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PREFACE

This is the reference guide for handling of items on deposit for return, for IQ Business & IQ Enterprise software
systems.

The document will aid in understanding and configuration of the handling of items on deposit for return, in
order for it to function correctly.

Although every effort has been made to keep this document up to date, some of the screen examples may not
be 100% the same as the ones reflected in previous versions of IQ Enterprise & IQ Business. This is due to the
continuous development and improvement of IQ Enterprise & IQ Business.

Unfortunately, there will be a discrepancy from time to time. We do apologize for the inconvenience that it may
cause.

Should you feel that the handling of items on deposit for return document is inadequate or requires further
explanation or more and better examples, please feel free to email us.

We would love to have some feedback in order to improve the handling of items on deposit for return
document in some way or another.

Regards,

IQ Retail (Pty) LTD
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ITEM DESCRIPTION

The IQ Retail Training Team welcomes you to the
Administrator Training Module. This module allows you to
gain a full understanding of the IQ Retail system, thus
empowering you to Manage and Maintain the local IQ Retail
Installation.

Should the training software need to be installed on your
own computer, the instructor will provide the software to
you. You will also learn how to download the software from
the internet during this training course, depending on
connectivity in your training location, you might even give
downloading a try.

Content Developer and Editor: Nico Nel

Content Verifier: Lisa Dimech

Content Matter Expert: Lisa Dimech

Content Design and Layout: Nico Nel

Content Quality Control: Aldi O'Connor

Content Project Manager: Nico Nel

Feedback As we are constantly developing and upgrading our software,
some features might work different to what is recoded in this
manual simply because of printing quantity volumes. Should
you however like to bring any query to our attention you can
send an email to trainingfeedback@igretail.co.za with the
following information:

Manual Name

Manual Version

Lesson Number

Page Number followed by

A brief description of the query or issue

Trainer Name

Training Date

Training Venue

Also provide us with your contact details as well.
Bookkeeping NQF Level 3 qualification or Grade 10
Bookkeeping.

Computer Literacy at NQF Level 3 or Grade 8 Computer
Literacy.

Mathematical Literacy or Grade 10 Mathematics

Introduction

Training Installation Software

Acknowledgements

Course pre-requisites:
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IQ Retail modular qualifications start at the lower levels.

. Each level requires that the one below be completed first for modules 1, 3, 4 and 6.
. Module 1 requires the completion of ALL modules below it.
. Modules 3, 4, 5, 6 and 7 can be completed individually.

The hierarchy is graphically presented as follows:

|Q Retail Modular Training I

IQ Retail
SYSTEM ADMINISTRATOR
Module 1

IQ Retail 1e) R
DEBOTRS & CREDITORS
MANAG E M E NT FINANCIAL CONTROLLER CONTROL
Module 2 Module 3
I I
IQ Retail 1Q Retail
STOCK POINT OF SALE
CO NTRO LLE RS CONTROLLER SUPERVISOR
Module 4 Module 6

1Q Retail IQ Retail
BUYING & SALES, CASHIER

RECEIVING & DISPATCHING
Module 5 Module 7
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MODULE 1 Week 1 — Mod 01.01: Tuesday e Upgrade IQ
e  Company Setups and Default Settings
IQ System Administrator
MODULE 1 Week 1 — Mod 01.02: Thursday e  Module Parameters
e User and Group Account Setups
IQ System Administrator
MODULE 2 Week 2 — Mod 02.01: Tuesday e General Ledger and Company Setups
e  General Ledger Processing including
IQ Financial Controller e Cashbooks and
e Journals
MODULE 3 Week 2 — Mod 03.01: Thursday e  Debtors/Creditors System Setups - Overview
e  Debtors/Creditors Setup
IQ Debtors & Creditors e Transactional Processing (Journals)
Control e  Debtors/Creditors Attachments
e Debtors/Creditors Mandatory Fields
e  Debtors/Creditors Pricelists
MODULE 3 Week 3 — Mod 03.02: Tuesday e  Debtors Credit Control
e Debtors Contract Price Maintenance
IQ Debtors & Creditors o Debtors Cash Deposits — Setups
Control e  Debtors Account Verification
e  Debtors Interest Charging
e Debtors Recurring Charges
e  Creditors Payment Run and Reconciliation
MODULE 4 Week 3 — Mod 04.01: Thursday e  Stock Default Setups
e  Stock Items
IQ Stock Controller e Bills of Quantity
e Job Cards
e Artificial Management Cost
e  Multiple Warehouses — Setups
e  Stock Price Update
e  Stock Price Variants
e Stock Price Lists
MODULE 4 Week 4 — Mod 04.02: Tuesday e  Stock Take
e Styles Management — Overview
IQ Stock Controller ° Sundry Stock Items
e  Volumetrics
e Bills of Quantity
e Job Cards
e Warehousing
MODULE 5 Week 4 — Mod 05.01: Thursday e  Purchase Orders & Discounting
e  Multiple Warehouses — Transfer IN & OUT
IQ Buying & Receiving e Consolidated Ordering
e  Supplier Request for Quote, Delivery Notes and
Claims
MODULE 6 Week 5 — Mod 06.01: Tuesday e  Point of Sale — Setups and POS Back Office
e  Promotions
IQ Point of Sale Supervisor e Vouchers — Setups
e Cash Deposits
MODULE 7 Week 5 — Mod 07.01: Thursday e Discounting
e Quotes
Sales, Cashier & e Sales Orders
Dispatching e Debtors Attachments
e  Marketing: SMS and Email
MODULE 7 Week 6 — Mod 07.02: Tuesday e  Point of Sale Processing
e Cashup
Sales, Cashier & ° Promotions
Dispatching e Vouchers
e Cash Deposits
e Deliveries and Collections
Enterprise Integration Week 6 — Thursday e Enterprise Settings
e  Complete system overview
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LESSON 1 - MODULE PARAMETERS

DEBTORS - TRANSACTION TYPES
SELECTION OPTIONS

CODE

DESCRIPTION

DEFAULT

DR/CR

LEDGER ACCOUNT

MONTH COUNT

MONTH AMOUNT

TRANSACTION TYPE
TRANSACTION CODE
DESCRIPTION

RELATES TO CODE

VAT RATE

LEDGER ACCOUNT

PRINT DOCUMENT UNDER SINGLE JOURNALS
USE AS DEFAULT TRANSACTION TYPE
CREDITORS - TRANSACTION TYPES
SELECTION OPTIONS

GRAPH

EDIT GRAPH

SEARCH

ADD

EDIT

TRANSACTION TYPE
TRANSACTION CODE
DESCRIPTION

RELATES TO CODE

VAT RATE

LEDGER ACCOUNT

PRINT DOCUMENT UNDER SINGLE JOURNALS
USE AS DEFAULT TRANSACTION TYPE
DELETE

DESIGN

PRINT

GRV EXTERNAL CHARGES
REFERENCE

CREDITOR

VAT RATE

LEDGER

AMOUNT

SELECTION OPTIONS

SELECT VISIBLE FIELDS

FILTER

ADD

EXTERNAL CHARGES SETUP
REFERENCE

CREDITOR ACCOUNT

VAT RATE

LEDGER ACCOUNT

CONTENTS

DEBTORS/CREDITORS MODULE PARAMETERS (DEFAULT TABLE SETUP)

17

17
18
18
19
19
19
19
19
19
19
20
20
20
20
20
20
20
20
21
21
21
21
21
21
21
21
21
21
21
22
22
22
22
22
22
22
22
22
22
22
22
22
22
22
22
22
23
23
23
23
23
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AMOUNT
CANCEL
ACCEPT

EDIT

DELETE
DESIGN
PREVIEW
DEBTORS
NUMBER
DESCRIPTION
ROUTE
DESCRIPTION
SAVE EDITS
CANCEL EDITS
ADD

DELETE
SEARCH
ACCEPT
CUSTOMER (DEBTOR)/SUPPLIER (CREDITOR) GROUPS
NUMBER
DESCRIPTION
GROUP
DESCRIPTION
SAVE EDITS
CANCEL EDITS
ADD

DELETE
SEARCH
ACCEPT

RISK PROFILES (DEBTORS)
NUMBER
DESCRIPTION
RATE
NUMBER
DESCRIPTION
RATE

SAVE EDITS
CANCEL EDITS
ADD

DELETE
SEARCH
ACCEPT

USER DEFINED TABLE

RECURRING CHARGES
RECURRING CHARGES SETTINGSS
EXPORT FOLDER

OUTGOING MAIL SERVER
CANCEL

ACCEPT

CREDIT NOTE MEMO (DEBTORS)

GENERAL

SALES REPRESENTATIVES (DEBTORS)

SALES REPRESENTATIVE DATA
NO

23
23
23
23
23
23
23
23
23
23
24
24
24
24
24
24
24
24
24
24
24
24
24
24
24
24
24
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24
25
25
25
25
25
25
25
25
25
25
25
25
25

25
26
27
27
27
27
27
27

28

28

28
28
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REP NAME

TARGET 1,2,3,4 AND 5

COM %

PROCESSING MODULE OPTIONS
AUTOMATICALLY GET REP

USE CASHIER AS REP
REMEMBER LAST REP USED
SALES REPRESENTATIVE SELECTION OPTIONS
FILTER

SELECT VISIBLE FIELDS

SEARCH

EXPORT

ADD

EDIT

DELETE

DESIGN

PREVIEW

PRINT

DOCUMENT VALIDATION
VALIDATE SETUP
SALES REPRESENTATIVE SELECTION OPTIONS
FILTER
SEARCH
SELECT VISIBLE FIELDS
SET TIME DELAY

PRICE AND DISCOUNT REASONS

THE PRICE AND DISCOUNT SETUP

PROVIDE REASON SELECTION

PRICE AND DISCOUNT CHANGES STOCK REPORT

SMS MARKETING
SMS MARKETING SUMMARY

HOW TO PURCHASE SMS BUNDLE’S
MODULE PARAMETERS
SMS MARKETING SETUP DETAILS
MARKETING SETUP DETAILS
IP ADDRESS
PORTAL USER NAME
PORTAL PASSWORD
RETURN EMAIL
ENABLE PROXY
HOST (PROXY)
USER NAME
PASSWORD
PORT (DEFAULT 3128)

ENABLE SMS’S FUNCTIONALITY
SMS FUNCTIONALITY
CANCEL
TEST
ACCEPT
GRV EXTERNAL CHARGES (CREDITORS)

28
28
28
28
28
28
28
28
28
28
28
28
28
28
28
29
29
29

29
30
30
30
30
30
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31

32

32

32
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REFERENCE
CREDITOR

VAT RATE

LEDGER

SELECT VISIBLE FIELDS
FILTER

ADD

EXTERNAL CHARGES SETUP
REFERENCE
CREDITOR ACCOUNT
VAT RATE

LEDGER ACCOUNT
AMOUNT

CANCEL

ACCEPT

SEARCH

EDIT

DELETE

DESIGN

PREVIEW

ORDERING LEAD TIME
ORDERING DELIVERY CYCLE
STOCK ADJUSTMENT CODES
TRANSACTION TYPES
CODE

DESCRIPTION

DR/CR

LEDGER ACCOUNT
LEDGER DESCRIPTION
CREATING ADJUSTMENT CODES
TRANSACTION TYPE
TRANSACTION CODE
DESCRIPTION
ISSUE\RECEIPT
LEDGER ACCOUNT
SEARCH

ADD

EDIT

DELETE

DESIGN

PRINT

FOREIGHN CURRENCY

CURRENCY RATES

FOREIGN CURRENCY ENABLED IN INVOICING/GOODS RECEIVING
CURRENCY

SIGN

DESCRIPTION

DATE LAST CHANGED

CONVERSION RATE

PRICE AND DISCOUNT CHANGES STOCK REPORT

STOCK MODULE PARAMETERS

STOCK

MAJOR DEPARTMENTS
STOCK MAJOR DEPARTMENT DATA

35
35
35
35
35
35
35
35
35
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35
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39

39

39
40
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DEPT (DEPARTMENT)
DESCRIPTION

SALES ACCOUNT

STOCK ACCOUNT

COST OF SALES

NEG DEPT

LEDGER DEPT

SELECT VISIBLE FIELDS
EXPORT

FILTER

SEARCH

ADD

EDIT

DELETE

PREVIEW

DESIGN

PRINT

CREATING A MAJOR DEPARTMENT
DEPARTMENT NAME
DESCRIPTION

LEDGER DEPARTMENT
LOCAL SALES ACCOUNT
EXPORT SALES ACCOUNT
COST OF SALES ACCOUNT
STOCK ACCOUNT
PURCHASES ACCOUNT
MAXIMUM GRV VARIANCE %
APPLY MAXIMUM VAR
NEGATIVE DEPARTMENT
AUTO RE-ORDERING METHOD
POSTING METHOD

PERPETUAL STOCK CONTROL (POST SALES/STOCK/COST OF SALES)
PERIODIC STOCK CONTROL (POST SALES/PURCHASES ONLY)

CANCEL
ACCEPT
MINOR DEPARTMENT

LINKING MAJOR AND MINOR DEPARTMENTS

MULTIPLE WAREHOUSES
CREATING ADJUSTMENT CODES
TRANSACTION TYPE
TRANSACTION CODE
DESCRIPTION
ISSUE\RECEIPT

LEDGER ACCOUNT

SEARCH

ADD

EDIT

DELETE

DESIGN

PRINT

STOCK ITEM LINE COLOURS
STOCK ITEM LINE COLOURS
ID

DESCRIPTION

ACCEPT

SEARCH

ADD

40
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EDIT

DELETE

CREATING A CUSTOM STOCK ITEM LINE COLOUR
LINE COLOUR

DESCRIPTION

OK

CANCEL

AUTO RE-ORDERING FORMULAS
STOCK ORDERING FORMULAS
NUMBER

DESCRIPTION

ORDERING FORMULA VARIABLES
FILTER

NEW

EDIT

DELETE

PRINT OPTIONS

APPLY TO STOCK ITEMS

ADDING CUSTOM STOCK FORMULAS
VARIABLES

EXAMPLE

SALES AND PURCHASE RATE ORDERING
PARAMETERS

STARTING THIS MONTH

NUMBER OF YEARS AGO

FOR NUMBER OF MONTHS
PREVIOUS PERIOD AVERAGE FIXED
FIXED PERIOD RANGING

PREVIOUS PERIOD AVERAGE VARIABLE
VARIABLE PERIOD RANGING (DAYS BACK)
OTHER OPTIONS

ORDERING FACTOR

NETT VALUE

USER DEFINED TABLE

STOCK ADJUSTMENT REASONS
STOCK ADJUSTMENT REASONS
NUMBER

DESCRIPTION

EDIT DATA

STOCK ADJUSTMENT REASON
DESCRIPTION

SAVE EDITS

CANCEL EDITS

ADD

DELETE

SEARCH

ACCEPT

STOCK TRANSFERS

ALLOW DISTRIBUTION CENTER TO QUERY STOCK FILE
ALLOW TRANSFER REQUESTS

ENABLE EXTRA CHARGES

EXTRA CHARGES

DESCRIPTION

LEDGER ACCOUNT

PERCENTAGE

AMOUNT
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CANCEL
ACCEPT

SHOW ON HAND COLUMN IN TRANSFER OUT

ACCEPT

STOCK COLOURS
ADD

ID

DESCRIPTION
CANCEL

ACCEPT

EDIT

DELETE

REPORT OPTIONS
STOCK SIZES
ADD

ID

DESCRIPTION
CANCEL

ACCEPT

EDIT

DELETE

REPORT OPTIONS

GENERAL
PRICE AND DISCOUNT CHANGES STOCK REPORT

LEDGER MODULE PARAMETERS (DEFAULT TABLE SETUP)

LEDGER DEPARTMENTS
LEDGER DEPARTMENTS
NUMBER
DESCRIPTION

EDIT DATA
DEPARTMENT
DESCRIPTION

SAVE EDITS

CANCEL EDITS

ADD

DELETE

SEARCH

ACCEPT

REPORTING GROUPS
GROUPS

NUMBER
DESCRIPTION

EDIT DATA

GROUP
DESCRIPTION

SAVE EDITS

CANCEL EDITS

ADD

DELETE

SEARCH

ACCEPT

BANK IMPORT

BANK IMPORTS MAINTENANCE
NAME

52
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DESCRIPTION

EDIT DATA

IMPORT NAME

IMPORT DESCRIPTION
FORMAT

BUTTON FUNCTIONALITY
ADD

DELETE

SEARCH

DEFINE BANK IMPORT
DESIGN

PREVIEW

ACCEPT

DEFINE BANK IMPORT
FILE FORMAT

FILE NAME

IMPORT FROM FILE

FILE ORIGIN

TEXT SETTINGS - STEP 5:
DELIMITED

FIXED WIDTH

FIELD DELIMITER
RECORD SEPERATOR
DATA FORMATS

FIRST ROW

LAST ROW

DATES, TIMES AND NUMBERS
FILE PREVIEW
MAPPINGS

DATA PREVIEW
SUMMARY

TEST IMPORT

ACCEPT

PETTY CASH ACCOUNT SETUP
AVAILABLE LEDGER ACCOUNTS
ACCOUNT

DESCRIPTION

PETTY CASH ACCOUNTS
ACCOUNT

DESCRIPTION

DELETE

ACCEPT

GENERAL

FOREIGN CURRENCY

CURRENCY RATES

FOREIGN CURRENCY ENABLED IN P.O.S

FOREIGN CURRENCY ENABLED IN INVOICING/GOODS RECEIVING
CURRENCY

SIGN

DESCRIPTION

DATE LAST CHANGED

CONVERSION RATE

FOREIGN CURRENCY ACCOUNTS

CUSTOMERS VARIANCE REPORT
BUTTON FUNCTIONALITY
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SELECT VISIBLE FIELDS
EXPORT

SEARCH

REPORT OPTION
PREVIEW

DESIGN

PRINT

BUTTON FUNCTIONALITY CONTINUED

SETUP

RATE

RE-VALUE

SUPPLIER VARIANCE REPORT
BUTTON FUNCTIONALITY
SELECT VISIBLE FIELDS
EXPORT

SEARCH

REPORT OPTION
PREVIEW

DESIGN

PRINT

BUTTON FUNCTIONALITY CONTINUED

SETUP

RATE

RE-VALUE

USER DEFINED TABLES

EMAIL SERVERS

EMAIL CLIENT / INDIRECT
EMAIL SERVER / DIRECT
EMAIL SERVERS
NUMBER

ACCOUNT

SMTP SERVER

PORT

POP3 SERVER

PORT

RETURN EMAIL

EMAIL SERVER SELECTION OPTIONS

FILTER
ADD
EDIT
DELETE
CLOSE

SERVER TYPE

ACCOUNT NAME

HOST (SMTP)
USERNAME

PORT (DEFAULT 25)
RETURN EMAIL
PASSWORD

EMAIL RETRIES

RETRY DELAY (MINUTES)
ACCEPT

TEST

DOCUMENT VALIDATION

63
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VALIDATE SETUP
INTRODUCTION
FILTER

SEARCH

SELECT VISIBLE FIELDS
SET TIME DELAY

COMPANY DETAILS USER DEFINED TABLES

SMS MARKETING
SMS MARKETING SETUP DETAILS
IP ADDRESS
PORTAL USER NAME
PORTAL PASSWORD
RETURN EMAIL
ENABLE PROXY
HOST (PROXY)

USER NAME

PASSWORD

PORT (DEFAULT 3128)

ENABLE SMS’S FUNCTIONALITY
CANCEL

TEST

ACCEPT

ENABLE SMS’S FUNCTIONALITY

LESSON 1 - GROUP 7 USER SECURITY

GROUP SECURITY AND ACCESS LEVELS
WHAT IS GROUP SECURITY AND ACCESS LEVELS?
ADD GROUP
EDIT GROUP
DELETE GROUP

GROUP MENU & SECURITY SETUP
ADDING A GROUP

GROUP MENU AND SECURITY SETUP
WHAT IS MENU AND ACCESS SETTINGS SETUP?
GROUP — MENU SETUP
PROFILE NUMBER
PROFILE DESCRIPTION
MENU SETUP
ACCESS SETTINGS SETUP
SELECT ALL
UNSELECT ALL
COLLAPSE ALL
CLEAR SELECTION
RELOAD PROFILE
SAVE PROFILE

USER SECURITY AND ACCESS LEVELS
WHAT IS USER SECURITY AND ACCESS LEVELS?
USER OPTIONS
ADD USER
EDIT USER
DELETE USER

70
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71
71
71
71
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73
73
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75

75
75
75
75
75

75
76

76
76
76
76
76
76
76
77
77
77
77
77
77

77
77
77
77
77
77

IQ RETAIL (PTY) LTD © 2017

Page 15 of 83



IQ RETAIL — BP Module Parameters & User Settings — MODULE 1.2 (V2017.01)

USER MENU & SECURITY SETUP
ADDING A USER

STAFF NUMBER

FIRST NAME

SURNAME

INITIALS

ID NUMBER

ADDRESS FIELDS

POST CODE

TELEPHONE

CELL PHONE

EMAIL

REPORT ACCESS LEVEL
ADMINISTRATOR

PIN NUMBER

FORCE PASSWORD CHANGE
EVERY X DAYS

USE CLASSIC MENU
RIBBON MENU EXAMPLE
CLASSIC MENU EXAMPLE
ASK FOR PIN CONTINOUSLY
SYSTEM CHARACTER SET

USER MENU AND SECURITY SETUP

MENU AND ACCESS SETTINGS SETUP
USER - MENU SETUP
PROFILE NUMBER
PROFILE DESCRIPTION
COMPANY

USER NUMBER

USER NAME

COMPANY

DESCRIPTION

LOGIN

PROFILE

MENU SETUP

ACCESS SETTINGS SETUP
SELECT ALL

UNSELECT ALL

EXPAND ALL

COLLAPSE ALL

CLEAR SELECTION
RELOAD PROFILE

SAVE PROFILE

ADD REPORT ACCESS LEVEL

EDIT REPORT ACCESS LEVEL
DELETE REPORT ACCESS LEVEL

78
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LESSON 1

MODULE PARAMETERS

LESSON 1 — MODULE PARAMETERS

DEBTORS/CREDITORS MODULE PARAMETERS (DEFAULT TABLE SETUP)

The default table setup option allows one to setup default parameters for specific modules within the IQ
Enterprise system.

