of Purchases). Example from a Purchase
perspective..

You receive an invoice from your supplier with a goods value of £8750 and a VAT value of
£1531.25. The invoice has two detail lines, one of which is subject to the Reverse Charge.
The invoice clearly indicates that the Reverse Charge applies to some of the invoice.

Item Goods Value VAT Value (£) Subject to Reverse ‘
(&) Charge

Mobile Phones . 6000.00 . 1050.00 * . Yes

Phone Chargers 2750.00 481.25 No

Total 8750.00 1531.25

Your VAT Return is updated in the following way:

e Box 1 (Output Tax) is updated with the Reverse Charge VAT value of
£1050.00 *

e Box 4 (Input Tax) is updated with total VAT value of £1531.25

e Box 7 (Total value of Supplies) is updated with Total Goods value of
£8750.00

Therefore Input Tax of £481.25 (Box 1 - Box 4) from the item that is not subjected to the
Reverse Charge is reclaimed from HMRC.

4. Select the Reverse Charge option for each stock item or product record where the Reverse
Charge accounting procedure applies. The option is displayed in the Stock - Processing
command on the Options form and where the Stock module is not used, in the SOP/Invoicing -
Maintenance - Products and P.Orders - Maintenance - Products commands.

You can identify a Reverse Charge item by an icon that appears in the form's status bar:

/ Indicates a Reverse Charge item

View 5

5. Your sales invoice and credit note designs must be updated to indicate when the Reverse
Charge accounting procedure has been used on a transaction. You can check the
demonstration data's invoice design to see what needs to be done.

e Each line on the document must indicate whether it is a reverse charge
item.

e The VAT Analysis section of the document must indicate whether VAT is
subject to the Reverse Charge procedure.

e The VAT value that is being reverse charged must be displayed after the
final line of the document.
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6. To process a transaction to a VAT registered customer above the HMRC de minimis level, use
a Reverse Charge Sales VAT code. Use Reverse Charge Purchase VAT code when you
receive an invoice or credit note that are subject to Reverse Charge accounting from a VAT
registered supplier. You can use Reverse Charge codes on credit notes even if the goods value
is below the de minimis level.

Note: If HMRC change the de-minimis level you must update the Reverse Charge De-
minimis level box on the System - Utilities - System Preferences form.

7. If you selected the RC Sales List option in the System - Maintenance - Company Profiles
command, create the RCSL upload file in the System - Maintenance - VAT Processing
command and submit the RCSL to HMRC for each VAT period, whether or not you actually
make Reverse Charge supplies. You must then submit the RCSL for each VAT period until you
permanently cease to make these supplies, when you must tell HMRC the date on which you
ceased.

Setting Up Reverse Charge Accounting (Services)

To set up Reverse Charge accounting for services you need to create VAT codes in the
System - Maintenance - VAT Processing command that are set up to update the VAT Return
and EC Sales List.

o If you are the supplier of services that are subject to the Reverse Charge, you need
to create a zero-rated Sales VAT code with the VAT Return Box 6 ticked and the EC
Sales List Services box ticked. The code is then available in the Sales Ledger, Sales
Order Processing, Invoicing and Importer modules.

e If you receive services that are subject to the Reverse Charge, you need to create a
standard rate Purchase VAT code with the VAT Return Boxes 1, 4, 6 and 7 ticked.
The code is then available in the Purchase Ledger, Purchase Order Processing and
Importer modules.

Sales VAT codes

If you provide services that are subject to Reverse Charge accounting to different EC
countries, you may need to create one VAT code for the countries you are registered in, and
another VAT code for the countries you are not registered in. If your customers are in one
country, you need to create one VAT code.

After the VAT codes have been created they are available in the Sales Ledger, Sales Order
Processing, Invoicing and Importer modules. The VAT rate for these transactions must be set
to zero percent.

1. Open the System folder, click Maintenance and then click VAT Processing. Then click
New on the Record menu.

2. In the Country Type box, select 'R' if you are registered in the EC country, or 'U" if you
are not registered in the EC country.

3. Inthe Trans. Type box, select 'S’ for Sales.

4. In the VAT Code box, enter a number or letter to identify the code. This must be a
code that is not already used. Then enter a description for the VAT code, for example
'RC Services'.

Important: Do not use 'Y' as the VAT code. These codes are used for apportioning delivery
charges for transactions that are included on the Supplementary Declaration (SD) report.

5. Under EC Sales Listing (ESL), untick the Goods Value = Supplies box and tick the
Services box. The box 6 - Total Value of Sales box under VAT Return Boxes remains
ticked and the other VAT Return boxes are automatically unticked and disabled. The
Goods Value = Supplies box under Supplementary Declaration (SD) is also
automatically unticked.

