ISSUE 3, VOL 1

Tips, hints & short-cut keys contd!

Make more efficient use of Intact with these handy
tips and tricks.

The following screenshot shows you were to
find the icons mentioned in both Tip 12 and 13.
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The icon in Intact allows you to link to
external documents such as Word, Excel, Cad
Drawings etc. For example, a detailed Excel costings
can be attached to a summary quotation and is
readily available for viewing.
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Tip 13

The 'Configure List' m (see above screenshot for
icon location) has a number of useful facilities. One
of these facilities is the export option. It will export
the contents of any window on which this icon is
displayed, to Excel i.e. transactions (a full daybook or
an individual ledger’s transactions), customer or
supplier lists etc.
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Tip 14

Automatic Payments Procedure - In the 'Purchases
Daybook', 'Payment Tab' click on the 'Payment Run'
button “R”. The payment run screen appears. To
calculate the payments due you press the F9 ‘Auto
Calculate’ button and enter the date you want to include
invoices from. The system then calculates the payment
due to each supplier. Once amount due is calculated you
can view the invoices (F8) and change the payment
amount or enter any discounts taken. Once you are
happy with the amounts you simply press the F7 Post/
Print button and the payments get posted to the supplier
accounts and allocated to the invoices.
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CONLON QUINMNLTD
DBO12 DAVY BROTHERS LTD 2 1,404.59
DCU DCU PRINTERS LTD 2 1,846.59
DD01 DELPHI DEVELOPERS PLC

DTO1 DE OULAN GMB 1 1,640.00
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FOO1 FEEHILYS BUSINESS SYSTEMS 1 22,78
FO02 FORWARD AHEAD 2000 3 2,919.14
FOO3 FAYE &CO

FO04 SURVELLANCE SYSTEMS LTD

FGO1 FRAN G. DE LAMONT 1 243.92 _
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Tip 15

Intact has a facility which allows you to put invoices on
'Credit Hold' or generate a 'Credit Request'. If the
parameter in Config 3, “Link held purchase invoices to
credit requests?” is set to YES, an invoice 'On-Hold' that
also has a 'Credit Request' attached to it, cannot be
taken off *hold’ until the credit request is first processed.

To put an invoice on 'Credit Hold', highlight the invoice
in the day book screen and click on the 'Stat/Note'
button or Press “U”. Once an invoice is on hold it
appears in red in the day book and also the supplier
ledger. On hold invoices will not be included in the
'Automatic Payment Run'.

Status Change |E
Status (H-Held) H
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Date 23{11/2007

ResonfTpe s Jelraityooods ———
Notes Goods found to be faulty during quality control inspection.

,/ Accept or overwrite!
Disputed Amount 221.04
| When Zaved, the invoice will be highlighted
in red & have H in its status column

Tip 16

Form Fax/Email Assighment Screen - If you are
using the standard Intact solution, in the customer
contacts tab you can only record one email address
and one fax number.

With the new feature available under the F8 Ledger
option on a customer, option 'S' allows you to record
additional email addresses and fax numbers for specific
Intact forms to be sent to.
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Tip 17

Colour Change - If you would like to highlight specific
customers to show, for example, different regions, reps
or category of customer why not try the standard
feature within Intact to change the colour of a customer
on the screen.
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To change colour, click on the gold 'colour' button as
shown in above screenshot. Colour change example
below.
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