ﬁ NOTE: It is always best to setup the default information first.

iQ) Default Tables Setup Version 2017.1.1.0 7 b4

IQRetail

L\ enrererise

ECred\tors Stock  Ledger General Services Processing CRM AP

@Transaction Types

(O Delivery Routes

(C) customer / Debtors Groups
(C) Customer / Debtors Sub Groups
(O Risk Profiles

(C) User Defined Table

() Statement Setup
(O)Recurring Charges

() Credit Note Mema

(C) Store Departments
(C)Mandatory Fields Setup

Setup
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The default table setup option allows one to

iQ Default Tables Setup Version 2017.1.1.0

? X
setup default parameters for specific modules |

within the IQ Enterprise system. iQRetaiI

mmm
A NOTE: It is always best to setup the
default informatlon ﬁrst. Dieblors | Credit Steck  Ledger General | Semviess Processin g CAM AP
() Mandatory Fields Setup

iQ Default Tables Setup Version 2017.1.1.0 ? X

° .

iQRetail

NEmm
"4
Debtors | Crediors | Stock  Ledger Gereral S Processing  CRM  AFI =
(O Mandatory Fields Setup
14

DEBTORS - TRANSACTION TYPES
iQ Debtors Transaction Types IQ Retail - Training Example Company Version 2016.0.3.1 ? The transaction types Option a“OWS

o one to setup any additional or edit any

iQ Retail of the existing transaction types.

NOmm

Transaction Types

[Code [Description [pefauit [oricr [Ledger Account [ Month Count | Month Amount|Print Document | &

[CN Credit Note CN C 2000.000.000.00 0 0.00 False

DS Discount. DS C 2020.000.000.00 0 0.00 False
l___—a_m

o et Grroe n 3 0000000 : 220 raee

v oo = c E . 000 o

PM Payment PM C 3700.000.000.00 0 0.00 False

RF Refund RF D 3700.000.000.00 0 0.00 False

ks ka = & 8 P Y (3
Graph Edit Graph Search Add Edit Delete Design Preview

SELECTION OPTIONS

GRAPH

The graph option allows one to print the existing transaction type information
onto a graph report.

EDIT GRAPH

The edit graph option allows one to edit the graph report.

SEARCH
types screen.

The search option allows one to search for any information on the transaction
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ADD The add option allows one to add additional transaction types.
EDIT The edit option allows one to edit any of the existing transaction types.
iQ Debtors Transaction Types IQ Retail - Training Example Company Version 2016.03.1 ?
s
iQRetail
WErmm
Eid = |2&s:t\p: z \[C:ifa it \[C:rfc \;Eia;:;uﬂuggu [ Month CDUﬂDll Wonth Am;ugmth;n‘ntonmm nt [ A
— i — —— ———
M [e[[E][B/[B|[B|[2][O
CODE The code displays the transaction type code. These codes are abbreviated from
the descriptions of the transaction types.
DESCRIPTION The description field displays the description of the specific transaction types.
This description must be meaningful to avoid confusion.
DEFAULT The default field displays the code that these transaction types relate to.
DR/CR The DR/CR field displays either a letter D or a letter C to indicate whether the
transaction type will be posted as a debit or a credit.
LEDGER ACCOUNT The ledger account field displays the ledger account that will be used when any

of these transaction types are used in debtors journals. In other words if an
invoice transaction is done the system will post to the debtors control account
(3600.000.000.00) and to the Other Income account (2001.000.000.00).

MONTH COUNT

The month count will display a total count of these transaction types that have
been used. In other words every time any of the transaction types were used,
the system will auto increment the month count field.

MONTH AMOUNT

The month amount will display a total amount of these transaction types that
have been used. In other words every time any of the transaction types were
used, the system will automatically add the values and display them in the
month amount field.
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TRANSACTION TYPE
iQ Edit Posting Types ?

@ 5= .
IQRetail

[\ ichvnise ¥
Transaction Types

Transaction Code D
Description m
VatRate o - | Mo Vat Applicable

Ledger Account 3601.000.000.00 + | |Debtors Clearing Account

[C]Print Document Under Single Journals

Use As Default Transaction Type

Enter a description for the transaction code entered above

v
Accept

TRANSACTION CODE The transaction code entered here will be displayed in the list of transaction
types once completed. This transaction code may then be used when processing
transactions.

DESCRIPTION The description field entered is the description of the specific transaction type.
This description must be meaning full to avoid confusion.

RELATES TO CODE The relates to code is where the a relation to another code is selected. The
above example is a BF (Brought Forward) code and this will relate to a JD
(Journal Debit) purely because the BF code is used to enter opening balances for
the debtor accounts.

VAT RATE The vat rate option allows one to specify if there is always vat applicable on this
specific transaction type. This means that if vat was selected, the system will
then always take vat whenever this transaction type is used. If not vat is
applicable then select the 0 — No Vat Applicable option.

LEDGER ACCOUNT The ledger account selected here is the ledger account that will be used when
this transaction type is used when processing debtors journals. In other words if
a brought forward transaction is done the contra account will be the debtors
clearing account (3601.000.000.00).

PRINT DOCUMENT The print document under single journals will allow the user to design a report

UNDER SINGLE for the specific journals.

JOURNALS

USE AS DEFAULT The use as default transaction type will be used as the transaction type when

TRANSACTION TYPE processing Debtors Journals.
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CREDITORS - TRANSACTION TYPES

The transaction types option allows @

(Creditors Transaction Types |Q Retail - Training Example Company Version 2016.0.3.1

one to setup any additional or edit o .
any of the existing transaction IQ Retail
types. e

Ledger Account

2520.000.000.00
1350,000,000.00
1405.000.000.00
4001,000,000.00
4001.000.000.00
3990.000.000.00
3700.000.000.00

Month Count

Month Amount [Print Document | &

0.00 False
0.00 False
0.00 False
0.00 False
0.00 False
0.00 False
0.00 False

o ooo oo ol

k2

Graph Edit Graph search

fal

Edit

&l
AN
d

=]
L
=]

g

SELECTION OPTIONS

GRAPH The graph option allows one to print the existing transaction type information
onto a graph report.
EDIT GRAPH The edit graph option allows one to edit the graph report.
SEARCH The search option allows one to search for any information on the transaction
types screen.
ADD The add option allows one to add additional transaction types.
EDIT The edit option allows one to edit any of the existing transaction types.
iQ Edit Posting Types ?
i g L]
IQRetail
|\ crrererise |
Transaction Types
Transaction Code i
Desarpton
VatRate 0 + | |Na Vat Applicable
Ledger Account 4001.000.000.00 + | |Creditors Clearing Account
[]Print Document Under Single Journals
[Juse As Default Transaction Type
Enter a description for the transaction code entered above
v
Accept
TRANSACTION TYPE

TRANSACTION CODE

The transaction code entered here will be displayed in the list of transaction
types once completed. This transaction code may then be used when processing

for the creditor accounts.

transactions.

DESCRIPTION The description field entered is the description of the specific transaction type.
This description must be meaning full to avoid confusion.

RELATES TO CODE The relates to code is where the a relation to another code is selected. The

above example is a BF (Brought Forward) code and this will relate to a JC
(Journal Credit) purely because the BF code is used to enter opening balances
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VAT RATE The vat rate option allows one to specify if there is always vat applicable on this
specific transaction type. This means that if vat was selected, the system will
then always take vat whenever this transaction type is used. If not vat is
applicable then select the 0 — No Vat Applicable option.

LEDGER ACCOUNT The ledger account selected here is the ledger account that will be used when
this transaction type is used when processing creditor journals. In other words if
a brought forward transaction is done the contra account will be the creditors
clearing account (4001.000.000.00).

PRINT DOCUMENT The print document under single journals will allow the user to design a report

UNDER SINGLE for the specific journals.

JOURNALS

USE AS DEFAULT The use as default transaction type will be used as the transaction type when

TRANSACTION TYPE processing Creditors Journals.

DELETE The delete option allows one to delete any of the newly created transaction
types. Existing transaction codes may not be deleted.

DESIGN The design option allows one to design the report that the transaction types
print on.

PRINT The print option allows one to print the transaction types report.

GRV EXTERNAL CHARGES
iQ External Charges Setup Version 2016.0.3.1 ?
IQRetail s
L e |
L2902 81 2 8\

REFERENCE The reference field displays the reference that was used when the GRV external
charge was created.

CREDITOR The creditor field will display the creditor\supplier that was used when the GRV
external charge was created.

VAT RATE The VAT rate field displays the VAT rate that is used for the specific GRV
external charge that is created.

LEDGER The ledger field displays the ledger account that is linked to the specific GRV
external charge.

AMOUNT The amount field displays the amount that is currently linked to the specific GRV

external charge.

SELECTION OPTIONS

SELECT VISIBLE The select visible fields option allows one to view more fields on the external

FIELDS charges screen.

FILTER The filter option allows one to filter on any information on the external charges
screen.

ADD The add option allows one to add any new supplier groups.
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iQ  Edit an Existing External Charge Version 2016031 ?
i g .
iQRetail
L\ corcrense |
External Charges Setup
Reference [147]
Creditor Account STARODL w Star Wholesalers
Ledger Account 1254,000,000 v Collection Fees
X 4
Cancel Accept
EXTERNAL CHARGES SETUP
REFERENCE The reference field is where the reference is entered for the GRV external
charge.
CREDITOR ACCOUNT The creditor account field is where the creditor\supplier is selected for the GRV
external charge.
VAT RATE The VAT rate field displays the VAT rate that is used for the specific GRV
external charge that is created.
LEDGER ACCOUNT The ledger field displays the ledger account that is linked to the specific GRV
external charge.
AMOUNT The amount field is where the amount is entered for the relevant GRV external
charge.
CANCEL The cancel edits option allows one to cancel any editing while busy editing an
existing supplier group.
ACCEPT Select the accept option to accept any changes made.
EDIT The edit option allows one to edit any of the existing external charges.
DELETE The delete option allows one to delete any of the existing supplier groups.
DESIGN The design option allows one to design the external charges report.
PREVIEW Select the preview option to preview the external charges report.
D E BTO RS iQ Maintain Routes Version 2016.0.3.1

DELIVERY ROUTES

The delivery routes option allows one

to setup delivery routes for debtor
clients. These delivery routes can also
be printed onto delivery notes.

9
i

;;;;;

Deiivery Route 1- ViaR21

ROUTES
NUMBER The number field displays the route nhumber. This number can be entered as alpha
numeric characters.
DESCRIPTION | The description displays the route description. This route description can be 30
characters in length.
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EDIT DATA
ROUTE The route field is where the route number is entered. The route number may contain
alpha numeric characters and only allows for four characters to be entered.
DESCRIPTION | The description field is where the description of the delivery route is entered.
SAVE EDITS The save edits button allows one to save the newly created/added delivery routes.

CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an
existing delivery route.

SELECTION OPTIONS

ADD The add option allows one to add any new additional delivery routes.

DELETE The delete option allows one to delete any of the existing delivery routes.

SEARCH The search option allows one to search for any information on the delivery routes
screen.

ACCEPT Select the accept option to accept any changes made.

CUSTOMER (DEBTOR)/SUPPLIER (CREDITOR) GROUPS

Customers / Debtors and Suppliers /
Creditors can be grouped accordingly. This
is where the different groups are named
and created.

Select the Module Parameter according to
your needs (Debtor/Creditor)

GROUPS & SUB-GROUPS

i@ Maintain Customer Groups Version 6.0.2.0 V|
.
IQFﬂtcrpmsc
Groups it Data
NUMBER ‘DEEER\F’T\DN
01 Electriganrs |  Gouw
002 Plumbers
03 Landscapers
El__ﬁums ip! Engineers
- - = —_—
[+ &« ki3 J Li v
Add Delete Search Desi Breview Accept

NUMBER The number field displays the group number. This number may be entered as
alpha numeric characters.

DESCRIPTION The description displays the group description. This group description may be 30
characters in length.

EDIT DATA

GROUP The group field is where the group number is entered. The group may be entered
in either alpha or numeric characters.

DESCRIPTION The description field is where the description of the debtors/creditors group is
entered.

SAVE EDITS The save edits button allows one to save the newly created/added debtor/creditor

groups.

CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an
existing group.

ADD The add option allows one to add any new groups.

DELETE The delete option allows one to delete any of the existing groups.

SEARCH The search option allows one to search for any information on the group screen.
ACCEPT Select the accept option to accept any changes made.
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RISK PROFILES (DEBTORS)

|Q Maintain Risk rofile Version 60.20 B
The risk profile of different debtors can be
added/created. The percentage for each (@ J—
profile entered here can be linked to a
particular debtor’s account. This debtor’s ——
interest risk profile percentage is then
combined with the prime interest rate as
entered in the system. 7 -
RISKS OPTIONS L | & | E el B el

NUMBER The number field displays the risk profile number. This number may be entered as
alpha numeric characters.

DESCRIPTION | The description displays the risk profile description. This risk profile description may
be 30 characters in length.

RATE The rate field displays the rate that has been allocated to the relevant risk profile.
This rate entered is a percentage value.

EDIT DATA

NUMBER The number field is where the risk profile number is entered. The risk profile number
may only contain numeric characters.

DESCRIPTION The description field is where the description of the risk profile is entered.

RATE The rate field is where the rate of the risk profile is entered. This rate entered will
deduct from the prime interest charging rate and the customers that are linked to
this profile will be charged less interest.

EXAMPLE: If the normal interest rate is 10% and the customer is linked to a risk
profile that is set to 5% then that customer will be charged 5% interest because the
system will add the 5% to the prime interest rate.

SAVE EDITS The save edits button allows one to save the newly created/added risk profiles.

CANCEL EDITS | The cancel edits option allows one to cancel any editing while busy editing an
existing risk profile.

ADD The add option allows one to add any new risk profiles.

DELETE The delete option allows one to delete any of the existing risk profiles.

SEARCH The search option allows one to search for any information on the risk profile screen.

ACCEPT Select the accept option to accept any changes made.

USER DEFINED TABLE
NOTE: By adding a user define table one is iQ Alter Table - Debtlser (DBDebtors\Debtlser) Version 6.0.2.0 (X
able to add additional fields to the debtors St | e | £ Tt ndeig|
maintenance. This comes in very handy when oozt (N Local Jats) Standard E
additional fields are required to store Dessbton | ) ) P
information. Enciypled [~ Password [ LestAuodncValue[d
#_|Field Name Data Type | siez | Required | Detals
1 Siring 15 No MNao
2 Spouse Name Shing 10 No Mo
3  RegDate Date 1] Ko Mo
B
|
HofFields [3° Total Fecard Size [54
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0 ettt Tables fetusp Varsion 628

NOTE: There are only a few things
that needs to be entered and

Qe

The Lser diefired fiekds must contin Bhe: ficid spesfied beion a5 the frst e, and tus feid must
b e oy e

[y =TT v— Ty b Lo

Dicbtort | Comtern | Stk | Lo | Gormsi | Services

ik

o u
remembered when adding a new
user defined table. The very first thing that
need to be done here is to add the
“Account” field under the “Field Name”.

When adding a user defined table, this
information here is very important

because the first field has to be

Account and the Size hasto be setto

15.

Once the “Account” field has been added,
one can then add any other additional fields
as needed. Once all the necessary fields
have been added, we need to set the

iQ Alter Table - DebtUser (DBDebtors\DebtUser) Version 6.0.2.0 L2 |
Shucture  Indexes EullTeandexing]
Index Mame Primary | Caze-ng | Unique |E0mpression Indexed Fields Dezcending Fields
Yes Na Yes  Mone Account
“Account” field as the default index.
Select the Indexes tab at the top of the
screen.
Information
'0' The table DBEDebtors\DebtUser was successfully altered
e # of Indexes |1
Q) Debtor Maintenance Demo - Head Office Version 6.0.20 Gl ]
IQE1ltcrprisp
Under the “Indexed Fields” heading,
select the three dotted button. From this NEXt | e | oy asimses 15w seirmivss | ranrmgres
w " g H AccountBROOL ]
screen select the “Account” field and move it ool

from the left hand side to the right hand side.
Once complete select the “OK" option.

Once the Primary Index field has been
selected, select the drop down under the field
heading “Primary” and set the value to “Yes”.
Once complete, select the “Create” option in
order to create our newly user defined table.

Once completed the newly added user
defined field can be found under the debtors

RegDate |11/12/2012

=

Show ints

maintenance option. Edit any existing debtor client and the newly added table will be available.

RECURRING CHARGES

The recurring charges option allows one to
setup a default export folder for recurring
charges as well as a default outgoing
email server. This allows the recurring
charge information to be either exported
or emailed once the processing of the
recurring charges has taken place.

iQ Recurring Charges Setup Version 6.0.2.0

.QFlitcrprisg

Recurring Charges - Settings

Terminal Specific Setup

Export Folder C:\IQExport

Company Spedific Setup

GMATIL|

Outgoing Mail Server

1Q Allows you to select the SMTP Account (Outgoing Mail Account) that will be usedto
send the Recurring Invoices to the related Debtor Accounts after processing. This
account will be used independently of any Mail Server setup for each user / for the
company.

Setup Mail Accounts
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RECURRING CHARGES SETTINGSS

EXPORT FOLDER

The export folder allows one to specify where the results of the recurring
charges will be exported to once the recurring charges have been processed.

OUTGOING MAIL

The outgoing mail server option allows one to specify where the results of

SERVER the recurring charges will be emailed to once the recurring charges have
been processed.

CANCEL The cancel option will cancel any of the changes made on the recurring
charges settings screen.

ACCEPT Select the accept option to accept any changes made.

CREDIT NOTE MEMO (DEBTORS)

iQ Maintain Credit Note Meme Version 6020 P S|

The Credit Note Memo option will allow

the user to add Credit Note Memo’s that i(}mﬂmsC

can be selected when processing a Credit . '

NOte. eeeeeeee Edit ita

S — — ’ —
2l 2|2 ) wBal Wl

JQ Search Vession 6020 [

Search Selection - [F7] To Switch

.Q @ Fiter Records
| Enterprise

Go To Reecord

Search By - double dick to change

Dezrgton

o5 Credit Mote Memo 5

Credit Note Selection option
while busy with a Credit
Mote

ic

| dsrept
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GENERAL

SALES REPRESENTATIVES (DEBTORS)

. o
Enterprise | -
] ® FememberLas Rep e

Processing Module Optians Avaiable Fiters

Clear Filter
Automaticall Get Rep

100 3.00% 200000 400% 500000 5.00% 10000.00  6:00% 15000.00  10.00%
100 200% 1000.00  3.00% 500000  4.00% 10000.00  7.00% 15000.00  10.00%
100000  3.00% 500000  5.00% 10000.00  7.00% 15000.00  8.50% 000000  10.00%

<

g

<)
CACAr G 1y

Eiter

— — = 5 5 5 ; , =
Select Visble Field Search Export add Edt Delete Desian Preview Print

SALES REPRESENTATIVE DATA

NO The no field here is the specific representative’s number. This means that when
sales are processed through the system, the representative’s number may be
chose in turn giving that specific representative the commission percentage.

REP NAME The rep name is the representative’s name. This is where the rep’s name is

entered. This is very handy when sales are processed, one is able to see who
the rep was when the sale was processed.

TARGET 1,2,3,4

There are 5 sets of targets that can be setup. This means that if target 1 is set

AND 5 to R1000 and the commission % is set to 10% then once the target is reached,
the system can then work out the commission payable to the rep correctly.
COM % The com % option is where the commission percentages are entered. This

means that when the reps reach a specific target, the commission percentage
linked with the specific target will then be added onto the target total and the
commission can be paid out accordingly.

PROCESSING MODULE OPTIONS

AUTOMATICALLY
GET REP

This option enables rep selection based on the Stock item, Department or
Debtor Account selection when using the processing modules. In other words IQ
will generate the rep selection by checking the default rep for the Stock item,
then the Department and lastly the Debtors Account.

