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Tools Module

e Forms (HTML layout)

e ClockIn
e Import
e Displays

How to create a new or select and edit an existing template

1) Select the Tools tab on the main module and then the forms button.

2) A design form will be opened where you can design your document template.

3) Inthe dropdown menus, you can select or view existing templates to edit.

4) Do not remove or change the editorial content in the square brackets; Account Tags - Sub-
Account Tabs, in the document, these titles will extract the data from the software and
include it automatically. Once edited, you can set it as a default by selecting the default tick
box under the drop-down list. All the different document options will display in the drop-
down list; each of them can be edited and then saved as a default. An alternative template
can also be designed if different entities in the company use different document layouts.
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H Template Manager
. ; 2
C\Workdir\T... | Preview
+| | | - | .| IQuote 'l General Invoice/..  Stateme..  Prescrip..  Orders M. 4 F
** a B E 'b —Account Tags

. [[BusMamelxx] [[Titlelxx] [[Init]] [[Mamelxx] [[Surnamelxx] [[ID#]] [[CardMe]]
¥ Make HTML copies of printed Bill [[(p)Address 1-3]]  [[(p)PostCode]] [[Tel]] [[Cell]] [[Email]] [[Vat2]] [[Date]]
Delivery Mote [[Prov]] [[City]] [[AccTypell [[AccDisc]] [[ForeignAcc]] [[CoRegMo]
Order
IQUDtE Booking —Sub-Account Tags
. Deposit Slip [[Branch]] [[=Title]wx] [[sMame]xx] [[sSurname]xx] [[sEmail]
LEELE AT Ed':rjs Prescription [[sAddress 1-3]]  [[sPostCode]] [[sCity] [[sProv] [[sTelll [[sCell]]
I(Default Printer) j Receipt
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QUOTE
No.: [[Quote#]]
My COMPANY [[Date]]

LoE0O Quote Date:[[TDate]]

My Company (Pty)Ltd.
Reg #: 1963/041000/07
VAT#: 2134-12321-123

[[BusinessName]]

[[Title]] [[Name]] [[Surname]]

[[Address 1]]

[[Address 2]] v
[[Address 3]1

5) To design a template from scratch, start with clicking the new action icon button and then
design and save the new document.

6) Name the document type, add text on the document re. demand, criteria, for overdue
accounts etc.

7) Add your company logo using copy and paste into the document.
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& |= ~— = ~ IStatement - General Invoice/... Stateme..  Prescrip... Orders M.. 4 p
D -l EPl 'bl

—Account Tags
W' set as default [[BusMamelo]  [[Titlelx] [[nit]] [[Namelxx] [[Surnamelxx] [[ID2]] [[CardNo]]
¥ Make HTML copies of printed IOpenAIternati\re - [[(p)Address 1-3]]  [[(p)PostCode]] [[Tel]] [[(Cell]] [[Email]] [[Vat#]] [[Date]]
™ Set as alternative o [[Prov]] [[City]] [[AccType]]l [[AccDisc]] [[ForeignAcc]] [[CoRegMo]
IStatement Demand Text for Overdue Accounts: —Sub-Account Tags
- e, A [[Branch]] [[=Title]xx] [[sMamelxx] [[sSurname]xx] [[sErmnail]

[[=Address 1-3]] [[sPostCode]]  [[sCity] [[=Prov] [[sTelll [[=Cell]]

I(Default Printer) j ’/V v
Margins/ Printers 6 ; .
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STATEMENT ~
Account#: [[CardNo]]
<« | 7 [[Date]]
Busi N
Cﬁl‘—ler [[[[Ti;]lselﬁe[s[SNaarrnn:]]]] [[Surname]]
Tosbrabgy Fras srabbge Uisctd [[Address 1]]

[[Address 2]]
[[Address 3]]
[[PostCode]]
Comments:

Your Credit Limit: R[[CreditLimit]] - Available Credit: R[[AvailableCredit]]

Date | DESCRIPTION |  AMOUNT | BALANCE
BBFWD [[BBFwd]]
[[TDate]] Inv#:[[Invoice#]] [[Amount]] [[Balance]]
Total| R[[Grand Total]]| v

8) Make sure to add the correct contact details and Banking details in the case of an account
statement or invoice / quote.
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+120 Days 90 Days 60Days 30 Days Current Payable Now A
R[[+120 Days]] R[[90 Days]] R[[60 Days]] R[[30 Days]] R[[Current]] R[[PayableMNow]]

[[DemandText] Thank you for your patronage, [[Name]xx]! ]

Please note the change in our banking details!