6. On the Record menu, click Save.
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Tip: HMRC does not require that invoices indicate that a transaction must be accounted for
under the Reverse Charge mechanism. However, to help your customer, it may be worthwhile
having an invoice design for these transactions only with a statement that highlights that the
transaction needs to be accounted for under the mechanism. To add a new invoice design, use
the System - Maintenance - Report Layouts command. You could use the following text, or
similar: These services are outside the scope of UK VAT. You may be required to make a
reverse charge VAT declaration under Article 196 of EU Council Directive 2006/112/EC.

Purchase VAT codes

If you receive services that are subject to Reverse Charge accounting from different EC
countries, you may need to create one VAT code for the countries you are registered in, and
another VAT code for the countries you are not registered in. If your suppliers are in one
country, you need to create only one VAT code.

After the VAT codes have been created, they become available in the Purchase Ledger,
Purchase Order Processing and Importer modules.

1. Open the System folder, click Maintenance and then click VAT Processing. Then click
New on the Record menu.

2. In the Country Type box, select 'R’ if you are registered in the EC country, or 'U" if you
are not registered in the EC country.

3. Inthe Trans. Type box, select 'P' for Purchase.

4. In the VAT Code box, enter a number or letter to identify the code. This must be a code

that is not already used. Then enter a description for the VAT code, for example 'RC
Services'.

Important: Do not use 'Y' as the VAT code. These codes are used for apportioning delivery
charges for transactions that are included on the Supplementary Declaration (SD) report.

5. In the Rate 1 % box, enter the standard rate of VAT, and enter the date from which the
VAT code will be used in the Date 1 box. This date must not be before 1 January 2010.

6. In the Nominal Code box, enter the Nominal Account to which the VAT will be posted in
the Nominal Ledger.

7. Under VAT Return Boxes, tick box 1 - Tax Value on Sales. Box 4 - Tax Reclaimed on
Purchases,
box 6 - Total Value of Sales and box 7 - Total Value of Purchases are ticked
automatically and the other boxes are unticked. The Goods Value = Supplies box under
Supplementary Declaration (SD) is also automatically unticked.

8. On the Record menu, click Save.

© Pegasus Training Services Page 137


mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Opera.chm::/System/Report_Layouts.htm

Accreditation Training Courseware - O3Training_Accreditation_ ADM50SystemR3.7.docx

Appendix B Visual FoxPro and Technical Information

Why the Visual FoxPro development environment?

In 1993 Pegasus Software Ltd. launched Pegasus Opera, which was developed under the FoxPro Relational
Database Management System (RDMS). This offered several advantages over standard programming
languages such as Quick Basic.

These advantages included:

e The fact that it is an RDMS means that programs, screens, menus and tables are all generated by
one application meaning no compatibility issues will arise

e Simple, easy to use interface

o Easy to generate data tables

e [Easy to generate and use indexes

o Rushmore record searching for greater speed with locating information
e Data Integrity Improvements

e Fast access of the data

Development tools such as Visual Basic and SQL Server are together a very powerful environment. Visual
FoxPro however offers similar flexibility and technical specifications as these two products combined allowing
the developer to make use of Stored Procedures, Triggers and Views all stored with the database rather than
having to be written into the program.

The Data Dictionary

The data dictionary is held in a folder called datadict. The database container for the dictionary is called
Datadict.dbc. Default location being C:\Documents and Settings\All Users\Application Data\Pegasus\Server
VFP\DataDictCore.

The tables with in the container can be used in a reporting product such as Crystal Reports to create a
document detailing what the tables are, what the fields are within the table, rules that are applied to a field,
and the fields proper name and description. Basically creating a Database Schema.

table.dbc and field.dbc

Data Container

Pegasus Opera 3 now uses a Visual FoxPro Database Container. This is a file located within the data
directory. This is a key difference between Opera 16 and Opera 3, where 016 had free standing tables,
OPERA 3 uses a DBC.

A

Datab
There are three files named: atabase

Container
Database Container: COMP_z.DBC

i pr— _—

Data Dictionary COMP_z.DCT ! Tabl
Database Index COMP_z.DCX Table SIS

Z_SNAME Z_SPARM

! Table
Z STRAN

\J \J
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The purpose of the database container is to hold information about all the tables,

e the number of records in each table
e when it was last updated,
e who updated it.