USE CASHIER AS

This option enables rep selection based on the Cashier Number when using the

REP processing modules.
REMEMBER LAST This option enables rep selection based on the last rep used when using the
REP USED processing modules. This option only appliers when the Rep per line option is

selection in Company Details, Default settings 1.

SALES REPRESENTATIVE SELECTION OPTIONS

FILTER The filter option enables one to filter out specific or certain information based on
the information shown on the Representative’s Commission screen.

SELECT VISIBLE The visible fields option allows one to select additional fields to display on the

FIELDS Representative’s Commission screen.

SEARCH The search option allows one to search for any information within the
Representative’s Commission screen and for any available field.

EXPORT The export option allows one to export the existing on screen information into
any of the following formats (CSV, TXT, HTML, XML or XLS).

ADD The add option allows one to add any new or additional representative’s.

EDIT The edit option allows one to edit any existing representative’s that are listed in
the Representative’s Commission screen.

DELETE The delete option allows one to delete any of the existing representative’s.
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DESIGN The design option allows one to design the rep commissions report.

PREVIEW The preview option allows one to preview the reps commissions report.

PRINT The print option allows one to print the reps commission report.
DOCUMENT VALIDATION

Document Validation was create as a security
module to help prevent fraudulent
documents. Option that will also help with
fraud is pre-printed paper, CCTC Cameras
and utilising the Delivery and collection

iQ Default Tables Setup Version 2016.0.3.3

intelligent
choice.

iQRetail

IQRetail
module to help control stock in the yard.

The document Validation module will allow a
person to scan the relevant document
(e.g.Invoice or Cash sale). The scanned
document can then be compared with the

printed document where stock items and
quantities can be compared. Another reason
« || for the Document Validation option can be to
check if the person has already pickup the

stock from the yard.

Select Utilities Menu = Tool = Document Validation = Validate Document

2N

.;,“o..,w. Numbar of Mams Sabtotal (Eschiger) 68 2 Aletad (Pry) Lid
Bebvery Fee Discont - Addess detals
wat 12434 Emat astrans |

15 Total 101250

Banking Betat Cwrrency: AR
ApCr urrencyfate; 1.0

Tax nveice

THVSaa 0 B3 L et 180020

Code Deacrpten oy Tols

MoK Monikor LED 2 4 A7TE00

Saral OF

Wit Incluied 480 33
Subtotal 3 Ts0.00
Cash 3758.00

Each document must have a
barcode that on the documents
that represent the document
number

Cashier LA

Inatve g Sofwere by (GRerd
Thank foe you ssppert
LUl e

wow W et o 7a
atice haurs

Each relevant documents must have a
barcode on the document displaying the document number.
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IQ Enterprise

1Q Document Validation

Document Prevew

Scan your 3 Gocument Barcode o the bax beko

below in order o
Vakdaties are skowed once and wil Berealter be recorted 85 an error

Document: [ o Bvvles
( Tavoice From *** Copy of Original *
Demo Head Office. g T 021 8800420
15t Hoor, Rhino House: |QRetaiI Fax 021 8800488
Document previously scanned. See &3 uaioum Nond, ST Sl
dstats Balon Techno Park, Stelenbosch VatRegistrationho 45111111111
% 760 Tnvoice Date: 20/01/2012
Tnvoice To A4 DeliverTo
Document: INV106 Black -Terms 30Days Back -Terms 30 Days
POBox 1232 159 Long Street
Document Type: Invoices Stelenbosch Stelenbosch
7600 7600
Scanned Times: 2
Last Scanned By: 1 \ S
Accountllo Tnvoice Date
a0 o212 1 eklewe 106
Ttem Code: Description Quanty UnitPrice Disc %  VatAmn
008 ET) 1500 G55 0
Gose o
IQ Enterprise
1Q Document Validation
Scan your 3 Document Barcade o he bex belsw i ord
Vakdatios are skowed once and wil Bereafer be reparted o
Document: |
Valid Document
Document: INV106
Document Type: Invoices
Scanned Times: 1
Last Scanned By: 1
Gose.
Available Filters
Clear Filter
.Q
| Enterprise
Ty i 0
Document Validation Scan Log
Document Document Type  |User Terminal Sean Date Last Error ~
(A1 Invoices 1] 100 18/06/2012 13:59%:{Valid Document
| |mvi Invoices i 100 18/06/2012 13:59: Document previously scanned. See details below.
_|mwve Invoices 1 100 25/06/2012 12:29: Valid Document.
_|mwve Invoices 1 100 25/06/2012 12:30: Document previously scanned. See details below.
| |mwve Invoices 1 1 16/07/2012 16:23: Document previously scanned. See details below.
_|mwvas Invoices 1 1 19/07/2012 16: 19::Valid Document
_|mwvas Invoices 1 1 19/07/2012 16:19: Document previously scanned. See details below.
| |mva3 Invoices i 1 20/07/2012 09:32: Valid Document
| |mwvaz Invoices 1 1 20/07/2012 09:32:: Document previously scanned. See details below.
| |mwvss Invoices 1 1 27/07/2012 13:00: Valid Document
| mv214 Invoices 1 1 30/07/2012 14:2%: Valid Document
w214 Invoices 1 1 30/07/2012 14:30: Document previously scanned. See details below.
_|mwvais Invoices 1 5 17/08/2012 12:5%:Valid Document
| |mwviz1 Invoices 1 1 28/08/2012 13:13:(Valid Document
| [mwviz1 Invoices 1 1 28/08/2012 13:13: Document previously scanned. See details below.
v
< >
] = £ v,
£ ¥
; = X (%)
Filter Search Select Visible Fields Set Time Delay Close

‘e o valdate tne document

Scan the document barcode into the
Document area.

Once the barcode has been scanned the
e.g. Invoice will display, green will
indicate the document is valid, the stock
items and quantities can now be
compared with the printed counterpart.

If the document e.g. Invoice has already
been scanned a red block will indicate the
problem.

\ Tax Invokce
s / e >
( WvstosFrem ** Copy of Original
Demo Head Office. o g T 021 8800420
15t Floor, Rhino House: IQRetail Fax 021 8600488
23 Quantum Road Tt e Email
Techno Park, Steenbosch VatRegistmtionNo 45111111111
7600 Invokce Date 20/01/2012
e Invoice T DebverTo

Bhack - Terms 30Days.

PO Box 1232 159 Long Street
Stefenbosch Stetenbosch
7600 7600
Accounto Tnvoice Dat
001 201201 1 deklepe V16
Tiem Code Description Quantiy UnitPrice Disc % VatAmn
E sd 1500 e 750

The Validate Setup screen will display all the
scanned document with the document
number, Document Type, User, Terminal,
Scan Date and Last error.

SALES REPRESENTATIVE SELECTION OPTIONS

FILTER

Use the filter option to filter for selected documents.
HINT: The filter option can be used to filter only for selected document type,
User, Terminal, Scan Date or Last Error..

SEARCH

seen or found on the screen.

The search option allows one to search for additional information that cannot be

SELECT VISIBLE
FIELDS

Fields option.

In order to change the list of visible fields on the screen, select the Select Visible
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NOTE: In order to change the views of the screen select a field by
enabling the tick box. Select the necessary fields that one needs to be
displayed. Once complete select the “Accept” option.

A

Time Delay (Minutes) 45|

Selection

ESC Cancel

F10 Accept

SET TIME DELAY
minutes.

.
IQEnl('rlu‘i\L'

In order to set the time delay for the scanned documents enter the time in

1Q Document Validation DoamenEreim
Scan your 12 Gocument Barcade o the bex belsw i order 1o
fowed ence and wi Bereafier be reperted a8 an error
Document: [ T davon
Invoice From **% Copy of Original *
Demo Head Office. " T 021 8800420
15t Hoor, Rhino House: iQRetaiI Fax 021 8800488
23Quantum Road. (ATE SOFTRARE EMail
Document Expired Techno Park, Steenbosch VatRegistmtionto 45111111111
7600 Tnvoice Date: 28/03/2013
Tnvoice Te DeliverTo
Document: Not Available ABC Store (Pty) Ltd ABC Store (Pty) Ltd
PO Box 123 78 Main Road
Document Type:  NotAvailable Selosbosch
7600 7600
Scanned Times: NotAvailable
Last Scanned By: NotAvailable <
Accountllo Tnvoice Date
ABco0s 20 1 ekemer o
Ttem Code: Descrption Quanty UnitPrice Disc %  VatAmn
001 ot 700 w@n 0

Once the time has expired the red error message will specify document expired.

PRICE AND DISCOUNT REASONS

The Price and Discount Reason confirmation .
option allows one to choose from a list of lQEntC_rpris;

predefined reasons. This enables one to only

select from the predefined reasons when
making a price change or giving discount on
a stock item.

Select the Price change and Line Discount
boxes in Default Settings 2.

Table

(CIGRY User Defined Table:
(©Sales Order User Defined Table
(CPurchase Order User Defined Table

() Jobcard User Defined Table

() Quote User Defined Teble

Compary Dustals | Company Logn | Cortol Number | Ot Setings (1) Dostl Setings [2) | E rieipsse Setings | Cloing Dustes | inbsgration Accounts | Tas Flsies | Evsd | Estes Chargss |
Dietiin Settrgs - Page 2
- Ih'q(ln’w'ruﬂcn
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THE PRICE AND DISCOUNT SETUP

Utilities, Setup, Module Parameters, General, .
Price & Discount Reasons Qe erprise

(O Seling Price Reason

Select between Discount Reason and Selling
Price Reason. Create all the necessary
reasons for Discount and Price Changes

Mode

@ da’) v)

add Delete Accept

PROVIDE REASON SELECTION

The Reason screen will then be displayed as

soon as line discount is give or a stock items iO ‘
price is changed. Reason can be selected or ‘\F/HFCYPWSC
the Other option can be used to enter a

different reason not on the list.

Please provide a reason for the Discount Adjustment.

Reason Discount Reason 2 - Damage v

Gtherl [

X 4

Cancel Accept

PRICE AND DISCOUNT CHANGES STOCK REPORT

Report Type Report Madule Other Parameters Availzble Filters

Start Diate: Clear Filter

The Price and Discount Changes

k R ” d I ” h 'Q (®) Prica Changes 01/11/2m2 =
» End Date:
StOC epo_rt wi |Sp ay a t _e I F,ﬂl‘CT‘pﬁSC 24/04/2013 -
Document information regarding ' e e [ show Overrdes
H H Paint of Sals
the Price change or Discount ontof sk
Report Data
Ch a n g es : Dacument Account StockCode ListPrice ActuslPrice [LineCost Reason DacumentD ate ~
[dImvas1 BLADO1 TSMGS0102 91,33 438.60 40,00 1/20/11/2012
INV283 ABCOO1 BHWOO1 100.00 2192.98 525.35 1 11/02/2013
INV284 ABCDO1 TSMGS0404 105.24 219.30 65.00 1 11/02/2013
INV297 ABCDO1 COKDO1 10.00 10.96 6.00 2 18f03/2013
F-= & P e
¥ el o
Close Expart Filter Refresh Report Options
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SMS MARKETING

IQ SMS allows you to send an unlimited
number of SMS's to your clients from
within your IQ system.

Ew_Ede Gow Hoy Boskewtn Tach tep

ol,

iQ Retail e

You can use this to inform your clients of: @ v
Events, Promotions, Competitions Special @ sewr
offers. Bulk SMS bundles can simply be @) start sencng
purchased online via Credit Card.

=

e : o
Go to our website
JWww.igsms.co.za

Welcome 1o 1Q SM§ Marketing - Simple, Fast, Fifoctiv,

SMS MARKETING SUMMARY
~/New User

REGISTER NO
WEBSITE i el Select Register now and create
3 . 0 a user and password

Register Now

Login

Online Payments

Billing Summary

Credit Card Details
MODULE PARAMETERS
Setup Details

Template

DEBTORS MAINTENANCE
SMS Marketing + Cell phone Number
SMS MARKETING

Filters, Templates, Process and Reports

HOW TO PURCHASE SMS BUNDLE’'S

Ele Edit View Higto

Login to www.igsms.co.za. Create an |Dseterstemecs

account and password. You may now S

purchase your bulk SMS’s. SMS's are (@ register & Buy credits _
charged at R0.35 Excl Vat per SMS. Select @ sewn otk QAT s moreeis [ ]
Online Payment option and then specify ® start sencing .

the number of credits to buy. Choose
between 500 and 100000 to purchase.

Once you have completed your purchase,
simply go to the SMS Marketing module in
your IQ system and setup the website
detail..
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iQro MODULE PARAMETERS

Selecting the setup option allows one to configure and
setup the sms marketing option.

Ee

SMS MARKETING SETUP DETAILS
MARKETING SETUP DETAILS

°
IO\F‘,ntcrprisc

Mobile Marketing Setup Details

IP Address upload.igsms.co.za
Portal Username iqtraining|
Portal Password | TR
Return Email liko@igretail.co.za

Enable Proxy [ Tick For Yes
Host (Proxy)
Username
Password
Port (Default 3128) 3128

Enable SMS's Functionality | [V] Select Processing Modules

(X i o

Cancel Test 5MS Templates Accept

IP ADDRESS The IP address field displays the server nhame or IP address of the SMS
marketing server or host name. The default IP address or server name is
WWW.igsms.co.za.

PORTAL USER NAME The portal user name field is where the user name must be entered for the
authentication against the host server of the SMS marketing.

PORTAL PASSWORD The portal password field is where the password must be entered for the
authentication against the host server of the SMS marketing.

RETURN EMAIL The return email is the email address that will be used when a reply is
generated from the SMS that was sent.

ENABLE PROXY The enable proxy option allows one to configure a proxy server if there is one
located on the network.

HOST (PROXY) The host proxy is where the proxy server’s details are entered. This means
that the specific proxy server’s IP address or name must be entered.

USER NAME The user name field is where the user name must be entered for the
authentication against the proxy server.

PASSWORD The password field is where the password must be entered for the

authentication against the proxy server.

PORT (DEFAULT 3128) | The port field indicates the port number that will be used for the proxy server
to communicate when trying to access the internet. By default with most
proxy servers the default port nhumber is 3128.
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ENABLE SMS’S FUNCTIONALITY

Choose which module must have the sms

option available. Choose from: Purchase Sales Orders 7
Orders, Sales Orders, Quotes, Job Cards, Quotes =
Debtors Credit Control, Debtors Receipts, Job Cards ]
Creditors Payments, Debtors Enquiries, Detrioccrent conial ¥
Creditors Enquires. e “
Creditor Payments V]
Debtor Enquiries [
Creditor Enquiries ]

Selection
ESC Cancel F10 Accept

SMS FUNCTIONALITY

CANCEL The cancel option allows one to discard any of the changes or configurations made.
TEST The test option allows one to test the current SMS marketing setup to see if it is
configured correctly.
ACCEPT The accept option allows one to accept the necessary changes made.
GRV EXTERNAL CHARGES (CREDITORS)
iQ  Edit an Existing External Charge Version 2016031 ?
@ g R
iQRetail
L\ enrerenise |
External Charges Setup
Reference 147
Creditor Account STAROO1 w Star Wholesalers
VatRate 1 w MNormal Vat
Ledger Account 1254,000.000 v Collection Fees
Amount 158.56
Cancel Accept
REFERENCE The reference field displays the reference that was used when the GRV external charge
was created.
CREDITOR The creditor field will display the creditor\supplier that was used when the GRV
external charge was created.
VAT RATE The VAT rate field displays the VAT rate that is used for the specific GRV external
charge that is created.
LEDGER The ledger field displays the ledger account that is linked to the specific GRV external
charge.
SELECT The select visible fields option allows one to view more fields on the external charges
VISIBLE screen.
FIELDS
FILTER The filter option allows one to filter on any information on the external charges screen.
ADD The add option allows one to add any new supplier groups.
EXTERNAL CHARGES SETUP
REFERENCE The reference field is where the reference is entered for the GRV external charge.
CREDITOR The creditor account field is where the creditor\supplier is selected for the GRV
ACCOUNT external charge.
VAT RATE The VAT Rate field is where the default VAT Rate is selected for the specific GRV
external charge.
LEDGER The ledger account field is where the ledger contra account is selected for the specific
ACCOUNT GRV external charge.
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AMOUNT The amount field is where the amount is entered for the relevant GRV external charge.

supplier group.

CANCEL The cancel edits option allows one to cancel any editing while busy editing an existing

ACCEPT The add Select the accept option to accept any changes made.
allows one to add any new supplier groups.

SEARCH The search option allows one to search for any information on the supplier group
screen.

EDIT The edit option allows one to edit any of the existing external charges.

DELETE The delete option allows one to delete any of the existing supplier groups.

DESIGN The design option allows one to design the external charges report.

PREVIEW Select the preview option to preview the external charges report.

ORDERING LEAD TIME

iQ Default Tables Setup Version 2016.0.3.1

Ordering lead time is the time it take from )
the when you have order your stock to the iQRetail
time the stock arrive with you. The uaaal
Ordering factor could be as measure to
use by which the stock quantity would be
multiplied.

Debtors| Crediors | Giock | Ledger | General | Services | Processing

In other words if you use the ordering
factor as (days, week or months) e.g. 2.5
and the stock quantity to order is 5 the
order amount would be 12.5 or if the
ordering factor is 3 and the stock quantity
is 5 the order amount would be 15.

The ordering factor will be used with
setup up the Auto Re-order formulas in

Module parameters, Stock.

ORDERING DELIVERY CYCLE

iQ Default Tables Setup Version 2016.0.3.1

Ordering Deliver Cycle is how often your )
suppliers Deliver stock. The Deliver Cycle | j(QRetail
could be as measure to use by which the R czaal
stock quantity would be multiplied.

In other words if you use the Deliver Cycle
as (days, week or months) e.g. 1.5 and
the stock quantity to order is 10 the order
amount would be 15 or if the Deliver Cycle
is 5 and the stock quantity is 10 the order
amount would be 50.

The Deliver Cycle will be used with setup
up the Auto Re-order formulas in Module
parameters, Stock.
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STOCK ADJUSTMENT CODES _ i
Stock adjustment codes is where op .
transaction type accounts are setup for 'Q

Sundry issues and Receipts.

iQ Stock Adjustment Codes IQ Retail - Training Example Company Version 2016.0.3.1

() Delveries and Collections
(Ostock Categories

(OstockRanges

iQRetl

I

‘Adjustment Codes

(O Syndhvonization Setup () Auto Stock Code Generation
(O Stock Transfers (O Stock Lookup Fields

(O Stock Colours (OGRY Pre-Scan Setup
(OStock Sizes (OStock Notifications

Adjustment Code

~ Setup

3511.000.000.00 sun
1550,000,000.00 Print
3511.000.000.00 s

Select the setup option to setup stock
adjustment codes.

= - & . Z =

TRANSACTION TYPES The transaction types option allows one to setup any additional or edit any of
the existing transaction types.

CODE The code displays the transaction type code. These codes are abbreviated from
the descriptions of the transaction types.

DESCRIPTION The description field displays the description of the specific transaction type.
This description must be meaningful to avoid confusion.

DR/CR The DR/CR field displays either a letter D or a letter C to indicate whether the
transaction type will be posted as a debit or a credit.

LEDGER ACCOUNT The ledger account field displays the description of the ledger accounts that will
be used when either a sundry issue or sundry receipts transactions are
processed.

LEDGER DESCRIPTION The ledger description field displays the description of the relevant ledger
accounts that are linked to the specific adjustment codes.

CREATING ADJUSTMENT CODES

& E E - 2
iQ Edit Stock Adjustment Codes Version 2016.0.3.1 2
rTranzaction Type:
Transaction Code DN
Issue/Receipt _
(@) Issue
(") Receipt
Ledger Account 1255.000,000.00 w |Donations
Enter a description for the transaction code entered above
Accept
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TRANSACTION TYPE

TRANSACTION CODE The transaction code entered here will be displayed in the list of stock
adjustment codes once completed. This transaction code may then be used
when processing sundry issues or receipts.

DESCRIPTION The description field entered is the description of the specific transaction type.
This description must be meaning full to avoid confusion.

ISSUE\RECEIPT The issue and receipt option allows one to specify if the transaction type code
will be either an issue or a receipt.

LEDGER ACCOUNT The ledger account selected here is the ledger account that will be used when
this transaction type is used when processing stock sundry issues or receipts. In
other words if a sundry issue or receipt is processed then the contra account will
the specified ledger account that has been linked with the transaction type.

SEARCH The search option allows one to search for any information on the transaction
types screen.

ADD The add option allows one to add additional stock adjustment code types.

EDIT The edit option allows one to edit any of the existing stock adjustment code
types.

DELETE The delete option allows one to delete any of the newly created stock
adjustment code types. Existing transaction codes may not be deleted.

DESIGN The design option allows one to design the report that the stock adjustment
code types print on.

PRINT The print option allows one to print the stock adjustment code report.

iQ Currency Setup Version 20160.3.1 ?