Please make checks payable to Alien Software Consultants CC (Reg# 2006/221854/23)
Our Bankers: ABSA Bank, Cheque Acc# 406 719 8070 8

Queries may be directed to:

w E’\fgt?e?'?rgrft;,BODZ u (021)593-5555 —H® (086)517-3555 |\/: :I admin@MyCo.co.za

Note:
Interest may be charged on overdue accounts (1.5% per month). Accounts are 30 days net. v
Please keep a printed copy of this invoice and report any discrepancies that may arise as soon as possible.

9) Once satisfied with the layout and details of the entire document, you can save it directly to
the work directory on your C: drive or save it to a different folder. — Contact the Alien support
team should you need assistance with this.
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M Make HTML copies of printed IOpen Alternative vI

You can preview your progress by clicking on the preview button in the tabs bar.

Clock-in — Staff attendance and reporting.

1) Select the Clock in button to get a list of all users / staff on the system. Each can then select
their name and enter their login details to be able to clock either in or out.
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®

Login - Leg Time

Log times View My Times

Name [A4 REG (DE KOCK) -]

AA REG (DE KOCK)
Admin (Support)
ALRIC (blue)

alvin (links)

Andre (Kiona)

u) TEA Wa LUNCH 0K | Cancel |
Anvelin (Van Rheenen) - ppeak W ereax
Anvill (wWillemse)

AREG (DE KOCK) 1 2 3 4
brendan (wilsch . .
15:41:19

chandre (philander)
curt (julie) 08 August 2024 J§l n?o nzs |§\r

easter juan (wilskut)
ELIZMA (JULIUS)
franzel (williams)
gerswill (booysen)
granvill {martin} Last Action:
henry (green) Clock in

. CLOCK IN o CLOCK oUT
a0 a®

Password ||

0 DEL ALPHA

AA REG DE KOCK WXYZ

2) Afull report will be available under the “Miscellaneous reports” group in the main module
menu.

3) Select the Clock In button.
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Custom Dashboard | Price History Laybuys Cashup Hiring  Audit Clockin  Fuel Sales  Stock Quotes/Dockets Price History
Cloud Reports Utility Cloud Reports Miscelaneous Cloud Reports Local Reparts
@ Time and Attendance
Clock-In Report. ;| Exceptions
Regions Locations Staff Members
Date From & 1 All Stores ¥ AA REG (DE KOCK)
[or may 2024 :[fooooo0 = 11 MOSW -Bersig Service Staticn B Admin (Support I
o 1 MOSS -Mosh Belville 1 ALRIC (blue)
[os  August 2024 | [11:52:59 = g i:g‘rg'&lf:]m]
Staff No ‘ Staff Member Date Time Clock Type Store Comment
1 Admin Support 0.00
2024/05/17 15:33 Clock Out MOSW0215
2024/05/17 15:33 Lunch MOSW0215
2024/05/17 15:33 Tea MOSW0215
2024/05/17 15:33 Tea MOSW0215
2024/05/17 15:33 Lunch MOSWO0215
2024/05/17 15:33 Clock Qut MOSW0215
0.00 Hrs

e Import Data

TRANSACT STOCK PRODUCTS ACCOUNTS FINANCES PROMOS REPORTS ANALYSE TOOLS CONFIGURATION HELP Ml styler =

B savess X
Import 4 ||| « Desktop > Nando Personal » v & | Search Nando Personal »
File Format Organize = New folder B @ @
Shoprite Orders Zambeef - “
@ OneDrive - Personal
tems: 0 = h i P12
S d
Skip first line I This PC
o @ ilkuhl-er] @ Nando
.} 3D Objects Internati
B Desktop onal
Documents Select a file
3 Downloads to preview.
D Music
[ Pictures
B Videos
‘& Local Disk (C3)
I A
1 File name: || v‘ Comma Delimited File ("csv)  ~

1) Select the Import Data module to open the Import list from the system.
2) After selecting the file format from the dropdown list, the operating save as window will
open to select the destination where you save the document.



