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Tips, hints & short-cut keys contd!

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

Tip 18

Intact has a facility where you can lock the sales/
purchase/nominal periods when all transactions for a
period have been entered. Once a period is 'Locked',
it means, no more transactions can be posted to that
period. To lock a period go to the Company Menu —
Posting Periods — Lock/Unlock Periods. Press F2 and
add the period you want to lock.

Tip 19

There is an option in Intact that will automatically
roll forward the sales or purchase periods on your
PC. To set this option on, go to Company -
Configuration — Setup — Local Workstation Option
tab. This setting works on a pc basis.

Auto roll Forward sales period 7 Yes

Auto roll Forward purchases period #

Once period is locked, you can see the details in the

Lock/Unlock Posting Period window. There is also a setting on the Config5 tab “Display

- message for auto period roll forward?” which when

set to 'Yes' will make the system prompt at 'log on'
if the current date is out side the system date. You
can then click 'Yes' to move the period on.

@ The systermn date does not maktch the
L

Sales Period do wou wish to update the
Sales Period ¥

HelpF1

Periods can also be unlocked by the Systems
Administrator. If a period is unlocked and
transactions entered into it, then all reports have to
be re-printed.
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Tip 20

Customer Scan—When you are in the customer
screen, click on F9 to scan the customer files. Searches
can be made on numerous fields including phone
number, mobile number, part of the customer name and
address.

Customer Search [1 matches)

T o2 5 557

Name AfC Customer

Did you know?

There is another type of statement available in Intact
that you may not be aware of. It is called the
STATEMENT Select Period. This allows you to show
on the one statement the open items, payments re-
ceived and also those invoices paid off by the payments.

See screenshots below:

We have selected the month of July and the form
‘Statement3’.

From Transackion Dake

01072009

To Transaction Date 31/07 2009

Ffom e Jo)

See above right for the statement printed preview. It
shows everything outstanding on the account as well as
all transactions within the July period and all invoices
paid off by July’s receipts (in this case receipt 5170 was
used to pay off invoices 1252 and 1253). Receipt 5172 is
still unallocated so it shows also.
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DEMO {original) COMPANY LIMITED Customer Statement
L2 O'OOMHELL STREET

njtne,

Prame 0120000

Fan. 01-7207202

VAT Reg. Mo, [ELZ3ARETD

Statement For
slalmmen l=r

| Date Tramaction Reference Dbt Credit Balance
00200 | Imoes 1252 243 16213
QAR |Imgoz 1255 LA 16213
Q200 Comdr Hole 4519 24300 =08
Y0200 Iz L5 Fiit -a3a1
00200 Imoes 1285 25001 JASE
WY Imooe 1255 TH 418
OP0YA0E Recspl 72 10000 =AE00
0N Imooz i) 243M -13500
P20 Imoes 1280 25001 L.
G0N Imoos 161 TH pr.)
EATRI00 I L=-1 % 517D| 100000 5225
WGP/ R gl M 00 pr.)
AR Imoee 1262 121500 126726

NOTE: This form is attached to your Tips: Issue 4, Vol.
1 email.

To load it into Intact, first save the attachment (to your
documents or desktop).

Then open intact, go to utilities — form designer and
press L (load), this will open a browser window.

Browse to where you have saved the form and select to
save into Intact.
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