FOREIGHN CURRENCY

Debtors and Creditors accounts and R

transactions can be processed in a foreign
currency depending on the exchange rate
as entered here and linked to the
debtors/creditors account.

A NOTE: Once an account is

created with a specified Currency
and a transaction is processed, the
currency cannot be changed. Each account
stores its transactional information in its

OWN currency.

IQRetail

| Desaiiption [Date Last Changed |Conversion Fate
US Dollar 27/01/2015 10.5600
Euro 28/01/2015 11.8000

Nar 22j1@f2010 | 10000
Rand 22/12/2011 10000

CURRENCY RATES = M
FOREIGN CURRENCY The foreign currency enabled in Invoicing and Goods receiving allows one to use
ENABLED IN foreign currency in the respective modules. This option must be enabled
INVOICING/GOODS otherwise foreign currency will not be available in Invoicing or Goods Receiving.
RECEIVING
CURRENCY The currency option allows one to specify the relevant currency like GBP (Great
British Pounds), USD (United States Dollars) etc...

SIGN The sign field allows one to enter the sign of the specific currency. This means
that one is able to enter the following signs or currency symbols (£ - Great
British Pounds, $ - US dollars).

DESCRIPTION The description allows one to specify in words the specific currencies description
or name. E.g. USD — United States Dollars.

DATE LAST CHANGED The date last changed field will automatically be populated with the date of
when the specific currency was last changed.

CONVERSION RATE The conversion rate allows one to specify the currencies conversion rate. This
means that the current rate of exchange of the specific currency is entered here
so that the system can make the calculations accordingly.
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iQ Price & Discount Changes Report Version 2016.0.3.1 ?
PRICE AND DISCOUNT CHANGES e R
[1nvoices and/or Recurring Charges GRS Clear Filter
® . @ Price Changes 01/08/2016 |
STOCK REPORT IQIE\{etaII E;j\?/a;\s -
NNNNNNNN = () Discount Changes [ show Overrides

The Price and Discount Changes Stock

Report will display all the Document 5

information regarding the Price change or | [me e e T e e o e

Discount Changes. o T— Ta— FE TN T I/

w £ ¥ & 9

STOCK MODULE PARAMETERS

MAJOR DEPARTMENTS
Select the Utilities option from the iQ Default Tables Setup Version 2016.03.1 ? IEN
Stock menu followed by the Major .o
Departments option from the IQ Retail
submenu. SEETE
Departments are the essence of the Debtrs | Credtors| 51k, | Ledger | Gerersl | Senvioes | Processing
stock integration to the ledger.
. . (@) Major Departments () Deliveries and Collections
They also provide a quick and easy Jer— Stk Categrss
way of extracting consolidated - S
sales, purchases, GP% and profit - Otk S G
values. et S
NOTE: Departments must S
be setup before creating Otk s Ostcktanuprt

() Stock Colours (OGRY Pre-Scan Setup

stock items. The reason for
this is that a department must be
allocated to a stock item at the time
of creating it. It would be a time
consuming job to go back and edit =
each and every item and re-allocate the correct department.

() Stock Sizes () Stock Notifications

As mentioned previously the departments help with the integration to the various general ledger accounts,
but not in a direct way. What's meant by this, is when an item is sold or purchased or adjusted, the system
does not draw the ledger integration information directly from the department file, but rather directly from
the ledger details stored on the item. Why, because the department ledger account details are actually
stored per item in the stock file. Instead of having to enter ledger details per item the ledger details are
entered via the departments and then posted to the individual items. It is easier to edit 20 or 30
departments than to edit 100’s or 1000’s of items.
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The department file
facilitates two things.
Firstly, the facility to
reproduce stock
reports in a
summarized format by
department. Secondly,
a simplified way to
capture stock ledger
integration details.

It is vitally important
that when any changes
that are made to the
ledger accounts for any
of the existing
departments that the
new information must
be accepted. Failing to
do this will cause a
mismatch between the
actual ledger accounts
that are stored on the

iQ Maintain Departments Version 2016.0.3.1 ?

Available Filters

IQRetail B

Dept Description Sale Account Stock Account COS Account Meg Dept Ledger .| ™
002 Hardware 2000.000.000.00 3500.000.000.00 1000.000.000.00 r CORP
003 Air Time 2000.000.000.00 500.000.000.00 1000.000.000.00 r CORP
004 Fanta 2000.000.000.00 500.000.000.00 1000.000.000.00 r CORP
005 Return Ttem 2000.000.000.00 3500.000.000.00 1000.000.000.00 = CORP
006 Vegetables 2000.000.000.00 500.000.000.00 1000.000.000.00 I CORP
007 Manuf. 2000.000.000.00 3500.000.000.00 1000.000.000.00 r CORP
008 Men's Clo. 2000.000.000.00 500.000.000.00 1000.000.000.00 r CORP
009 Fiction 2000.000.000.00 3500.000.000.00 1000.000.000.00 r CORP
010 Non Fiction 2000.000.000.00 500.000.000.00 1000.000.000.00 r CORP
011 Periodic - Sundry 2000.000.000.00 3500.000.000.00 1000.000.000.00 r ACC
012 Non Stock - Periedic 2000.000.000.00 500.000.000.00 1000.000.000.00 v CORP
v
FE L == b = re 3 = e
] & | i - = h &5 ;) Xl

R [SSERE) - i h
Select Visible Fields Export Import Budgets Filter Search Add Edit Delete Report Option

item and the ledger accounts that reflected on the department.

STOCK MAJOR DEPARTMENT DATA

DEPT (DEPARTMENT)

The dept is short for department. This field shows the actual department
number. This field my contain numeric and alphanumeric characters.

DESCRIPTION

The description field shows the description of the department. This description
may also be the name of the department.

SALES ACCOUNT

The sales account field holds the sales account number. By entering a sales
account, this will tell the system which sales account must be used when a
transaction is posted. In other words when an invoice transaction is done, this
will be the sales account where the transaction will be posted to in the ledger for
all stock items that belong to that specific department.

STOCK ACCOUNT

The stock account field holds the stock account number. By entering a stock
account, this will tell the system which stock account must be used when a
transaction is posted. In other words when an invoice transaction is done, this
will be the stock account where the transaction will be posted to in the ledger
for all stock items that belong to that specific department.

COST OF SALES

The cost of sales account field holds the cost of sales account number. By
entering a cost of sales account, this will tell the system which cost of sales
account must be used when a transaction is posted. In other words when an
invoice transaction is done, this will be the cost of sales account where the
transaction will be posted to in the ledger for all stock items that belong to that
specific department.

NEG DEPT

The negative department reverses the normal effect of the transaction on the
stock and ledger accounts. It is used to keep track of empty containers that are
refunded on their return.

LEDGER DEPT

The ledger department allows one to specify per department for the purpose of
splitting the ledger. In other words, when the transaction is posted the system
will show the specific ledger department when viewing the transaction within the
ledger enquiries screen.
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iQ

Maintain Departments Version 2016.0.3.1

iQRetail

Available Filters

Clear Fiter

002 Hardnare

003 |AirTime

004 Fanta

005 Return Item

006 Vegetsbles

007 Manuf,

008 Men'sClo.

003 |Fiction

010 NonFiction

011 |Periodic - Sundry
012 |Non Stock - Periodic

2000.000.000.00
000.000.000.00

3500,000.000.00
00.000.000.00

2000.000.000.00
000.000.000.00

3500.000.000.00
00.000.000.00

000.000.000.00

00.000.000.00

2000.000.000.00
000.000.000.00

3500,000.000,00
00.000.000.00

2000.000.000.00
2000.000.000.00
000.000.000.00

3500,000.000,00
3500,000.000,00
00.000.000.00

2000.000.000.00

3500,000.000.00

1000,000,000.00
1000.000.000.00
1000,000.000.00
1000.000.000.00
1000.000.000.00
1000,000,000.00
1000.000.000.00
1000,000,000.00
1000,000,000.00
1000.000.000.00
1000,000,000.00

X A

CORP
CORP
CORP
CORP
CORP
CORP
CORP
CORP
CORF
acc

CORP

T [ @

Select Visble Fields

-
L

Report Option

= I Y g, :e:

Budgets Eiter earch Add Edit

&

Delete

Export Import

SELECT VISIBLE
FIELDS

In order to change the list of visible fields in the screen, select the Select Visible

Fields option. Select a field in the left-hand column under Available Fields. Then

click on the > button to add it to the right-hand column under Visible Fields. To
move all the fields, click on the >> button. To a reverse an entry, click on the <
or the << button.

EXPORT

Select the export option in order to export the existing on screen information
into any of the following formats (CSV, TXT, HTML, XML, XLS (Excel) and IQ
XML).

FILTER

Use the filter option to filter for selected departments or other filter criteria
selections.

HINT: The filter option can be used to filter only for selected stock
departments, departments or department ranges.

SEARCH

The search option allows one to search for any information on the major
department screen.

ADD

The add option allows one to add additional departments to the system. By
default in the system there are ten departments already created. These
departments may be altered in any way.

EDIT

The edit option allows one to edit any existing departments or edit newly
created ones.

DELETE

The delete option allows one to delete any of the existing departments.

NOTE: If a department is deleted, the system cannot produce accurate
stock departmental reports.

PREVIEW

The preview option allows one to preview the existing departments in a report
format.

IQRetail (PTY) LTD

Date Printed: 27/10/2008 1of1

Stock Departments

Data Filter: No Filter Specified

Department

Description Sales Account Costof Sales Stock Account

001 Castle

002 MTN

003 Vodacom

004 Foodstufts

005 Labour

006 Miscellaneous / Non Stock
007 Returns / Empties

2000.000.000.00
2000.000.000.00
2000.000.000.00
2000.000.000.00
2000.000.000.00
2000.000.000.00
2000.000.000.00

**=END OF REPORT *=*

1000.000.000.00
1000.000.000.00
1000.000.000.00
1000.000.000.00
1000.000.000.00
1000.000.000.00
1000.000.000.00

3500.000.000.00
3500.000.000.00
3500.000.000.00
3500.000.000.00
3500.000.000.00
3500.000.000.00
3500.000.000.00
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DESIGN The design option allows one to modify the existing stock major department
report.

PRINT The print option will print the stock departments report. This will not produce a
preview screen, the information will be sent directly to the printer.

CREATING A MAJOR DEPARTMENT

iQ Stock Department Version 2016.0.3.1 ?

To create or maintain department
details select one the available g
maintenance options, Add, Edit or IQ Retail
Delete. Once either the Edit or Add e
option has been selected, the
Department details screen will [
appear. T
A NOTE: The Department

Code cannot be altered T T
once a department has been saved R S ST
or is being edited. Delete the

Replenishment v N/A

[ Tick for Yes
department and then recreate the Ei: i :
correct one.

2000.000.000.00
2000.000.000.00
1000,000,000.00
3500.000.000.00

Loyalty

Pasting Method ®)Perpetual Stock Control (P tofsal

Use the Enter or Tab key to move e CorTTTTTTET

between entry fields (i.e.

Department number, description R v
and ledger accounts). e

DEPARTMENT NAME Enter a meaningful department name, e.g. Hardware Sales.

DESCRIPTION The description field shows the description of the department. This description
may also be the name of the department.

LEDGER DEPARTMENT | The ledger department allows one to specify per department for the purpose of
splitting the ledger. In other words, when the transaction is posted the system
will show the specific ledger department when viewing the transaction within the
ledger enquiries screen.

LOCAL SALES Enter the local sales account in the general ledger which must be updated with
ACCOUNT the sales value of the item, whenever an item belonging to this department, is
sold. Use search facility (ALT and the down arrow) to search for account
numbers in the general ledger.

EXPORT SALES Enter the export sales account in the general ledger which must be updated with
ACCOUNT the export sales value of the item, whenever an item belonging to this
department, is sold. Use search facility (ALT and the down arrow) to search for
account numbers in the general ledger.

COST OF SALES Enter the cost of sales account in the general ledger which must be updated
ACCOUNT with the cost of the item whenever an item belonging to this department, is
sold. Use search facility (ALT and the down arrow) to search for account
numbers in the general ledger.

STOCK ACCOUNT Enter the stock account in the general ledger, which must be updated whenever
an item belonging to this department, is sold. Use search facility (ALT and the
down arrow) to search for account humbers in the general ledger.

PURCHASES ACCOUNT | Enter the purchases account in the general ledger, which must be updated
whenever an item belonging to this department, is purchased. Use search facility
(ALT and the down arrow) to search for account numbers in the general ledger.

A NOTE: This account will only be used if the Post Sales/Purchase Only
stock posting method is selected.

MAXIMUM GRV This is the maximum percentage whereby the price of the stock items in this
VARIANCE % department may vary in the GRV and Purchase Order from the previous cost
price that was entered.

EXAMPLE: With a 10% variance, if the cost of the item was R50 then the GRV or
Purchase Order will only allow a price range of between R45 and R55. Only the
Supervisor will be able to override this option.
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APPLY MAXIMUM VAR | This option will enable the maximum GRV Variance percentage. In other words if
this option apply Maximum Var is not ticked then the system will not apply the
maximum GRYV Variance percentage.

NEGATIVE This reverses the normal effect of the transaction on the stock and ledger

DEPARTMENT accounts. It is used to keep track of empty containers that are refunded on their

return. If the stock department is a negative, remember to enable the option by
putting a tick mark in the box.

AUTO RE-ORDERING
METHOD

The auto re-ordering method option allows one to select any of the custom
ordering formulas that have been setup. The enables one to specify the selected
ordering method per department.

POSTING METHOD

PERPETUAL STOCK This is for a system that requires a continuous record of all receipts and
CONTROL (POST withdrawals of EACH INDIVIDUAL ITEM of stock inventory. The above accounts
SALES/STOCK/COST will be posted to when an invoice is processed. Therefore the cost of EACH item
OF SALES) in a transaction is calculated. This option is most commonly used.
PERIODIC STOCK This option will only post to the Sales and Purchases accounts. There is no
CONTROL (POST record of each stock item’s individual cost. The cost is calculated periodically and
SALES/PURCHASES is done in the Ledger.
ONLY) EXAMPLE: Restaurant’s where the cost cannot be calculated per item sold, or
service industries where the cost of Services Rendered is calculated periodically.
This is also known as the Periodic Stock system and is a method of finding the
value of merchandise at periodic intervals by taking a physical stock count.
CANCEL The esc cancel option will disregard any changes that have been made to any
department.
ACCEPT The accept option will update all the necessary stock department information
and this information will then be saved.
iQ Default Tables Setup Version 2016.03.1 ?
MINOR DEPARTMENT .
iQRetail
Minor Departments are also known as o
groups. Which by stock items may be S
grouped together by utilizing the minor ’ :
departments option. Minor Departments O parnars

are either set up with no relationship
between a major department (i.e.
independently) or they can be linked. If

they are linked, then each

Department will consist of various Minor
Departments and each Minor Department
will link to only one Major Department.

LINKING MAJOR AND

@ Vingr Bepariments (OStock Categories

O stock Stykes

(O)Stock Size Groupings

Owieb Ca

Major

() Auto Stock Code Generation
(OStock Lookup Fiekds
(DGRY Pre-Scan Setup

(OStock Notifications

MINOR DEPARTMENTS

In order to link @ major department with a minor department, the following setting needs to be set
correctly. Select the Utilities Menu Option - Company Detail > Default Settings (1).
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NOTE: Once the option has “

been enabled, proceed to the

Utilities , Setup, Module
Parameters (Default Tables), Stock
and then Select the Minor Departments

option.
iQ

iQRetail

Sort Order

() Group, Deg

(®) Department, Group

Company Details Version 2016.0.3.1

?

Default Settings - Pags 1

Print Debtor Receipts

[ Disable Serials in Job Cards

Strict Serial Nomber Checking

Enable Colours and Sizes

] sk for password continuously

Do Selprice Maintenance In Processing
Automaticaly print GRY Labels

(] Print GRY Labels after Purchase Order Processing

=
Maintain Minor Departments Version 2016.0.3.1

Available Filters

Company Detais | Company Loga| Control Humbers  Defauk Settings (1) | Defeutt Setiings (2)| Enterprise Settings | Closing Dates | Integration Accounts | Tax Rates | EMai | Exira Charges |

To quickly find an option, start typing. Up and down arrows move between highighted items.

Force Negative stock checkin RTS
Enable stock custom line colours

Disable sales order control on COD Accounts
[ Enable sales order picking slips

Update work in progress in ledger

(] Disable Credit Limit Check in Quates

Disable Credit limit Check in Job Cards

[[] Disable credit mit Chedkin Sales Orders

[[] Show Line Comments in Tnvoicing
I b et i e e

?

Clear Filter

Department

Mame |Description

001 Coke
002 Hardware
008 Men's Clo.

Enable Tender Screen Security

[] Enable Supervisor Overrides on Tender Screen
[ stodk Adjustment Confirmation

Link Major and Minor Departments.

[[] tink Minor Departments and Stock Categories
[ tink Stock Categories and Stock Ranges
Enable Quotes & Purchase Order Indicator
(] Link Job card Number to Purchase Order
Limit Quantity on GRY from Purchase Order
Enable External Charges

Disable Dot Matrix Advanced Printing Gptions
Enable WeeKly Age Analysis Reports

[ Show Auts Generated Relations

[T o order control on purchase orders

[ print Debtors Receipts in Invoiding

[[] Enable Deliveries and Collections

] Shew Supplier Cade in Pracessing Moduie
Check for Duplicate Order Numbers in Processing Module
] stock Multiple Bin Locations

PDF Exports - Use Embedded Fonts

Use Rep Per Line Item In Processing Module

o Minor Departments Version 2016031 ? I e e
5
Details able to link to a Major Department. As a resuit a Stock
this please set up your Major and Minor departments
Major Department Code 001 w | Coke
Minor Department Code 0001
Description | A
Target GP% 53.00 |
o
Accept
0001 Soft Drinks
0002 Computers
0003 Clothing
.

MULTIPLE WAREHOUSES

Multiple warehouses are used for the
purpose of stock being stored in different
locations. This means that no system
actually exists at these warehouses but
sales is made at one central store and the
system can be setup in such a way that

iQ

Default Tables Setup Version 2016.0.3.1

iQRetail

Debtors | Crediore| Stock | Ledger | General | Services | Processing

the stock can be sold from various
warehouses.

NOTE: In order to setup multiple
warehouses, select the Utilities
Menu, Setup, Module Parameters (Default

iQ

() Major Departments

inar Departments

Narehouses

(O Adiustment Codes

(Cine Item Colours

() Auto Re-Ordering Formuas
() User Defined Table
~)Stock Adjustment Reasons

ynchronization Setup

tock Transfers

Warehouse Maintenance Version 2016.0.3.1

"

Warehouses

iQRetail

L\ entererise

Select Layout Available Filters

(@ Layout 1 Clear Filter

OLayout 3

OLayout 4

ayout 5

Olayout 6

() Delveries and Collections
(O Stock Categories

(O StockRanges

(O Stock Styles

() Stock Size Groupings

() web Categories

) stock Colour Groupings

() Price Variants Groupings
(O)stock Cydes

(O Auto Stock Code Generation
(O Stock Lookup Fields

(O GRY Pre-5can Setup

(O Stock Notifications

setup

Fecord Count; 3

(X

Close

Warehouse 2

Store
| &8
1 i

Select Visible Fields Filter

Process

Report Options

Table), Stock, Warehouses.

* | NOTE: Once the warehouses option has
been selected, select the setup option in
order to setup the necessary
warehouses.
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CREATING ADJUSTMENT CODES

- P P - ]
iQ Edit Stock Adjustment Codes Version 2016.0.3.1 :
r Tranzaction Type
Transaction Code DN
Description s 0
Issue/Receipt
(@) Issue
(") Receipt
Ledager Account 12585.000,000,00 v |Donations

Enter a description for the transaction code entered above

v

Accept

TRANSACTION TYPE

TRANSACTION CODE The transaction code entered here will be displayed in the list of stock
adjustment codes once completed. This transaction code may then be used
when processing sundry issues or receipts.

DESCRIPTION The description field entered is the description of the specific transaction type.
This description must be meaning full to avoid confusion.

ISSUE\RECEIPT The issue and receipt option allows one to specify if the transaction type code
will be either an issue or a receipt.

LEDGER ACCOUNT The ledger account selected here is the ledger account that will be used when
this transaction type is used when processing stock sundry issues or receipts. In
other words if a sundry issue or receipt is processed then the contra account will
the specified ledger account that has been linked with the transaction type.

SEARCH The search option allows one to search for any information on the transaction
types screen.

ADD The add option allows one to add additional stock adjustment code types.

EDIT The edit option allows one to edit any of the existing stock adjustment code
types.

DELETE The delete option allows one to delete any of the newly created stock
adjustment code types. Existing transaction codes may not be deleted.

DESIGN The design option allows one to design the report that the stock adjustment
code types print on.

PRINT The print option allows one to print the stock adjustment code report.