It is for this reason that you can not just replace a table without some extensive work. The container will
assume that the data is corrupt if it does not match its criteria. (See Free Tables)

Links and Relationships

There are no table relationships maintained by Opera 3. There are several reasons why this is but the major
reason is that Companies do not always purchase all the modules and not all tables are required. Thus links
do not always have to exist.

This makes Opera 3 more flexible in hooking in Third Party Applications. (No links to deal with.)

Free Tables

There are some rare circumstances where free tables must be used. Freeing a table will allow the table to be
altered without the container having to know. This is not a recommended procedure and cannot be supported
by Pegasus.

Data Types
There are five data types within the Opera 3 tables:-
e Date
e Time
e String
e Numeric
e Logical
e Memo

There are no currency fields.

Update Data Structures

What does it do?
The standard Update Data Structures or UDS basically carries out the following functions:

e Checks the Structure of the Tables within each Database Container based upon a standard
Database.

e Checks the indexes within the tables

e If any problems with invalid fields or indexes are discovered then these will be corrected, and set
according to the Standard databases.

It is normally used when updating from one version of Opera 3 to another. Any tables or fields that do not
exist are created or altered according to our data structures.
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The Data Validation Tool (DVT)

When you are logged into Opera 3 as ADMIN, and only ADMIN a function called the Data Validation Tool will
automatically run when UDS is selected. This will verify the contents of each field within each table of the
Database container. This does take longer than a simple Update Data Structures (UDS) due to the more
intense work involved.

e Should the DVT find what it suspects to be corruption, it will stop the UDS process and prompt the
user to correct the contents of the suspected field. Once this has been altered and the User clicks
ok the UDS will continue.

o Ifthis is run unattended then an exceptions report is created
e The DVT is NOT a replacement for the File Checker in Opera.

o For Example whilst checking SNAME, it will check sn_current the field that holds the
balance.
This is a numeric field therefore if it contains a numeric - the DVT would assume this is
correct. Of course it might actually be holding 10.34e20 which Opera 3 may see as
corruption.

o It will reference the Data Dictionary to ensure all the database rules are adhered to i.e. mandatory.

Database Command Line

CAUTION:- Commands that flout the database rules will cause Opera 3 to crash and an error log written. It is
possible to cause serious problems with data.

It is therefore with the utmost caution that this option is used and should not be used by any one who is
unsure of what they are doing. It should also be the final solution when all other options have been
exhausted.

In Opera 3 2.25 and above there is a Database Command Line Tool. This is a function that allows users to
enter Visual FoxPro commands to interrogate the Opera 3 data from within Opera 3.

e To use the function you must be logged onto Opera 3 as ADMIN.
e Open the System Module and open Utilities Menu then select View Error Files.
e On the Action button there is a function Database Command Line.

i View Error Files - 6%
st |
Filename | Date | Tine
Database Command Line %]
Foxpra Command s [frome
Table Mame :
£ sockcsbie)
™ Sywtem fle ?
[ Ewchive Sie use
Enter the Ve FasPra command statinent B the dats s b5 15 . 0k OK 1o
the command,
e |
Bction = i hose
Command ne
= 4
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Enter a Visual FoxPro command —
i.e. Browse

This will allow you to select the table required. If you select OK with out
selecting a table then a table selector will appear. Users can select any
table.

If you want to view another database then a dropdown box will list all
containers available for every company added to Opera 3. The system
database container will also be available to select.

Tick the box marked Exclusive if the file you wish to interrogate requires
exclusivity.

Click OK to run your command

When the command is executed users can move around the table and
examine the data.

Depending on the rules of the table then the Table menu will have different
options available.

If selecting options append then dialog box appears

i Append From

Type: [Table [DBF)

i

Eram: |

Options...

Other tables can be selected.
Examples

These functions will be used through out Opera 3.

Database:

| Comp_z j k. |
Cancel

Tables in databaze:

abbal Qther...

abfunc
abprmz
sbzoft Select
accode + Tables
admap " Views
adpout B
aentry [ Excluzive
ahknam
ahpout ﬂ
Font... {
Go to Record 3
Append Mew Record Cirl+Y
Toaale Deletion Mark Ctrl+T
Append Records. ..

Delete Records. ..
Recal Records. ..
Remove Deleted Records

Replace Field. ..
Size Field
Moye Figld

Resize Partitions

Rebuild Indexes

Command Result

Browse

This will allow editing and browsing of data

Append
mandatory fields will need entering

Adding a cursor to allow you to enter a new record — only the

Append Blank

This function will not work if the table that the append is using is a key
table. If there is a mandatory field on a table and append blank is
used the instruction will fail. Use append to rectify this

before using any other commands.