STOCK ITEM LINE COLOURS

iQ Default Tables Setup Version 2016.0.3.1 ?

iQRetail

Each stock item can be linked to a specific

colour. This will then display the stock

Debtors | Credtors | Stock | Ledger | General | Servicss | Prosessing

item with its selected colour in Stock

Maintenance and Stock Enquiries. This
makes it easier to distinguish different
stock items from each other. A useful

(O Major Departments (ODelveries and Collections
(O Minor Departments (O stock Categories
()stock Ranges

(O stock styles

() Stock Size Groupings

® Line Hem Colours) (O)Web Categories

example, would be for separating Non- Otk s

Stock items from Stock Items and for

(OPrice Variants Groupings

(O)Stock Adjustment Reasons (O stock Cydes

distinguishing Cascading Items and items . Onems e
on Promotion or between manufacturing
items etc_" (O Stock Sizes (OstockNotfcations

Setup
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STOCK ITEM LINE COLOURS

ID The id field will automatically assign a number to each and every custom line
colour that is added.

DESCRIPTION the description field displays the description given to the custom stock item line
colour when it was created.

ACCEPT The accept option allows one to accept any newly created custom stock item
line colours.

SEARCH The search option allows one to search for any information regarding custom
stock item line colours on the stock item line colour screen.

ADD The add option allows one to add any new custom stock item line colours.

EDIT The edit option allows one to edit any of the existing custom stock item line
colours.

DELETE The delete option allows one to delete any of the existing custom stock item line
colours.

CREATING A CUSTOM STOCK ITEM LINE COLOUR

iQ Stock Line Colours B

::::::::

nnnnnnnnnnnnnnnnnn

v %)

LINE COLOUR The line colour option allows one to select a specific colour. Select the “Choose
Colour” option in order to select a colour.

DESCRIPTION The description entered will be the description of the group of items that the
stock custom item line colour will be assigned to.

OK Select the ok option to accept any changes that have been made.

CANCEL Select the cancel option to discard any changes that have been made.

AUTO RE-ORDERING FORMULAS

The custom ordering — o
formula can be Sl :
configured either as a in,"m'W_.}_\_C

custom ordering

formula that is based

on custom values or Stock rdring Fomas

Sales and Purchase - e e e
rate ordering. This St Facee 2 N  J  w
option is used to create | P —— - R TR

a customized ordering
formula for stock
items. The ordering
formula that is created,
may be used on all
stock items or onIy [The stock custom ordering
R A formula variables.
applicable to certain
stock items. The custom ordering formula allows one to specify which variables needs to be taken into
consideration when stock items are being ordered.
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EXAMPLE: The first method is custom ordering based on custom values that are specified. When stock is
placed onto the reorder report, which variables must be used to calculate what quantity of this particular
item must be ordered. In other words, if one enables the order level, on hand quantity, purchase orders and
pack size the system will then only look at those variables chosen and based on those values the item will
then appear on the re order report with an order quantity based on the variables that were setup using the
custom ordering formula.

A NOTE: To apply this custom ordering formula to a particular stock item, select the stock item in
Stock Maintenance and select its Ordering Method as Custom.

STOCK ORDERING FORMULAS

NUMBER The number field displays the number of the custom ordering formula. This
number will automatically increment when new custom ordering formulas are
added.

DESCRIPTION The description displays the name of the stock custom ordering formula as it

was entered when the custom ordering formula was created.

ORDERING FORMULA These ordering formula variables like (Order Level, On Hand, Order Qty,
VARIABLES Purchase Orders, Sales Orders, WIP, Laybyes and Pack Size) are used when
stock custom ordering is required. This means that if any of these stock custom
ordering formula variables are required to be taken into consideration when
stock is ordered.

NOTE: One can enable different types of variables to take into

consideration when ordering stock. If the variable is enables then that

specific variable will be taken into consideration when ordering stock. If
the variable is disabled then it won't have any affect when stock is ordered.

FILTER The filter option allows one to filter out specific information regarding stock
ordering formulas on the formulas screen.

NEW The new option allows one to add any additional custom ordering formulas.

EDIT The edit option allows one to modify any of the existing custom ordering
formulas.

DELETE The delete option allows one to delete any of the existing custom ordering

formulas listed. Stock Ordering Formulas may NOT be deleted if they are still
linked to Stock Items.

PRINT OPTIONS The print option allows one to print the ordering formulas that have already
been setup.
APPLY TO STOCK The apply to stock items option allows one to apply the highlighted formula to
ITEMS all stock items.
NOTE: A security dialogue box will appear where the code must be
A entered correctly otherwise the custom ordering formulas will not be
applied.
ADDING CUSTOM STOCK FORMULAS
VARIABLES The variables listed are custom ordering variables that are taken into

consideration when ordering is done for stock items.

EXAMPLE: Examples of Stock ordering variables are order level, replenish
stock, on hand quantity, order quantity etc. This means that whenever a stock
order report is drawn from the system, the system will take these variables in
consideration in order to work out the correct quantity based on these ordering
variables to then give the correct ordering quantity when the stock ordering
report is drawn from the system.

EXAMPLE
STOCK EXAMPLE ITEM

Select the Stock Example Item option to select a stock item to use as an example only. To see the
result of the applied stock ordering formula. Next, tick the variables that are to be taken into account
in the custom ordering formula. Select the Accept option to save the formula.
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NOTE: The stock Example Item is for an example only. Once a stock item is selected, the custom
ordering formula values will change to that of the selected stock item for example purposes

A only.

NOTE: The options displayed here are notes explaining what will happen when auto re-

ordering formulas are created or setup and certain variables are selected. The brief

explanation of the different variables will indicate what are meant by them and what will
happen when these field have values entered.

Search Characters

CODE BARCODE GENCODE DESCRIPT ~
_|Tsmasot02 6009660900686 Golf T-Ghitt - Black - Medium
_|TsMas0103 TSMGS0103 Golf T-Shit - Black - L
_|TsmaGs0104 TSMGS0104 Golf T-Ghit - Black - XL
| TsMas0201 TSMGS0201 Golf T-Ghit - Brown - Small
_|TsMas0202 TSMGS0202 Golf T-Shit - Brown - M
| TsmEs0203 TSMGS0203 Golf T-Ghit - Brown - L
_|TsMas0204 TSMGS0204 Golf T-Shit - Brown - XL
TSMGS0301 TSMGS0301 Golf T-Shit - Red - §
<
Y'ou are about to apply thiz ordering formula to a number of stock = X
items. Are you sure?
[Bo7151 | =

|3@?151 | ¢ K | X Cancel

Please re-type the confirmation code above and click OK to continue.

Cancel QK

Ordering Formula has been applied to the selection. Remember to set up required Order Levels, Order
Quantities and Maximurm levels for these items.

EXAMPLE: IQF:ntcrprisc
When values are TR

entered into the
relevant fields,
the system will

Select the variables that should be taken into account when calculating the quantity for stock ordering,

Formula Description |Period Ordering - Purchases|
e|ther add or Variables Example (Enter you own test figures OR select a stock item to use its figures)

Order Level Ordering commences if the OnHand has reached this Order Level. Onhand calcUiated by selections below. -+ Order Level 0.00
subtract that Replenish Stock O Ordering will not replerish stock to the value of the Order Level

Subtract On Hand Quantity [] | Onhand wil NOT be deducted from Order Quantity. -0n Hand Qty 0.00
relevant value Order Quantity “The Order Quantity wil be calculated according to Historical Rate of Sdies. + Order Quantity 0.00
When a StOCk Sales Rate Parameters |-

Purchase Rate [ | Parameters

order re port is Maximum On Hand Level [] | Ordering wil NOT limit the orhand to the Maximum Level Masimum Level 0.00

IRTE 0 Items on Purchase Orders are not taken into account. -Purchase Orders 0,00
drawn from the Sales Orders Items on Sales Orders are_taken into accourt. +Sales Orders 0.00

Work In Progress Items on Job Cards are taken into account. WP 0.00
System th us e O Items on Laybye contracts are not taken into account. +Laybyes 0.00

L Pack Size (F applicable) [ | Items wil notbe ordered by packsize. Pack Size 0.00

g VI ng y0u the T E s 0 Items on Transfer Requests are nat taken into account. “TFIn 0,00
Order q ua ntity Transfer Requests Qutgoing D Items on Transfer Requests are not taken into account. +TF Out 0.00

Lead Tme Factor (f Appicable) [ ] Ordering Quantity will not be multiplied by the Lead Time Factor of the Reqular Supplier X Leadtime Factor 0.00
based on the Deiivery Cycle Factor (f Applicable) ] Ordlering Quantity will not be multipiisd by the Dslivery Cycle Factor of the Regular Suppiier ¥ Del, Cycle Factor 0.00
values entered _— .
here.

hZ| v\

Stock Example Item Accept
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SALES AND PURCHASE RATE ORDERING

Sales and
purchase rate
ordering may be
setup as follows.
If sales rate
ordering is used,
select the Sales
Rate Parameters.

NOTE:

Selecting

the sales
rate parameters
option allows one
to setup the
necessary option
in order for sales

-
IQ limr:':n'lw

Sebect e vanables hhal thoukd be taken o accoun! when cakodalng e quantity o stack cedmrg

Formia Descrpton Perod Ordering - Purchases|

Carinbles Cxanphe finter you own test fgures OR pelect » stock item to use i3 fgures)

Ordes Level v Orderng commences if the Ontand has reached ts Order Level, Orband calaated by selections below + Order Leved

Reglersn tock Ordecing =il not replerssh stock 45 e vakue of $he Order Leves

Subtract On Mard Quarsty Orhard sl NOT be dedicted from Order Quardity On Hand Qty

Order Quantty v The Order Quartity wil be calouiated accordng 1 Hstoncl Rate of Sules + Order Quaniity 0.00
Sues Rate V] Parameters

Purchase Rate

Maximur On Hand Level Ordering wll NOT kit e crhand to the Maxsmum Level My Lovel

Prdhase Orders Iteres on Purchase Orders are ot taken into acosurt. Purchase Orders
Sales Orders v + Soles Orders.
Work In Progress - Toaens on Job Cards are taken k) Scoo e

Lavbyes Itnrns o0 Lantiye contriacts ave eo taken ks account +Layyes
Pack Soe §f apphcabie) Pack Sare
+7F Out

Lead Time

: X Leadtme Factoe
Dedvery Cyde Facior (f Aopicable)

X Ded, Cyce Factor

rate ordering to — =
work correctly. — pos
PARAMETERS
SEASONAL ORDERING AVERAGE
Seasonal ordering is used to calculate a
Monthly Average Unit Quantity based (@ JE—
on Sales / Purchased for a specified '
season. This season is set up by
selecting a “Starting Month” (e.g.
February), “Number of Years Ago” (
e.g. 3 Years) and “For Number of ok (B
Months” (e.g. 4 Months). This season ,
specification will have to effect that the S —
iQF‘,anrprisc o
<
: system calculates a Monthly Average
S of Units for the season of February to
June over the last 3 Years.
This Average Quantity will then be
used as your Order Quantity when
B running you order report.
4
STARTING THIS The starting this month allows one to select the month in order to tell the system
MONTH on which month the seasonal ordering average must start.
NUMBER OF YEARS | Select the number of years ago option to allow the system to know from when the
AGO calculations must start.
FOR NUMBER OF Select the number of months option in order to tell the system the number of
MONTHS months the system must use in order to work out the correct seasonal ordering for
stock items.
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PREVIOUS PERIOD
AVERAGE FIXED

This option allows the user to select a fixed period for the system to analyse and
determine the average monthly sales / purchases.

FIXED PERIOD

The fixed period ranging allows one to select the dates which must be taken into

RANGING consideration for calculating the sales or purchase rate when ordering.
PREVIOUS PERIOD | This option allows the user to select a fixed number of days up to the current date
AVERAGE VARIABLE | for the system to analyse and determine the average month sales / purchases.

VARIABLE PERIOD
RANGING (DAYS
BACK)

Specifying the variable period ranging allows the system to look at completed
months in order to calculate the sales or purchase rate ordering. In other words
(e.g. 60 days) would mean that the system can look at 2 month prior to the current
date and will not take the current month into consideration.

OTHER OPTIONS

ORDERING FACTOR

This allows the user to specify a factor by which the average monthly sales /
purchases quantity is multiplied by in order to specify a measure of growth /
shrinkage on the calculated order quantity. The user would also be able to use this
option to specify weekly order quantities instead of monthly order quantities.

NETT VALUE This option will have to effect that the Calculated Average Quantity reflects the Nett

Quantity of Sales (Invoices — Credit Notes) and Purchases (Purchases — Returns).
NOTE: If this Nett Value option is enabled (ticked) then the system will
deduct credit notes form invoices and returns from purchases. If this
option is disabled (not ticked) then the system will not deduct credit notes

or returns.

USER DEFINED TABLE
NOTE: By

A adding a user
defined table
one is able to add
additional fields to the
stock maintenance.
This comes in very
handy when additional
fields are required to
store information.
adding a user

define table

one is able to add
additional fields to the
debtors maintenance.
This comes in very
handy when additional
fields are required to
store information.

NOTE: By

Structure |lndexes [ Full Text Indexiug]

.
lQ Enterprisc

The User defred feids mus
Se Pe trmary ridex

L contan the fiekd speated bekow &5 the frst field, and s field must

Privary Fiekd Name Code Prevary Feld Lergh

Debtons | Credtons S10ck | Ledper | Genensd | Services

AN

#® Lser Defred Tatde

Majer Departments

Siack Adpastert Reasors

. [When adding a user defined table, this
| information here is very important
because the first field hasto be Code
and the Size has to be set to 15.

Yersion # ]l ] Locale ]ANSI Standard _:J
Description i Index Page Size |4096 BLOB Block Size {512
Encrypted [~ Pazeword Last Autodne Walue ;[I
#t | Field Name Data Type | Size I Required | Detade I
1 [ sting 15 No No
B
=
# of Fields |1 Total Record Size !18
Alter Cancel
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NOTE: There are only a few things that needs to be entered
new user defined table. The very first thing that need to be
field under the “Field Name”.

Once the “Code” field has been added, one can then add any

and remembered when adding a
ﬁ done here is to add the “Code”

other additional fields as needed.

Once all the necessary fields have been added, we need to set the “"Code” field as the default index.

Once complete, select the “Create” option in order to create our newly user defined table.

Once completed the newly added user
defined field can be found under the
stock maintenance option. Edit any
existing stock item and the newly added

table will be available.

be given.

Structure | Indexes l Full Text Indexing I

Version # |1 0

Description 1

Encrypted [~ Password

Locale IANSI Standard _'_J
Index Page Size |4096 BLOE Block Size {512

Last Auto-nc Value |0

# |Field Name [Data Type I Size I Required I Details IA
1 Code String 15 No No

15 No No
STOCK ADJUSTMENT REASONS &
’0' The table DBStock\Stocuser was successfully altered v
—— StockDetais | StoccPricing User Defined Data | Muitple Barcodes | Item Supplers | Vreb Detals | Associated Items |
ofm
................................ [ |
OK i
Stock adjustment reasons are used when
an adjustment is made on a stock item
and a reason for the adjustment has to
7] v

STOCK ADJUSTMENT REASONS

EDIT

NUMBER The number field displays the number of the stock adjustment reason. This
number may be entered as alpha numeric characters.

DESCRIPTION The description displays the description/reason of the stock adjustment. The
stock adjustment reason description may be 30 characters in length.

DATA

STOCK The stock adjustment reason field is where the number is entered. The stock

ADJUSTMENT adjustment reason number may be entered in either alpha or numeric

REASON characters.

DESCRIPTION The description field is where the description/reason is entered for stock
adjustments. This is necessary because when an adjustment is made one
can select a reason why the adjustment was made.

SAVE EDITS The save edits button allows one to save the newly created/added stock

adjustment reasons.

CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing
an existing stock adjustment reason.

ADD The add option allows one to add any new stock adjustment reasons.

DELETE The delete option allows one to delete any of the existing stock adjustment
reasons.

SEARCH The search option allows one to search for any information on the stock
adjustment reason screen.

ACCEPT Select the accept option to accept any changes made.
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STOCK TRANSFERS

The stock transfers option allows one to

.
IQFntcrprisc

select specific options for the stock transfers

within the IQ system.

Setup Options

[W]ikiiow Distribution Center To Query Stock File

Allow Transfer Requests
[[]Enable Extra Charges

Show On Hand Column in Transfer Out

@ " 4
ALLOW The allow distribution center to query stock file option allows the branch
DISTRIBUTION where the transfer out is being processed to look at the stock file of the
CENTER TO QUERY branch where the stock is being transferred to.

STOCK FILE

ALLOW TRANSFER The allow transfer requests option allows one to process transfer request
REQUESTS meaning that stock may be requested from various branches. This option is

very handy for transfer records.

ENABLE EXTRA

The enabling of extra charges allows one to add additional extra charges for

CHARGES stock transfers. These extra charges may be setup for transfer in and

transfer out transactions.
EXTRA CHARGES ”
IO\F111;01‘}11‘isc
(X) v

DESCRIPTION The description option allows one to add a description for the relevant extra
charge.

LEDGER ACCOUNT The ledger account option allows one to select the relevant ledger account
where the extra value will be posted to in the general ledger.

PERCENTAGE The percentage option allows one to add the extra charge as a percentage
rather than a value.

AMOUNT The amount option allows one to add a set amount for the relevant extra
charge when either doing a transfer in or a transfer out.

CANCEL The cancel option will discard any changes made or incorrect selections of
extra charges for stock transfers.

ACCEPT The accept option allows one to apply newly changes or accept the existing
setup of stock transfer extra charges.

SHOW ON HAND The show on hand column in transfer out option allows one to see the on

COLUMN IN hand column of the stock item being transferred.

TRANSFER OUT

ACCEPT The accept option allows one to apply newly changes or accept the existing
setup of stock transfers.
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STOCK COLOURS
ADD The add option allows one to add additional colours to the system for stock
items. This is very especially if the company is a clothing retailer because
one is able to add the necessary colours for garments etc....
id 3
Description [reD
Selection
ESC Cancel F10 Accept
ID The id option allows one to give the newly created colour a id for
identification purposes.
DESCRIPTION The description option allows one to add the relevant colour. This means the
actual name of the colour may be added.
CANCEL The cancel option will discard any changes made or incorrect selections of
stock colours.
ACCEPT The accept option allows one to apply newly changes or accept the existing
setup of stock colours.
EDIT The edit option allows one to edit any of the existing stock colours.
DELETE The delete option allows one to delete any of the existing stock colours.
REPORT OPTIONS The report options option allows one to either design, preview or print the
stock colours information as it is displayed on the screen.
STOCK SIZES

o
IO\Entcrprisc

3 LARGE

& &% 3
Add Edit Delete Report Options
ADD The add option allows one to add additional sizes to the system for stock
items. This is very especially if the company is a clothing retailer because
one is able to add the necessary sizes for garments etc....
id 1
Description [smALL|

Selection

ESC Cancel

F10 Accept
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ID The id option allows one to give the newly created size an id for
identification purposes.
DESCRIPTION The description option allows one to add the relevant size. This means the
actual name of the size may be added.
CANCEL The cancel option will discard any changes made or incorrect selections of
stock sizes.
ACCEPT The accept option allows one to apply newly changes or accept the existing
setup of stock sizes.
EDIT The edit option allows one to edit any of the existing stock sizes.
DELETE The delete option allows one to delete any of the existing stock sizes.
REPORT OPTIONS The report options option allows one to either design, preview or print the
stock sizes information as it is displayed on the screen.
GENERAL
PRICE AND DISCOUNT CHANGES j:r‘?ifm
STOCK REPORT @ D e
The Price and Discount Changes Stock
Report will display all the Document T T
information regarding the Price change or e B W 7 i T o W 55

Discount Changes.

3

Report Options

W

gose

Hi
¢

o
7 -
"
Y

LEDGER MODULE PARAMETERS (DEFAULT TABLE SETUP)

The default table setup option allows one to setup default parameters for specific modules within the IQ

Enterprise system.

NOTE: It is always best to setup the default information first.

LEDGER DEPARTMENTS

Thls 0pt|0n Wi“ a“OW |edge|" jOurnalS iQ Maintain Ledger Departments Version 2016.0.3.1 v

entries to be posted to certain .
Leger departments dynamically (to IQ Retail
compute while program is running)
when processing journals and

cashbook entries. This means that HEER _ [oescaFTon B
while the system is busy working,
the computing and postings are
performed while the system is

running.

NOTE: If this option is

enabled, the ledger

departments must be selected or

accepted under the stock
departments.

EXAMPLE: The dynamic ledger & <
departments allows one to split up a

Ledger Departments Edit Data

Acc Durban Department HR
corP Gauteng

[ 1

sl
-4
]

Delete Seart Desig Preview Accept

general ledger account. If one had to pay salaries to certain departments (e.g. Development, Support,

Marketing etc...).
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LEDGER DEPARTMENTS

NUMBER

The number field displays a number that is utilised for identifying the ledger
departments. This number may be entered as alpha or numeric characters.

DESCRIPTION The description displays the description or hame of the specific ledger

department. This ledger department description may be 30 characters in length.
EDIT DATA

DEPARTMENT The department field is where a ledger department number is entered that will
identify the relevant ledger department. The ledger department may be entered
in either alpha or numeric characters.