Use ‘Use’ will close any open tables. This would be ideal to type in first

Select * from tablename where

This will give table with proper table field names

directory

1=1

Exclusive Using the Exclusive command will allow certain functions on the table
menu to be used.

Do this allows FoxPro functions to be called from the Opera 3 root
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Visual FoxPro commands
All the above can be used in VFP. In addition the following can be used:-

SQOPEN(“S”,"TABLENAME”)
This should be used in conjunction with USE. This allows tables to be opened and then sgl select statement
used.

The Data

Table Structures

Pegasus Opera 3 data tables have the same naming convention as Pegasus Opera data tables. Each table
is prefixed by a Company Letter i.e. Z SNAME.DBF. Each table may have three extensions — DBF,  CDX,
FPT

e DBF — Database
e CDX - Index
e FPT - Memo (Only if a memo exists in the table)

The tables’ name relate to specific modules. Some of the tables may not be in use yet.

Code Module

A Cashbook

B BACS

C Stock, Traceability & Bill of Materials
D Purchase Order Processing

E

F Fixed Assets

G

H History, Personnel

| Invoicing SOP

J Job Costing

K

L EDI - Redundant

M

N Nominal Ledger

(0]

P Purchase Ledger

Q

R

S Sales Ledger

T

V)

\Y VAT

W Payroll

X

Y

z System, Currency, Notes, Spooler
SEQ System

DM SPM & Service Management Inc Helpdesk
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Temporary Tables (Cursors)
A temporary table is created as you open a form with data in it Opera 3.

e Arecord set is created (copied from the data tables) and held in a temporary table each time a form
with data in it is opened.

e The temporary table remains until the form is closed.
e The temporary table is saved to various locations.

o VFP
Beneath the windows directory

o Opera 3
Saved in the location specified in the opera.ini file. (Usually Opera 3\temp)

o Reports

Beneath the Opera 3 root directory.
e Itis given a random name then deleted as the table is closed.
e Users can change the data but this is not committed to the table until the save button is clicked.
e When the save button is clicked the Temporary table is flushed then deleted.

TITRAN - IHEADQ

TITRAN and IHEADQ are two temporary tables that are created when posting documents in SOP. These
tables only exist at the time of posting — they are cleared when the routine ends.

NEXTID
The NEXTID table is used all over Opera 3 and gives the next uniqgue number available to a record.

© Pegasus Training Services Page 143



Accreditation Training Courseware - O3Training_Accreditation_ ADM50SystemR3.7.docx

Appendix C - Upgrading from Capital Gold Accounts

IMPORTANT: To ensure your upgrade from Capital Gold is successful, make sure you have read
ALL the preliminary information set out below, including the order of upgrades and upgrade details
before you attempt the upgrade itself.

These instructions assume you are familiar with both Capital Gold and this application.

Use the Pegasus Capital Gold command in the Upgrade module if you want to convert the data
you have been maintaining using Pegasus Capital Gold in to the currently selected company. The
upgrade process is done under the control of a wizard. This guides you through the transfer of
your Capital Gold data files to this application. The wizard prompts you to select a company profile
from Capital Gold and converts the corresponding company information and data. The wizard
uses the latest database structures to bring the data for the system and selected companies up to
the current specification. Note, however, that the wizard will not offer information about preliminary
steps or details given in the guidelines below.

What Data Can Be Converted?

Currently, data can only be converted from Capital Gold Version 3.53.00 or later. You cannot
convert Capital Gold data if you are using VAT cash accounting. You can convert any of the
following, provided this application includes the corresponding modules:

Nominal Cost Centres* Sales Profiles Purchase Profiles Stock Profiles Sales Order
Documents
Nominal Types & Sub- Sales Terms Purchase Terms Stock Products
Types
Nominal Report Codes Sales Codes Purchase Codes Stock
Transactions
Nominal Accounts Sales Accounts Purchase Accounts
Nominal Budgets Sales Purchase
Transactions Transactions

Nominal Journals

Nominal Transactions

*You must not attempt to convert cost centres if there are none defined in Capital Gold, otherwise
an error will be displayed on the Audit file.

Note: There is no equivalent of Capital Gold's Factoring or Factoring with EDI features in this
application.

Steps You Will Need to Take in Capital Gold Before the Upgrade

These issues must be addressed within Capital Gold before the upgrade is performed:
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VAT Adjustments If you have posted VAT adjustments in Capital Gold's Nominal Ledger, ensure you
commit the VAT return before you carry out the upgrade process, because such
adjustments will not exist within the application's' VAT return once the conversion
has been done.