DESCRIPTION The description field is where the description or the name of the particular
ledger department is entered.

SAVE EDITS The save edits button allows one to save the newly created/added ledger

departments.

CANCEL EDITS

The cancel edits option allows one to cancel any editing while busy editing an
existing ledger department.

ADD The add option allows one to add any new or additional ledger departments.

DELETE The delete option allows one to delete any of the existing or newly created
ledger departments.

SEARCH The search option allows one to search for any information on the ledger
department screen.

ACCEPT Select the accept option to accept any changes made.

REPORTING GROUPS

Ledger accounts can be linked to iQ Maintain Ledger Report Groups Version 2016.0.3.1 o
certain Minor Reporting Groups. In o
this way reports can be drawn to lQ Retail
show only those accounts that fall e
under the same group. Ledger s
accounts are therefore grouped T e e .
accordingly. This is where the o: onerine i
different Reporting Groups are = =
entered.
& & = 7 2 2
GROUPS
NUMBER The number field displays a humber that is utilised for identifying the ledger
reporting group. This number may be entered as alpha or nhumeric characters.
DESCRIPTION The description displays the description or name of the specific ledger reporting
group. This ledger reporting group description may be 30 characters in length.
EDIT DATA
GROUP The group field is where a ledger reporting group number is entered that will
identify the relevant ledger reporting group. The ledger reporting group may be
entered in either alpha or numeric characters.
DESCRIPTION The description field is where the description or the hame of the particular
ledger reporting group is entered.
SAVE EDITS The save edits button allows one to save the newly created/added ledger
reporting groups.
CANCEL EDITS The cancel edits option allows one to cancel any editing while busy editing an
existing ledger reporting group.
ADD The add option allows one to add any new or additional ledger reporting groups.
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DELETE The delete option allows one to delete any of the existing or newly created
ledger reporting groups.
SEARCH The search option allows one to search for any information on the ledger
reporting groups screen.
ACCEPT Select the accept option to accept any changes made.
BANK IMPORT
The IQ system a"ows the iQ Default Tables Setup Version 2016.0.0.0 ?

user to import the bank B
statements directly out of the iQ Retail
bank account, without T,
recapturing any information.
The user can edit the import
and allocate transactions to
specific debtors, creditors
and ledger accounts.

Debtors | Creditors | Stock | Ledger | General | Services | Processing | CRM | AP

(O Information Branches

The system has to be setup S

to enable the user to import Oepsring raups

the bank statement. From the ® Bk e Doy

IQ main menu - Utilities > T
Setup > Module Parameters s Groprs oo frannes
- Ledger Tab - Select Bank
Import Definitions and click
on the Setup button at the
bottom of the screen.

(0 Sundry Account Setup

There are a few steps to :’
follow to define the bank setp

import file.

All the Bank Imports that have already been defined will be listed in the Bank Imports Maintenance grid.

BANK IMPORTS MAINTENANCE

NAME The Name field displays the name that was given to the bank import. This name
is utilised for identifying the bank import. The name allows for 20 characters and
can be entered as alpha and / or numeric characters.

DESCRIPTION The description displays the description or name given to the specific bank
import. The bank import description can be 30 characters in length.

EDIT DATA

IMPORT NAME The import name field is where the bank import name or number is entered,
that will identify the relevant bank import. The import name can consist of either
alpha and / or humeric characters.

IMPORT DESCRIPTION | The Import description field is where the description or the name of the
particular bank import is entered. Remember to make the import description
meaningful, so that the user knows which bank import it refers to.

FORMAT The format option allows the user to specify in what format the bank import files
must be, in order for them to be imported into the system. The available
formats are TXT (text or CSV), XLS (Excel Format) or XML (XML Format).

BUTTON FUNCTIONALITY

© & = i i B v
ADD The Add option allows the user to add any new or additional bank import
definitions.
NOTE: Remember that after a new or additional bank import was
A added, the user has to define the Bank Import.
DELETE The delete option allows the user to delete any of the existing or newly created
bank import definitions.
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SEARCH The search option allows the user to search for any information on the bank
import definitions screen.

DEFINE BANK IMPORT | The Define Bank Import option allows the user to define the bank statement
import. (See below how to Define the Bank Import).

DESIGN The design option allows the user to design a Bank Import Definitions report.
PREVIEW The Preview option allows the user to Preview and/or print the Ledger Bank
Import Definitions Report as at the date.

[0 TRAIMING Ledger Bank Import Definitions as at 03/08/2016 Page 1

Name Description Format

FNB First National Bank TXT (Text or CSV Format)

STD Standard Bank TAT (Text or CSV Format)

*£% ENID OF REPORT *+*

ACCEPT The Accept option allows the user to save the Bank Import Definitions and to

exit the maintenance screen.

DEFINE BANK IMPORT

= Once the user has  [@ e T
L= selected the Define | .. .
Define Bank Import Bank Import IQ
button at the
bottom of the screen, the system must be

told where to find the Source File. ¢+ [

Step 1: The user have to export the bank
statements on a regular basis (daily) from
the bank system and save them in a
secure file. These will be the file that will
be imported in for the bank reconciliation.

Step 2: Select the button next to the
Source File in order to select the relevant
CSV file format import. = = v

Define Impart Test Import Accept

FILE FORMAT Once the CSV import file has been selected, select the Define Import button at
the bottom of the screen. This option starts the Import Wizard, which allows the
user to specify the details on how the import data should look.

Step 3: From the Import Wizard screen, Import Wizard

select the tect file option in order to Fi

N . ile Format

|mp0rt the csv file. This wizard allows you to specify details on how wou would ke to impart

data. Pleaze select the file format of the data wou would like toimport.

Step 4: Select the Next option in order
to continue. 4 T fin [ tt]

| % Spreadsheets™forkbooks

™ Ewncel file [*.xlz)
o () L
Enterprise e —
I Yo i,

- ML file [%ml]

Specifications. ..
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Import Wizard =

File Mame
Select the file that contains the data you would like to impart.

Q

Enterprise

Specifications... LE4 < Back

Impart from File:

|C:\IQHET.?-‘«IL\IQENTEF|PHISE\IMPDHTDEFS\FNB.ESV J

File Origin;
|aHS] fwindows] |

Cancel

FILE NAME

The system allows the user to select the file that contains the data that needs to
be imported.

IMPORT FROM FILE

The import from file option allows the user to select the location where the
import file was saved. Select the button at the end of the file import location in
order to select the valid import file.

FILE ORIGIN

The file origin specifies wherther the file is a windows based file or if it is Dos
based. Leave the setting on ANSI (Windows) and elect the next option at the
bottom of the screen.

TEXT SETTINGS - STEP 5:

Import Wizard =

Text Settings

Field delimiter
] v ™~ Tab
Enterpnse " Semicalon (7] Recard separatar:| LF [~
" Cammal[,] o m -
£ Space Text qualifier: =
" Mane

Specifications...

Select the appropriate delimiter used to separate the fields in the data file.

Q

fe Delimited - Characters such as comma or tab that separate each field
™ Fined "Width - Field: are aligned in columng with spaces between each fizld

" Other symboal:

<<| < Back | Cancel ‘

DELIMITED

The delimited option is applicable if commas separate the import files fields.

FIXED WIDTH

The fixed width option is only applicable if the fields in the import file are aligned
in columns with spaces between each field.

FIELD DELIMITER

The field delimiter option allows the user to specify the type of character that
separates the different fields within the import file. In this case, where the file
was saved as a .CSV file, the comma option has to be selected.

RECORD SEPERATOR

The record separator option allows the user to choose how the records for
imports are inserted. The following options are available on the drop down menu
next to the field:

CRLF = Character Line Feed

CR = Character Feed

LF = Line Feed
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A

the Import Wizard.

NOTE: IF the import file is a text or .CSV file, the option has to be
changed to LF.
Click on the Next button at the bottom of the screen to continue with

DATA FORMATS Import Wizard - o
Data Formats = Fa
Step 6: The user can now define the Define additional options for tie data file. = @E
additional options for the data import. -
Ensure that these settings are set _
correctly; otherwise the import will not 4 e L
work. Last raw: [ Shaw file header
Dates, Times and Mumbers
Enrerprise Date Order: | DMY - Decimal Symbal: |-
[ Four Digit Years Thougand Separator: |.
&L}ﬂ W Leading Zeros in Dates Curency Svmbal: [P
--_ 1 Date Delimiter; |/
ogical values; |True Falze
Tirme Delimiter: l— egicalval
Specifications... <<‘ < Back | >>| Cancel ‘
FIRST ROW The first row which is part of the import. In other words, if the import file have
headings in, the first row to read might only be row number 2 or 3. The user will
not count the headings as part of the import.
LAST ROW If the last row of the import file is a footer, the last row should not be seen as
part of the import. This field can be left open if required.
DATES, TIMES AND These settings are done to tell the system how the information on the bank
NUMBERS statement is displayed and how to read it. The system has to be told exactly

how to read the date, time and amounts and those settings can be set here.
Click on the Next button at the bottom of the screen to continue with the Import
Wizard.

FILE PREVIEW

The file has been picked up from the system and the next step is to allocate the
correct columns within the import file to the fields used in the Enterprise system.
In order to set the appropriate fields, click on the headers and select the specific
fields where the information must be imported to.

Step 7: The bank import file has now
been inserted into a table format, that can
be executed by the Enterprise system.
From here the system needs to know
which of the information in the bank
import file must be inserted into which
field within the Enterprise database. Click
the heading of the column in order to
select the appropriate field. Once
completed, select the next option.

Import Wizard =

File preview
The wizard haz made some guesses about where vour field breaks accur. If
they are not correct, wou can make adjustments now.

4 B4 Tdate «| Field: Field? Split
|Q 111052016 cl Number DuplicateState
2 2| 11-05-2016 Gl v Tdate
Ente[‘pl‘lﬁ{i 3| 12-05-2016  Drs v Account
Branch
4| 12-05-2016 Crs
& — Department
-\ 5| 14052016 | Gl
@ — Reference
: Descriptio
Amount
Deposit
Cheque
¢ Vat
Splitmemo

Debtor

Specifications... 4 < Back [

Creditor
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MAPPINGS

Step 8: On the Mappings screen the
destination and source fields are shown,
because the source fields are linked to the
appropriate database fields and the
system will know where to import the
information to.

EXAMPLE: Because the system is told
exactly where field1 belongs and because
our .CSV import file shows that fieldl is
the transaction date, this in turn will
import the date from our .CSV import file
into the Tdate (transaction date) field of
the database.

NOTE: The column that as a

“Key"” symbol ticked, is processed

in the following way: if one had
to import debtors for example and the

Mappings
Set field mappings to zpecify the corezpondence between fields in the
source and destination files.

>

Destination

Humber

Tdate

Field1
Field3
Figldd

Accaunt

Bratich

Department

Field2
Fields

Reference

Diescriptio

Arnaunt

Deposit | Field2

LR e e A i A R U e A P =

<

Cancel

account number is located in the import file, then the “Key” option would be utilized.

Data preview
Please check vour data before importing.

DATA PREVIEW

Step 9: Here the fields have been mapped
accordingly and the user can see the result.
Select the next option in order to finalize

Tdate Al::l:l:luntl Branch |ef erenl::l:sc:ript:i[]

the bank statement import setup.

1200.00 001
1225.00 001
BLADOL

DoD

1250.00

Gl
Gl

11,052
12052
12,052
14052

Enterprise

<

Adverti
Bank Ch
Black —
DDDD Di

Cleanin

[~ Load when

[ Skipif

Specifications... |

>>|

=
=
|

Cancel

SUMMARY

Step 10: The final step for the import
definition wizard, is to select the execute
option. Executing will complete the
definition of the bank statement import.

A

NOTE: The bank statement
import file is now completed.

Summary
wie've gathered all the information the wizard needs to import wour data,
Pleaze click Execute ta begin the import process.

— Import mode
& Append: add records to the destination table
" lpdate; update record in destination with matching record from source
Enterprise € Append/Update: if record exists in destination, update it. Othenvize, add
" Delete: delete records in destination that match records in source
: " Copy: delete all records in destination, repopulate friom the souce

€ Append Mews add records only if they are nat in destination table

Hest = | r | Execute |

Specifications. .. |
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TEST IMPORT

iQ Define Data Import ?
Step 11: The Test Import option can be
selected in order to test the current iQRetail
imported information. If no errors occur, <ammm
then the import file is working correctly -
and the import was successful. If there s
are error messages that occur, the import T P e e e e
is unsuccessful and has to be fixed. i
0 2 iaormi asoona «
iQ Maintain Bank Import Definitions Version 2016.0.2.1 ?
iQRetail
EETm 5
he” ’
Fomat () .None (o Import definition) = = =
(O XML (XML Format)y ACCE PT
Step 12: When the user is done with the
setup or definition of the bank import, the
. Accept option can be selected to complete
and save the bank statement import.
© © = % ) v
PETTY CASH ACCOUNT SETUP
iQ Select available accounts for petty cash Version 2016.03.1 ?

Petty cash account setup allows one

H °
to select specific accounts for petty IQ Retail
cash use. This means that the T,
SpeCIfIC accou nts selected h ere Drag from Available Ledger Accounts and drop on Petty Cash Accounts
Id b h I h Avaisble Ledger Accounts Petty Cash Accounts
Wou e t e On y account t at may [ACCOUNT DESCRIPTION " DESCRIPTION [ALTERMATIVE_DESCRIPTION ~
H P 1000.000.000.00 Cost of Sales - Head Offic | Advertising
be used when petty cash is used e
H H | 1200.000.000.00 Advertising 1290.000.000.00 |Entertainment
Wlth I n the System . |_{1205.000.000.00 Accounting fees 1300.000.000.00  Electricity & Water
| 1225.000.000.00 Bank Charges. 1350.000.000.00 |General | Expenses
| 1230,000,000.00 Bad Debts 1450.000.000.00 Licences
- - - | 1250.000.000.00 Cleaning Expenses. 1550.000.000.00 Printing & Stationery
NOTE H Th IS Optlon IS ve ry | 1254.000.000.00 Collection Fees 1601.000.000.00 Wages
. . o 1260.000.000.00 Consumable Stores
h d b I I | 1275.000,000.00 Directors Remuneration
an y ecause It WI Stop |_{1285.000.000.00 Donations
1286.000.000.00 Dt i
the use of any account for [omomone — ncemen
- | 1300.000.000.00 Electricty & Water
petty cash transactions. Only the Josmomn  rtass
. . | 1350.000.000.00 General Expenses
f d b d | 1400.000.000.00 Interest Paid - Bank
SpeCI Ie accou nts may e use . | _{1405.000.000.00 Interest Paid - Other
| 1410.000.000.00 Insurance
_ 1450,000,000.00 Licences
| 1455.000.000.00 Legal Fees
| 1460.000.000.00 Levies Paid b
@ e
Delete. Accept

AVAILABLE LEDGER ACCOUNTS

ACCOUNT Select the appropriate petty cash account from the available general ledger
accounts. In order to add an account to the petty cash accounts, drag and drop
the specific account.

DESCRIPTION The description field displays the description of the ledger accounts that are
listed in the general ledger.

PETTY CASH ACCOUNTS

ACCOUNT The appropriate petty cash account from the available general ledger accounts
has been selected and displays the relevant ledger account nhumber.
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DESCRIPTION The description field displays the description of the ledger account that has been
selected from the list of available ledger accounts for petty cash use.
DELETE The delete option allows one to delete any of the existing petty cash accounts.
ACCEPT Select the accept option to accept any changes made.
GENERAL

FOREIGN CURRENCY

Debtors and Creditors
accounts and
transactions can be
processed in a foreign
currency depending on
the exchange rate as
entered here and
linked to the
debtors/creditors

account.
A an account is

created with
a specified Currency
and a transaction is
processed, the
currency cannot be
changed. Each
account stores its
transactional
information in its OWN
currency.

CURRENCY RATES

NOTE: Once

iQ Currency Setup Version 2016.0.3.1 ?
Va
l(:’ Retail
[ chchvnse
Currency Fiates
Foreign Currency Enabled IN P.0.5. O
Foreign Currency Enabled in Invoicing/Goods Receiving
Currency [sin  [Deseiption [Date Last Changed Conversion Rate A
_|poL $ US Dollar 07/11/2016 10,5600
_|EUR Euro 28/01/2015 11,8000
NAD NS Mam Dollar 22{12f2011 1.0000
[z Rand /122011 10000
v
Search Accept

FOREIGN CURRENCY
ENABLED IN P.O.S

The foreign currency enabled in POS allows one to use foreign currency in Point
of Sale. This option must be enabled otherwise foreign currency will not be
available in Point of Sales.

FOREIGN CURRENCY

The foreign currency enabled in Invoicing and Goods receiving allows one to use

ENABLED IN foreign currency in the respective modules. This option must be enabled

INVOICING/GOODS otherwise foreign currency will not be available in Invoicing or Goods Receiving.

RECEIVING

CURRENCY The currency option allows one to specify the relevant currency like GBP (Great
British Pounds), USD (United States Dollars) etc.

SIGN The sign field allows one to enter the sign of the specific currency. This means
that one is able to enter the following signs or currency symbols (£ - Great
British Pounds, $ - US dollars).

DESCRIPTION The description allows one to specify in words the specific currencies description

or name. E.g. USD — United States Dollars.

DATE LAST CHANGED

The date last changed field will automatically be populated with the date of
when the specific currency was last changed.

CONVERSION RATE

The conversion rate allows one to specify the currencies conversion rate. This
means that the current rate of exchange of the specific currency is entered here
so that the system can make the calculations accordingly.
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FOREIGN CURRENCY ACCOUNTS

Debtors and Creditors / Suppliers accounts and transactions can be processed in a foreign currency depending
on the exchange rate as entered here and linked to the debtors/creditors account.

NOTE: Once an account is created with a specified Currency and a transaction is processed, the
currency cannot be changed. Each account stores its transactional information in its OWN currency.

CUSTOMERS VARIANCE REPORT
Select Ledger - Foreign Currency Accounts - Foreign Currency Customers Variance Report.

NOTE: This is a method of forecasting/speculating the differences in the transaction amounts due

to currency exchange rates. A report can be printed to show the differences and any posting done

by way of the Re-Value (see below) option will be posted to the Ledger account that is set up as
the Un-Realized
Financial Gain and
Loss Account as set in s Wmmm. N ) e A
Utilities »> ComDanV IQ Retail s:;t;a: 031172016 i T 11,3000
Details - _Integration e &
Accounts (unless 5
changed in Setup — 5

see b e I OW) [AFcoo1 21/09/2011 INV57 DOL 14,390.50 8.47 10,56/

. FCO01 21/12/2011 Interest Charged: Dec 2011 DOL .00 8.47 1056
FC001 22/12{2011 INVE4 DOL 150.00 8.47 10.56
FC001 22/12/2011 INVES DOL 297.652 5.47 10.56
FCO01 28/05/2012 121 DOL 2.27 8.23 1056
FCO01 27/06/2012 133 DOL 54,27 8.36 10.56
FCO01 28/06/2012 Interest Charged: Jun 2012 DOL 23.58 5.4 10.56
FC001 18/07/2012 Interest Charged: Jul 2012 DOL 23.60 5.4 10.56
FCO01 25/02/2013 Interest Charged: Feb 2013 DOL 59.27) 8.45 10.56
FC001 15/10/2014 Interest Charged: Oct 2014 DOL 60.45 8.45 10.56
FCO01 17/09/2015 Interest Charged: Sep 2015 DOL 24,65 10.56 10.56
FC001 21/10/2015 N384 DOL 2,088.11 10.56 10.56
FCoo1 03/12/2015 N385 DOL 1,163.69 10.56 1056

iQ Foreign Currency Customers Report Version 2016.0.3.1 ?

Parameters Double Click currency to process

Double click on the
relevant currency to
process the
transactions in that
currency. This will
show all transactions
that were not
allocated. In other
words, invoices and
payments will be
shown here until they v
are fully allocated. T e = = ) = @

Select Visible Fields Export Search Report Options Setup Rates Re-Value

Click on the drop-
down arrow next to the Spot Rate and select *Change’ to change the spot rate.

BUTTON FUNCTIONALITY

SELECT VISIBLE The Select Visible option allows the user to select which fields he would like to

FIELDS see on the Foreign Currency Customer grid.

EXPORT The Foreign Currency Customer list can be exported in .CSV (comma delimited),
JIXT, .HTXL, . XML and .XLS (Excel) format.

SEARCH The search option allows the user to search for specific information on the

Foreign Currency Customer grid.

REPORT OPTION
PREVIEW The Preview option allows the user to preview a list of Foreign Currency
Customer. This list can be printed, saved, converted to a .PDF format and it can
be emailed.
DESIGN The design option allows the user to design the existing report layout
PRINT The print option allows the user to print the report.
BUTTON FUNCTIONALITY CONTINUED
SETUP Select Setup to set the Ledger account that the Foreign Exchange Gain/Loss will
post to. This will normally be the Un-Realized Gain/Loss account.
RATE Select Rates to go to Foreign Currency Setup. Here the foreign currency
exchange rates can be set. This is the same as Utilities > Foreign Currency
Setup.
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RE-VALUE Select Re-Value to re-value the transactions per the new Spot Rate. This will
then post the differences to the Un-Realized Gain/Loss ledger account.

SUPPLIER VARIANCE REPORT

Ledger > Foreign Currency Accounts - Suppliers Variance Report

SeleCt Ledger 9 iQ Foreign Currency Suppliers Report Version 2016.0.3.1 ?
F . C Parameters Double Click currency to process
Ol’elg n currency B Spot Rate in DOL 1056000+ Cunency] Deseription Rate |~
: @ 5 Mool Us Dallar 10,5600
A n - Foreign . StartDate  01/03/2011 2] Ld
ccounts ore g I Reta II EndDate  03A1/E = | [Fr  Eure 11,8000

Currency Suppliers
Variance Report.

wamm @

: This i Account [Date Feference Oidertumber [Cur... [Amaunt CurrencyRale NewRate A
NOTE. T Is Is FCs001 21f12f2011 65 DOL 4,095.88 8.4 10.56
FCS001 06/01/2012 DFASF DOL 1,403.00 8.4 10.56
a method of

FCS001 30/10/2014 GR1100 DOL 950.27 10.56 10.56
FCso01 27/01/2015 GRV108 DOL 2,317.05 10.56 10.56

LLL I~

forecasting/speculating
the differences in the
transaction amounts
due to currency
exchange rates. A
report can be printed
to show the
differences and any
posting done by way
of the Re-Value (see

below) option will be z
posted to the Ledger T - = = €A @ ¥
account that is set Llp Select Visible Fields Export Search Report Options Setup Rates Re-Value

as the Un-Realized
Financial Gain and Loss Account as set in Utilities > Company Details - Integration Accounts (unless
changed in Setup — see below).

Double click on the relevant currency to process the transactions in that currency. This will show all
transactions that were not allocated. In other words, invoices and payments will be shown here until they
are fully allocated.

Click on the drop-down arrow next to the Spot Rate and select *Change’ to change the spot rate.

BUTTON FUNCTIONALITY

SELECT VISIBLE The Select Visible option allows the user to select which fields he would like to

FIELDS see on the Foreign Currency Customer grid.

EXPORT The Foreign Currency Customer list can be exported in .CSV (comma delimited),
TIXT, .HTXL, XML and .XLS (Excel) format.

SEARCH The search option allows the user to search for specific information on the

Foreign Currency Customer grid.

REPORT OPTION
PREVIEW The Preview option allows the user to preview a list of Foreign Currency
Customer. This list can be printed, saved, converted to a .PDF format and it can
be emailed.
DESIGN The design option allows the user to design the existing report layout
PRINT The print option allows the user to print the report.
BUTTON FUNCTIONALITY CONTINUED
SETUP Select Setup to set the Ledger account that the Foreign Exchange Gain/Loss will
post to. This will normally be the Un-Realized Gain/Loss account.
RATE Select Rates to go to Foreign Currency Setup. Here the foreign currency
exchange rates can be set. This is the same as Utilities > Foreign Currency
Setup.
RE-VALUE Select Re-Value to re-value the transactions per the new Spot Rate. This will

then post the differences to the Un-Realized Gain/Loss ledger account.
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USER DEFINED TABLES
The user deﬁned iQ Default Tables Setup Version 2016.0.3.1 ?
tables for Invoicing, )
GRV’s, Sales Orders, i@ Retail
Pu rChase Orders ’ I ENreaphise g:?:zrﬂizﬁgemddzﬂds must contain the field specified below as the first field, and this field must
Quotes and Job Cards Prmary I Name | [posment Primary Pkl gy | 15
are all setup exactly
Debtors | Creditors | Gtack | Ledger| General | Services | Pracessing
the same.
NOTE: By O Foreign Curency
A adding a user (e T eeons
defined table g
one is able to add Ot i o ot el
additional fields to the i
Invoicing, GRV’s, Sales O sseseesmaties
Orders, Purchase Ormasmrtaatn
Orders, Quotes and p——y
Job Cards. This comes O Conpny Detas serDefnes Tao
in very handy when e
iQ Alter Table - CompanyUser (DBStock\CompanyUser) Version 2016.0.3.1 ?
Structue | Indexes | Eul TeatIndesing|
Vesin#t [T [0 Locale [ANSI Standard | g
Description | Index Page Size [4036  BLOB Block Skze[512
Ercupled [ Password [ Lethuoieveied additional fields are required to store
#[Field Name Data Type | Sz | Requied | Details - information.
2 Eworia S T e . Once the “Document” field has been
_ added, one can then add any other
j additional fields as needed. Once all the
necessary fields have been added, check
v that the “Document” field is the default
#otFieds [ TotelRecordSza a8 index. Select the Indexes tab at the top of
e the screen.

Under the “Indexed Fields” heading,
select the three dotted button. From this
next screen select the “"Document” field
and move it from the left hand side to
the right hand side.

Once complete select the “OK" option.

Once the Primary Index field has been
selected, select the drop down under
the field heading “Primary” and set the
value to “Yes”. Once complete, select
the “Create” option in order to create
our newly user defined table.

Stucture  Indexes ] Full Text Indexing I

Index Name

[ Primary [ Case-Ins [ Unique [Compression Indexed Fields Descending Fields

Yes No Yes | None

# of Indexes |1

Once completed the newly added user defined field can be found under the stock invoicing module option.
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Q IQE : 1Q Retail - Training Example Company - [Invoicing Version 2016.03.1] -8

Processing  Debtors  Creditors  Stock  Ledger  Utiliies  Support  PointofSale  Windows  Help  Shortcuts

Account Detais Invoice Detais Addtonal Detals Stock Item Detal Totals
AccountNo  ABCOD InvoiceDate  07/11/2016 1| store Department o || 1tem code 8001 OuEmLEIE
@ves O
Neme and Address Detais Descipton | CementPVC 50kg = 2
Not Applicable
ABC store (Pty) Ltd = S =ruae e I 5 CashSake
78 Main Road Oes ®No
Eer— Dlvery Method PackDescription |EA
p——— Department 002
.4 GroupCade 0008 Internal Order No
Rephumber 5 v
SakesOrders |15
Tel (021456 1234 Purchase Orders | 140 Goods Total 2000.00
Email lsad Giretai.co.za == Deiveries 12 Discount Amnt. 0.00
Inveice Disc % 0.00]] | Defueryote o CurrentStock | 385 Vat Amount 24561
Reguiar Supplier | ABCOD Total Quantity oo
= = [ e E
CEvooi] | Cement PYC 50kg s p1 200.0000: 0,000 0.0 2,000.0000
v
Deiivery 0.00 Bl
Total 2000.00
A= AR (e (e i
| o)) s C C
L / L G O] LY Ly =
Import F7longDesc.  F8ltemDetais | |Amendments User Defined Data Actons Flash FoProcess aDisplay| | F10 Frocess &Print

EMAIL SERVERS

The email server option is used to configure the current company’s (e.g. 001) global email settings. These
setting influence all emails, excluding recurring charges.

EMAIL CLIENT / Choosing the indirect method to send emails in the traditional manner through
INDIRECT and email client. In other words IQ will send the emails to your default email
programs out box. Please indicate if you use Windows live to send email.

EMAIL SERVER / DIRECT | Choosing the direct method to send emails through your email client. In other
words IQ will send the emails using your smtp server details.

iQ Email Setup Version 2016.02.1 7

This screen is used for configuring the

@ o, curent company, IQR's gobal emai
settings. These settings influences all
e a Il emsi, excluding recuring charges, Chosse

email cient for sending emais in the

raditional manner through an email dient,

or select an smtp server to send directly.

Email Mode Email Client

®) Email Client / Indirect: (®) Normal - Default (works for most email dients)

~ = Alternative - Works better for Windows Live Mail
) Email Server / Direct ) fonly use if normal does nat werk for your email
dient)

A %) v

SMTP Servers Cancel Accept
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EMAIL SERVERS

NUMBER The number field here auto increments every time a new email server is added.
This means that when a new email server is added the number will auto
increment to 2 and then 3 etc....

ACCOUNT The account field specifies the email server account name. This account name
may be given any name however to keep it simple and to identify which account
it is give the account an appropriate name.

SMTP SERVER The SMTP (Simple Mail Transfer Protocol) server is the mail server that will be
used to send the relevant email.
PORT The port field indicates the port number that will be used for the mail server to

communicate through when sending email. By default with most email clients
the default port number is 25.

POP3 SERVER The POP3 Server field displays the name of the mail server for receiving emails.
This option is not currently enabled for use within the IQ System.
PORT The port field indicates the port number that will be used for the mail server to

communicate through when receiving email. By default with most email clients
the default port number is 110.

RETURN EMAIL The return email is the email address that will be used when a reply is
generated from the email that was sent.

iQ Email Servers Version 2016.0.2.1 ?
Available Filters
Clear Filter

o
.
I Reta I l 1Q Enterprise 5 Incoming / Outgoing Email Server Setup

i
Filter Add Edit Delete Close

EMAIL SERVER SELECTION OPTIONS

4 (F) e s (%)

FILTER The filter option enables one to filter out specific or certain information based on
the information shown on the Email Servers screen.

ADD The add option allows one to add any new or additional email server
configurations.

EDIT The edit option allows one to edit any of the existing email server
configurations.

DELETE The delete option allows one to delete any of the existing email server
configurations.

CLOSE The close option allows one to close the current email server configurations
screen.

IQ RETAIL (PTY) LTD © 2017 Page 67 of 83



IQ RETAIL — BP Module Parameters & User Settings — MODULE 1.2 (V2017.01)

SERVER TYPE

iQ

E-mail Configuration Version 2016.0.2.1 ?

IQRetail

v

Accept

[\ rcnense
Server Type SMTP | ]
Account Name my@email.co.za
Host (SMTF) my.smtp.co.za
Username my username
Port (Default: 25) 25
Return E-mail my@email.co.za
Password
Encryption Mone b4

Hy

Test

ACCOUNT NAME

The account name field is where the name of the email account is specified.

HOST (SMTP) The HOST SMTP (Simple Mail Transfer Protocol) field is where the outgoing mail
server address is entered. This is for sending email

USERNAME The username field is where the username is entered for the specific email
account. This username is used for logging onto the mail server.

PORT (DEFAULT 25) The port field indicates the port number that will be used for the mail server to

communicate through when sending email. By default with most email clients
the default port number is 25.

RETURN EMAIL

The return email is the email address that will be used when a reply is
generated from the email that was sent.

PASSWORD

The password field is where the password must be entered for logging onto the
mail server. This password is used for authentication purposes.

EMAIL RETRIES

The email retries option can be set to a specific number in order to tell the
system how many times it should retry sending the email if there are problems
trying to send the email.

RETRY DELAY (MINUTES)

The retry delay minutes option can be set to a specific amount of minutes which
means the system can retry sending the email every couple of minutes if the
email cannot be sent due to any sort of errors.

ACCEPT

The accept option allows one to accept the necessary changes made.

TEST

The test option allows one to test the current email server setup to see if it is
setup correctly.
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DOCUMENT VALIDATION

Default Tables Setup Version 2016.0.2.1

Document Validation was [i@

Create as a security
module to help prevent
fraudulent documents.
Option that will also help
with fraud is pre-printed
paper, CCTV Cameras
and utilising the Delivery
and collection module to
help control stock in the
yard.

The document Validation
module will allow a
person to scan the
relevant document (e.g.
Invoice or Cash sale).
The scanned document
can then be compared
with the printed
document where stock
items and quantities can
be compared. Another

iQRetail

Debtors | Creditors | Stock | Ledger | General | Services | Processing

() Foreign Currency
(O Terminals { Till Mapping

() Invoice User Defined Table

(D) GRY User Defined Table

(0 sales Order User Defined Table

(0) Purchase Order User Defined Table
() Jobeard User Defined Table

(0 Quote User Defined Table

(O sales Representatives

(7) Emall Setup

@ ent Vaidation;

(O Price and Discount Reasons

(O Claim and Return Reasons

() Company Details User Defined Table
(C)FTP Setup

v

Setup

reason for the Document Validation option can be to check if the person has already picked up the stock from

the yard.

Step 1: Select Utilities
- Tool = Document
Validation - Validate
Document

Each relevant documents must iQ
have a barcode on the document

displaying the document
number.

Step 2: Scan the document
barcode into the Document

area.

iQ 1Q Enterprise: IQ Retail - Training Example Company - a
Processin: g  Deblors  Creditors  Stock  Ledger | Utiities | Support  PointofSole  Windows  Help  Shortcuts
AN - =
g ITOR = |~ £l £
Select  Change  Lock  Show Logged Mastev File Setup Tao\s Ba:kup Report User
Company  User  Terminal OnTerminals  Changes - | Data Management Reports

Utilite: _ Legac; ent Import

14 Export Scale ttems

o Date Triggers
Bulk Export / Save
=] B
. Detobase ilties
& Posting Audit
Ly System Imports Module
¥ Document Validation » | ¥ Validate Document

£} Validation Setup

:'J Email Log

1Q Document Validation Version 2016.0.2.1

Repart -F8

(®) Validated Document.

_) Scanned Documents

iQRetail -

(O unscanned Documents
() summary
1Q Document Validation

Scan your 10 Document Barcode into the box below in order to validate the document.
‘Validations are allowed once and will thereafier be reported as an error.

Document:

Document Validation Status will be

displayed here. Please scan a
document.

Document:
Document Type:
Scanned Times:

Last Scanned By:

(%) & =

Close Design Print Preview

d
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Step 3: Once the barcode has been scanned the e.g. Invoice will display, green will indicate the document

is valid, the stock items and
ay e Extra harges: Number of Rems Sublotal (Exchusive) 98684 S
quantities can now be compared B— ik p ety
with the printed counterpart. . = o et
o Cenenymeis] fx8e AT
i [ T— Tax hvoice
|l]l||llllll Code Deserpton Gty Total
WOoxo01 Monfor LED2 1 375000
Serak DF
Each document must have a barcode ot AT
that on the documents that Cashier UsA
Q 1Q Document Validation Version 2016.0.2.1 7 Eber

Report -F8

_ ww'w gretal co 28
(®) Validated Document ot nows

iQ Retail oseromnes

(O unscanned Documents

If the document e.g. Invoice has
1 Document Validation aI_reng been scanned a red block
Scan your IQ Document Barcode into the box below in order to validate the document. WI" |nd|Cate the prObIem.

‘Validations are allowed once and will thereafter be reported as an error.

() Summary

Document:

Valid Document

Document: INV106
Document Type: Invoices
Scanned Times: 3

Last Scanned By: 1

A 9

Close Design Print Preview

© 7

I

VALIDATE SETUP

INTRODUCTION The Validate Setup screen will display all the scanned document with the
document number, Document Type, User, Terminal, Scan Date and Last error.

iQ 1Q Document Validation - Maintenance Version 2016.0.2.1 ?
Available Filters
Clear Filter
iQ
I\J'Retail
N s
Document Validation Scan Log
Document Document Type  |User Terminal Scan Date Last Emror ~
[Qrev1 Invoices 1 100|18/05/2012 13:59:{Valid Document
[ Invoices 1 100 18,06/2012 13:59: Document previously scanned. See details below.
_|INve Invoices 1 100 25/06,/2012 12:29: Valid Document
_|INve Invoices 1 100 25062012 12:30: Document previously scanned. See details below.
_|INve Invoices 1 1|16/07/2012 16:23: Document previously scanned. See details below.
_|INV25 Invoices 1 1 19/07/2012 16:19:: Valid Document
_|INV25 Invoices 1 1/19/07/2012 16:19: Document previously scanned. See details below.
_|INV23 Invoices 1 1/20/07/2012 09:32: Valid Document
_|INV23 Invoices 1 1/20/072012 09:32:: Document previously scanned. See details below.
_|INV56 Invoices 1 1/27/07/2012 13:00: Valid Document
_|INv214 Invoices 1 1/30/072012 14:29:|Valid Document
_|INv214 Invoices 1 1/30/07/2012 14:30: Document previously scanned. See details below.
_|INv215 Invoices 1 5 17/08/2012 12:54: Valid Document
_|INV121 Invoices 1 1/28/08/2012 13:13: Valid Document
| [nvi21 Invoices 1 1/28/08/2012 13:13:: Document previously scanned. See details below.
v

< >

{ = i C ©

. = &
Filter Search Select Visible Fields Settings Close
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Filter

Search Select Visible Fields Settings Close

FILTER Use the filter option to filter for selected documents.
HINT: The filter option can be used to filter only for selected document type,
User, Terminal, Scan Date or Last Error.

SEARCH The search option allows one to search for additional information that cannot be

seen or found on the screen.

SELECT VISIBLE FIELDS

In order to change the list of visible fields on the screen, select the Select Visible
Fields option.
NOTE: In order to change the views of the screen select a field by
A enabling the tick box. Select the necessary fields that one needs to be
displayed. Once complete select the “Accept” option.

SET TIME DELAY

In order to set the time delay for the scanned documents enter the time in
minutes. Once the time has expired the red error message will specify document
expired.

Time Delay (Minutes) ;45| |
Selection
ESC Cancel F10 Accept
iQ 1Q Document Validation Version 2016.0.2.2 E
Report -F8
(®) Validated Document
@
. -
i Ret ail I (5canned Documents
WEIEZIA O unscanned Documents
() summary
1Q Document Validation
Scan your IQ Document Barcode into the box below in order to validate the document.
Validations are allowed once and will thereafter be reported as an error.
Document: ||
Document Expired
Document: Not Available
Document Type: NotAvailable
Scanned Times: NotAvailable
Last Scanned By: NotAvailable
(X i = 3
Close Design Print Preview
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COMPANY DETAILS USER DEFINED TABL

The user defined data option
allows one to enter any
additional information on the
company details screen. This
will only be possible if a user
defined table has been created.
This can be setup under the
Utilities, Setup, Module
Parameters General Tab,
Company Details User Defined
Tables.

ES

Default Tables Setup Version 2016.0.2.1

iQRetail

Debtors | Creditors | Stock | Ledger| Geneal | Services | Processing

O Fareign Currency

() Terminals / Til Mapping

() Invoice User Defined Table

() GRV User Defined Table

O sales Order User Defined Table

() Purchase Order User Defined Table
() Jobcard User Defined Table

() Quote User Defined Table

() Sales Representatives

() Email Setup

() Document Validation

() Price and Discount Reasons

(0 Claim and Return Reasons

® Eompany Defals User Defined Table!
(FTP Setup

Setup

iQ Alter Table - CompanyUser (DBStock\CompanyUser) Version 2016.0.2.1

T

Structure l Indemes ] Full Text Indexing 1

Wersion # |1 il

Description ‘

Encrppted [~ Passward

Index Page Size (4096

Last Autone Yalue |0

Locale |ANS\ Standard j

BLOE Block Size 512

#  |Field Hame Data Type

| Size |F|equired| Details

Company Details - Extra Field

Sting

# of Fields |1

Total Record Size (40

o No No

l:l e

The user defined tables can be viewed under
the Utilities, Setup, Company Details, Company
Details Tab.

iQ

Company Details Version 2016.0.2.2

Company Detalls

Company Name
Address Line 1

Address Line 2 Techno Park
Address Line 3 Stelenbosch
Address Line 4 7600
Postal Code
Province Western Cape
Telephone 1 021 8300420
Telephone 2
Fax Number 0218500488
E-Mail Address
Tax Number 4511111111
Company Registration Number | 2222222222
Bank Name ZZZ BANK
Bank Branch Code 3333333
Bank Account Number 4444444
Bank Account Type Cheque

Character Set GREEK_CHARSET

1Q Retal - Training Example Company
1stFloor, 25 Quantum Road

Company Detals | Company Logo | Control Numbers | Default Settings (1) | Default Settings (2)| Enterprise Setiings | Closing Dates | Integration Accounts | Tax Rates | EMail | Extra Charges |

User Defined Data

Language English (Default)
Customs Code
Store ID 001
Store Contact Name Peter
Stare Region o1
Store Category %
Store Size | sqm | 1000sqm|

Extra Field

L 4

Accept
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SMS MARKETING

Selecting the setup option allows one to configure and setup the sms marketing option.

iQ Default Tables Setup Version 2016.0.2.1 ?
eQ
I\ Retail
I
Debtors | Creditors | Stock | Ledger | General  Services | Processing
(®)5M5 Marketing
() Wieb Services
() BilCost Import Setup
() Socket Services
() Fusion Import Setup
Setup

SMS MARKETING SETUP DETAILS

iQ SMS Marketing Setup Version 2016.0.2.1 E
@
IC’ Retail
Mobile Marketing Setup Details
1P Address upload.igsms.co.za
Portal Username iqsupporﬂ
Portal Password =~ | FEEEEEEEE
Return Email liko @igretail.co.za
Enable Proxy []Tick For Yes
Host (Proxy)
Username
Password
Port (Default 3128) 3128
Enable SMS's Functionality Select Processing Modules
X 4l J v
Cancel Test SMS Templates Accept

IP ADDRESS The IP address field displays the server nhame or IP address of the SMS
marketing server or host name. The default IP address or server name is
WWW.igsms.co.za.