Check Bank You cannot carry out the upgrade if you do not have an account number and sort
Accounts code in your Capital Gold nominal bank account record.

If you do not have electronic payments activated within Capital Gold, you can still
convert your bank account, but will have to manually enter the bank details within
this application.

Bank account numbers must be a minimum of 8 digits long. This also applies to all
bank accounts specified on supplier records.

Clear Cheques, Make sure there are no cheques or remittances waiting to be printed for the
Remittances and purchase ledger or any payments awaiting transmission.

Payments for

Transmission

Run Month End Run any reports you would normally produce at the month end and take a backup
Reports of your data files, before you carry out a period end.
Run Period End Provided you have printed all your month end reports and taken a backup copy of

your data, run the period end procedure and select the Discard information for
previous periods option.

Take another backup of your data files.
Profit and Loss and If you are using non-standard profit and loss or balance sheet reports in Capital

Balance Sheet Gold, they need to be copied to profit.fmt and balance.fmt.
Report Formats

Important: We strongly recommend you aim to perform your upgrade at the end of a period that
coincides with your VAT return period.

Steps You Will Need to Take in this application Before the Upgrade

These issues must be addressed within this application before the upgrade is performed:

Create the Company  You must create the company profile in this application into which the Capital Gold

to Be Used data will be converted. The Pegasus Capital Gold command in the Upgrade
module must be run from the target company and you will need to have logged on
using the ADMIN user profile.

VAT (including EC If you have not been using any country codes in Capital Gold other than GB, you

VAT if used) do not need to have the EC VAT module in this application to perform the
conversion. If you have been using other country codes in Capital Gold, use the
EC VAT module in this application to define the country codes and the System
module to define VAT information. This must be done prior to converting any
transactions from Capital Gold. If you have the EC VAT module in this application's
activation, the minimum requirement is to define the home country. It is the home
country that will be attached to transactions and their associated customer and
supplier records. You will subsequently need to edit the customer and supplier
records to assign any other country codes that apply.

If you are converting sales order documents, make sure you have a type 'S' VAT
code defined in this application. This is the code that will be attached to converted
sales order documents. If you have documents of type 'U', you will have to edit
them in this application after conversion before progressing them further.

If you have a VAT rate set up for No Scope of VAT (type N) in Capital Gold, make
sure this is defined in this application as type H, N, N (not H, S, N).
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Carrying Out the Upgrades in the Proper Order

It is important to perform the module conversions in the correct order as indicated in the
guidelines below:

Nominal You cannot convert all the nominal information at the same time because some
information must exist in this application before you can convert the remaining
data.

If you have been using cost centres in Capital Gold, these must be converted first.
You can then convert types and subtypes and report codes, either prior to, or at
the same time as, converting nominal accounts. If you need to make changes to
the subtypes associated with nominal accounts, you must do this in this application
before you convert transactions. This is because you cannot change the
assignment of subtypes for accounts with balances.

Only when these conversions are done can you carry out the conversion of
budgets, journals and transactions.

IMPORTANT: Never attempt to upgrade other modules until the nominal has been
upgraded fully. You must ensure that the nominal option settings and bank accounts are
defined in this application beforehand.

Sales You can upgrade all sales records at the same time, but if you want to carry out the
conversion in stages, then ensure profiles and terms are converted either prior to,
or at the same time as, customer accounts. Once the accounts have been
converted, sales codes can be converted either prior to or at the same time as the
sales transactions.

Purchase You can upgrade all purchase records at the same time, but if you want to carry
out the conversion in stages, then ensure profiles and terms are converted either
prior to, or at the same time as, supplier accounts. Once the accounts have been
converted, supply codes can be converted either prior to or at the same time as the
purchase transactions.

Stock Make sure you have already converted nominal, sales and purchase modules. You
can upgrade all stock records at the same time, but if you want to carry out the
conversion in stages, then ensure profiles are converted either prior to, or at the
same time as, stock records. Once the stock records have been converted, check
that the assignment of profiles to stock items is correct in this application. This
must be done before you convert stock transactions because profiles cannot be
changed for stock items with balances.

You can then convert the stock transactions.

SOP Make sure you have already converted nominal, sales, purchase and stock
modules.

Recommended Upgrade Procedure

You must log on to this application using the ADMIN user profile in order to use the commands in
the Upgrade module. No other users must be logged on for the duration of the upgrade process.
Before proceeding we strongly advise you to take a full backup of your system and data files.

You will need to run the upgrade from the computer on which the Capital Gold software and data
is stored.

Make sure no other users are logged on to Capital Gold before attempting the upgrade.