PORTAL USER NAME The portal user name field is where the user name must be entered for the

authentication against the host server of the SMS marketing.

PORTAL PASSWORD

The portal password field is where the password must be entered for the
authentication against the host server of the SMS marketing.

RETURN EMAIL

The return email is the email address that will be used when a reply is
generated from the SMS that was sent.
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ENABLE PROXY The enable proxy option allows one to configure a proxy server if there is one
located on the network.

HOST (PROXY) The host proxy is where the proxy server’s details are entered. This means that
the specific proxy server’s IP address or name must be entered.

USER NAME The user name field is where the user name must be entered for the
authentication against the proxy server.

PASSWORD The password field is where the password must be entered for the
authentication against the proxy server.

PORT (DEFAULT 3128) The port field indicates the port number that will be used for the proxy server to
communicate when trying to access the internet. By default with most proxy
servers the default port number is 3128.

ENABLE SMS'S Choose which module must have the sms option available. Choose from:

FUNCTIONALITY Purchase Orders, Sales Orders, Quotes, Job Cards, Debtors Credit Control,
Debtors Receipts, Creditors Payments, Debtors Enquiries, Creditors Enquires.

CANCEL The cancel option allows one to discard any of the changes or configurations
made.

TEST The test option allows one to test the current SMS marketing setup to see if it is
configured correctly.

ACCEPT The accept option allows one to accept the necessary changes made.

ENABLE SMS’S FUNCTIONALITY

Choose which module must have the sms option available. Choose from: Purchase Orders, Sales Orders,
Quotes, Job Cards, Debtors Credit Control, Debtors Receipts, Creditors Payments, Debtors Enquiries,

Creditors Enquires.

iQ

Sales Orders

Quotes
Job Cards

)
H

Select Processing Module Version 2016.0.2.1

Debtors Credit Control
Debtors Receipts
Creditor Payments

Debtor Enquiries

[ & & & &R E

Creditor Enquiries

Selection

ESC Cancel F10 Accept
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LESSON 2

GROUP & USER SECURITY

LESSON 1 — GROUP 7 USER SECURITY

GROUP SECURITY AND ACCESS LEVELS
WHAT IS GROUP SECURITY AND ACCESS LEVELS?

Step 1: Group security and Q
access levels are security .
measures that can be put |Q Retail
into place for security WEETm
purposes. By setting up the
group security access levels
correctly, this can be very

Security Options - Group Setup Version 2016.0.2.1

useful when certain users
are assigned to specific ]
groups. This means that the ﬂmu
group the user belongs to

can have preset access
already defined when
logging into specific
companies. It is essential
that the group security
access levels are set
correctly. = = = =
© e “© =

Add Group Edit Group Delete Group | | Group Menu & Security Setup

=

Repor

ts

&

Export

£

Impor

NOTE: In order to

setup the group security access levels, select the Utilities menu option - Menu Access & Security

(supervisor options) > User & Group maintenance.

ADD GROUP The add group option allows one to add any additional groups to the system.
These groups are linked with a profile number which in turn allows one to easily
setup security once these groups have been created.

any details pertaining to that group.

EDIT GROUP The edit group option allows one to edit any of the existing groups and modify

accordingly.

DELETE GROUP The delete group option allows one to delete any of the existing groups from the
system. Ensure that once the group is deleted that the user’s security is set

GROUP MENU & SECURITY SETUP

The group menu and security setup allows one to define access to certain groups that have been created.
This can be access to certain functions within a specific module (i.e. Debtors, Creditors, Stock or Ledger) or

certain menu options within the system.
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ADDING A GROUP

Step 2: Select the add group option to iQ Edit Profile Version 2016.02.1 ?

add any additional groups.

NOTE: Once the group has Selection
been created, select the ESC Cancel F10 Accept
accept button to save the

Profile Description Creditor Controller

changes. These groups are linked with a
profile number which makes setting up the security much simpler.

GROUP MENU AND SECURITY SETUP
WHAT IS MENU AND ACCESS SETTINGS SETUP?

Step 3: Menu access settings are security [©
measures that can be setup for specific . .
groups. By setting up the different groups IQIf\(et_all

will make setting the access per user a lot
easier. It is essential that the group menu
and security levels are set correctly.

NOTE: In order to setup the

group menu and security, select

the Utilities Menu Option >
Menu Access & Security (Supervisor
Options) > User & Group Maintenance

then select the group tab.

GROUP — MENU SETUP

Security Options - Group Setup Version 2016.02.1 7

........

- ~ P
@ L5 &«
id te

Add Group Edit Group Delete Group | Group M

Import | | Export

PROFILE NUMBER

The profile number displays the current or specific profile number that currently
exists on the system. To setup additional groups, select the add group option.

PROFILE DESCRIPTION

The profile description displays the description of the current profiles that exist
in the system. It is important to keep the descriptions simple so that one is not
confused by the different types of descriptions when setting up the
groups/profiles.

MENU SETUP

The menu setup option allows one to specify per group which menu options that
group has access to. In the example above, the current group only has access to
Point Of Sale, Cash Sale, Account Sale, Resume Suspended Sale and Reprint
Last.
NOTE: By selecting the specific options, the group has access, place a
tick in the relevant boxes. This will then tell the system which menu
options the group has access to.

ACCESS SETTINGS SETUP

The access settings setup option allows one to specify per group what type of
access the specific group has within the Point Of Sale Menu Option. In the
example above, the current group only has access to the Sales, Cash Refund,
Account Refund and Reprint Last in Point Of Sales.
NOTE: By selecting the specific options, the group has access, place a
A tick in the relevant boxes. This will then tell the system which options
within the specific module the group has access to.
NOTE: By setting up different groups, make security setup a lot easier
ﬁ per user. Once the group has been configured to only access certain
options within the system, all that needs to be done is link the user to
the correct group.
NOTE: The access levels may either be selected by ticking the relevant
box next to the option or the menu above may also be used to select
the different types of access.
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2 it &

Select Al Unselect Al Expand Al Collapse Al Reload Profile Save Profie

SELECT ALL The select all option allows one to select all the menu and access settings. This
means that all the options will be enabled and ticked.

UNSELECT ALL The unselect all option allows one to unselect all the menu and access setting
options. This means that all the options will be disabled and the tick is removed.
COLLAPSE ALL The collapse all option allows one to collapse all the functions listed under the
menu setup and access settings setup.

CLEAR SELECTION The clear selection option will clear all the selections that have been made
within the menu setup and access settings setup screens.

RELOAD PROFILE The reload profile option allows one to reload a specific profile. This option
comes in handy when access has been granted incorrectly and the access needs
to be reset.

SAVE PROFILE The save profile option allows one to save the current security selections to that
specific profile number.

USER SECURITY AND ACCESS LEVELS
WHAT IS USER SECURITY AND ACCESS LEVELS?

Step 4: User secu r|ty iQ . Security Options - User Setup Version 2016.0.2.1 ?
eports Report Parameters Sort Order Avaiable Filters
and access levels are , ’ ) G Pl
securlty measures that @ . e - [¥] Display Accessable Options (@) 5taff Number
. I Reta I I [ Display Restricted Options () Surname
can be put into place wommm
for secu r|ty p u rposes . Sl T [ Display Group Inheritance () Firstname

By setting up the user
security access levels
CorreCtIYI this will Stop Staff Nurber | Initsls [ Surmame: [Firstname [Telephane [Cellphone [Has Fingerprint |~
users from accessing g—_m_
certain modules within : =

the system. It is
essential that the user
access levels are set

Groups / Profiles | Users

correctly.

NOTE: In

order to setup

the user .
access levels and
security, select the $ & N = = @ ¢ || B | & =
UtllltIeS Menu Opt|on Add User Ediit User Delete User User Menu & Security Setup | Print User Barcodes Reports Filter Import Export Email Signature

- Menu Access &
Security (Supervisor Options) - User & Group Maintenance.

USER OPTIONS
ADD USER The add user option allows one to add any additional users to the system.
EDIT USER The edit user option allows one to edit any of the existing users and modify any
details pertaining to that user.
NOTE: Once the user has been created, the user number cannot be altered in
any way.
DELETE USER The delete user option allows one to delete any of the existing users from the
system.
, NOTE: User number 1 which is the default user in the system
9 may/cannot be deleted.
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USER MENU & SECURITY SETUP

The user menu and iQ
security setup allows
one to define access
to certain menu
options and certain
functions within a
specific module (i.e.
Debtors, Creditors,
Stock or Ledger).

iQRetail

L\ enrerpRisE

Staft Datails | Biometric Details

Staff Details Version 2016.0.2.1

Staff Number 2
First name JACK
Surname BROWN
Initials 1

Use Classic Menu O
Ask For Pin Continuously [=] Inherited From Company Setting
Enable System Notifications O
1d Number System Language Engiish (Default)
Address 1 485 GREYTON ROAD System Character Set ANSI_CHARSET v
Address 2 CAPE TOWN Attachment Directory v
Address 3
Post Code 8001
Telephane 021123456
Cell Phane 084123455
E-Mail JACK@SOMEWHERE.CO.ZA
Report Access Level |0 v
Administrator [ Check for Yes
o Number x(x:heck to Change Pin Code
Force Password Change [ Check for Yes []On Next Login
Every X Days 1
Force Using New Password [ ] Check For Yes

v

Detail Emall Setup Accept

ADDING A USER

Select the add user option in order to add a user to the system.

STAFF NUMBER

The staff number must be entered. The staff number may be the next
available number or any other number as you wish. This field is numeric
only.

FIRST NAME The first name field is where the employee or staff member name is
entered. This field can take up to 30 characters.

SURNAME The surname field is where the employee or staff members surname is
entered. This field can take up to 30 characters.

INITIALS The initials field is where the initials of the staff member or employee is
entered. This field can take up to 4 characters.

ID NUMBER The ID number field is used to enter the staff member or employees id

number. This field can take up to 15 characters.

ADDRESS FIELDS

The address fields is used for entering the address of the employees or
staff members.

POST CODE Enter the postal code in the post code field. This field allows for 10 alpha
numeric characters to be entered.

TELEPHONE The telephone number field is where the telephone number of the staff
member or employee is entered.

CELL PHONE The cell phone filed is used to enter the cell phone number of the relevant
staff member or employee.

EMAIL The email field is used for entering the email address of the relevant staff

member or employee.

REPORT ACCESS LEVEL

The report access level allows one to set the appropriate access level for
designing reports on the system. If this is setup correctly then the staff or
employees will not be able to modify any report layouts.

NOTE: Choose the appropriate access level in order to allow
A users to have access to design stationery layouts. Access Level 1

is the highest and Access Level 6 is the lowest. In other words, if
the user is set to access level 1 then they would be able to design any
stationery layout on the system.

IQ RETAIL (PTY) LTD © 2017

Page 78 of 83




IQ RETAIL — BP Module Parameters & User Settings — MODULE 1.2 (V2017.01)

iQ

Search Version 2016.0.2.1 ?

IQRetail

Search Selection - [F7] To Switch Search By - double dick to change

‘ ENTERPRISE

DEFAULT

Filter Records

Go To Record

o

Cancel

Description

0 |Access Level 0
1|Access Level 1
2 Access Level 2
3 Access Level 3

4|Access Level 4
5 Access Level 5
6 Access Level 6

= v

Search Accept

ADMINISTRATOR The administrator option allows one to tell the system which user is an
administrator on the system.
PIN NUMBER The pin number field is where the user’s password/pin number is entered.

This pin number field may contain alphanumeric characters and the length
of the field is 50 characters.

CHANGE

FORCE PASSWORD

The force password change option allows one tell the system that a
password needs to change. The importance of the force password change
is to help the system administrator to keep a good level of security. If a
single pin or password is kept for a long time the user easily get used to it
and it becomes very easy to steal or replicate the pin or password. In
order to keep a good level of security enable this option so that the pin or
password cannot be replicated or stolen easily. This can be set for specific
users or all users. When ticked the system will prompt for a new
password/pin based on the value entered under the “Every X Days” field.

NOTE: The two options namely “check for yes” and “on next

login” work as follows, the check for yes option works in

conjunction with the “Every X Days” meaning that if this option is
enabled, the system will force a password change every x amount of
days. The “on next login” option if enabled allows one to force the
password change when the specific user logs into the system the very
next time.

EVERY X DAYS

The every x days option goes part and parcel with the force password
change. Once the option force password change is enabled, then specify
after how many days the system must force the password change.

USE CLASSIC MENU

The use classic menu option will allow the user to decide which menu
structure they prefer the Ribbon menu or the classic menu.

RIBBON MENU EXAMPLE

iQ

S

Processing | Debtors  Creditors  Stock  Ledger

w U 7

Invoicing  Credit  Goods  Retuned  Ssles  Purchase
Notes Receiving  Go Or

Goods

Orders  Orders

IQ Enterprise: 1Q Retail - Training Example Company - 8
Uslities  Support  PointofSele  Windows  Help  Shortcuts
i 3 ] e 3 Lo F
o B ¢ o @ o G %
Quotes Job  Debtor Debtor Creditor  Agent Request
Cards  Receipts Journals Joumals Transactions For Quote  Delivery Notes
Processing
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CLASSIC MENU EXAMPLE

1Q Enterprise: 1Q Retail - Training Example Company - a

s
Creditor Journals

CHoDooPPLLIBeFODH

tors Stock Ledger  Utilities

Support Point of Sale  Windows Help

Shortcuts

ASK FOR PIN
CONTINOUSLY

For security reasons this option is quite important. To continuously be
asked for the user password number between transactions and other
processes. This option can now be selected per user instead of the default
setting 1 option that will force all user to enter the pin continuously.

SYSTEM CHARACTER SET

The character set can now be select per user. Use the search facility (ALT
and the down arrow) to view the possible Character Set formats, e.g.
Default_Charset, Ansi_Charset, etc. These Character Set formats will be
used when different characters are to be used in the IQ Enterprise System.
By utilizing this feature the system can then use different character types.
(E.g. Symbol, Chinese, Turkish, Greek, Hebrew, Arabic etc...).

USER MENU AND SECURITY SETUP
MENU AND ACCESS SETTINGS SETUP

Step 5: User menu and
security access levels are
security measures that can
be put into place for
security purposes. By
setting up the user menu
security access levels
correctly, this will stop users
from accessing certain
modules within the system.
It is essential that the menu
user access levels are set
correctly.

EXAMPLE: Users that do
not work with stock, debtors
or creditors do not need
access to these modules.
Therefore utilizing this
option will restrict users for
this purpose.

A

USER - MENU SETUP

NOTE: In order to

Security Profile - Cashier (Menu Setup) Version 2016.0.2.1 -
Support Point of Sale  Shorteuts

o

Processing Debtors Creditors Stock Ledger Utilties

K
Profile Detais

iQRetail
NEEI | ernner 2
Staff Name

[~ | MenuSetup [Access Settings Setup | Display Giids
1D - Function Access Access
[(00000 - Processing ]
10000 - Debtors

20000 - Creditors

30000 - Stock

50000 - Ledger

110000 - Utiities

70000 - Support

50000 - Paint of Sale

2000 - Sharteuts

(IS

Ooooooooo
omooooooo g

. |[Bearch by D or Capton] First Previous Next

Select Al

Unselect Al

. =
hiof 1=
Expand Al

Collapse Al Clear Selection Reload Profiie Reset To Group Settings

setup the user access levels and security, select the Utilities Menu Option - Menu Access &
Security (Supervisor Options) - User & Group Maintenance.

PROFILE NUMBER

The profile number field shows the current profile to which the user is currently
linked with.
NOTE: The profile number that the users are linked to are generated
A under the group security access levels. Whenever a new group is
created, the system generates a new profile number.
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iQ Security Options - Group Setup Version 2016.0.2.1 ? IE
-4 -
IQRetail
L\ e §
Groups / Profiles | [sers
\D;scnphm B
Dacee
Creditor Controller
Debtors Clerks
Ledger - Accounts
Stock Controller
& pol © = 2 E || &
Add Group Edit Group Delete Group Group Menu & Security Setup Reports Impart Export
PROFILE DESCRIPTION The profile description shows the description of the profile to which the user is
linked with. In other words if the user is linked to profile 5 for example then the
profile description will display “Point of Sale”
COMPANY The company field shows the current company that is highlighted meaning the
company that the security is being setup for.
NOTE: If the security is being set for a specific company and for the
user, remember to enable the “Log In” option next to the company.
USER NUMBER The user number shown is the staff members user number. That user number
also reflects the current users number to whom access is being applied.
USER NAME The user name field shows the staff members name and surname in this field.
This user name is the username linked to the user number.
o & B = ® @ :
A lessiquph Dot csbgou] bz bisaonz 1
[ 5000 2HouETEE [m] [m]
) 80000 - KO 0L 29l o
40000 - 2nbboy ¥ O [m]
& 110000 - NAwE2 O (]
¥ 20000 - G0t o [m]
30000 - 260K ] a
10 16 sl - LLsisd Exsuie| | |CoaaeL 50000 - Ciediore 0 a
|o03 | ] a
@ ‘\'/ SzzD VD‘*%EDW‘E
.
!@BGIS!I :
!gw : e bmmg‘e:c::!;‘::;uls'c-?zv!m (Wsun 2emb) Astziou 501005 - mﬁ]
COMPANY The company field here displays the company identification number example

(001, 002 etc...). This view also displays all the companies that are currently
listed on the Enterprise system.
NOTE: By selecting a different company from the list, one is able to
A setup security for any of these different companies. Remember to
enable the “Log In"” option.
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DESCRIPTION

The description field displays the full company name as it was entered when the
company was setup.

LOGIN

The login option allows one to specify per user which company they have access
to. In other words, if a tick is placed within one of the company login fields, the
user will not have access to that specific company.

PROFILE

The profile option allows one to specify per user which profile is linked with the
user. This means that if the profile is setup to only have access to certain menu
option within the system then that user if they are linked to the right profile,
they will have limited access within that specific company.

MENU SETUP

The menu setup option allows one to specify per user which menu options the
user has access to. In the example above, the current user only has access to
Debtors Maintenance and Enquiries.
NOTE: By selecting the specific options the user has access, place a
tick in the relevant boxes. This will then tell the system which menu
options the user has access to.

ACCESS SETTINGS SETUP

The access settings setup option allows one to specify per user what type of
access they have within the Debtors Maintenance and Enquiries Menu Options.
In the example above, the current user only has access to the Add and Edit in
Debtors Maintenance and Full access within the Enquiries option.

NOTE: By selecting the specific options, the user has access, place a
A tick in the relevant boxes. This will then tell the system which options

NOTE: The access levels may either be selected by ticking the
relevant box next to the option or the menu above may also be used
to select the different types of access.

within the specific module the user has access to.
Security Profile - Cashier (Access Setup) Version 2016.0.2.1

iQ

) |

Profile Detais

£
&
3

Company

Staff Name

jption | Cashier

JACK BROWN

]~ | MenuSetup | Access Settings Setup | Display Grids

Select Al Unselect All

=y = i} ®
!

Expand Al

B
£
>

F-30000 - Stock

5 50000 - Ledger
E5-110000 - Utiites:

FE 70000 - Support
80000 - Poirt of Sals

80101 - Allo
90100 - Sales
£ 80200 - Cash Sde
80201 - Supervisor 0
80202 - Vai
80203 - Su
80204 - Vaoid Sale

cing i Trading Date does not Maich System Date

On/0it

After Completing Cashup
80208 - Overids Debtor Notfications
80203 - SubTotal

80210 - Oveniide Debtor Orhold

80211 - Enable PLU Lookup

80212 - Allow Cu lection

82811 - Exceed

2813 - Select Vi

82817 - Allow Zera Uit Price:
e

82822 - Allow R
82823 - Al
82824 - Al
62825 - Al
82826 -l
82837 - Ovs
82830 - Allo
82831 - Allow Muliple Diocument Layout Selection
82832 - Allow Previewing

(=] (=] (=] (=] (=] (] [a] (] (] (] (=] (] (] (] (] (] ] ] ] (o] (][] ] ] ] (][] (][] ] ] ] ][] 3]
(][] (=] (=] (=] (][] (] (o] (] ] ] (o] (o] (o] (] ] o] o] (o] (o] [m] (] (o] ] I ] IO DO I O

- || 00000000000000000000000000000000004d ;

[Search by ID or Caption] First

Collapse Al Clear Selection Reload Profile Reset To Group Settings

2

Select Al Unselect Al

Expand Al

® ® T

Reload Profile Reset To Group Settings Save Profie

| =
Collapse Al Clear Selection

SELECT ALL

The select all option allows one to select all the menu and access settings. This
means that all the options will be enabled and ticked.

UNSELECT ALL

The unselect all option allows one to unselect all the menu and access setting
options. This means that all the options will be disabled and the tick is removed.

EXPAND ALL

The expand all option allows one to expand all the functions listed under the
menu setup and access settings setup.

COLLAPSE ALL

The collapse all option allows one to collapse all the functions listed under the
menu setup and access settings setup.
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CLEAR SELECTION

The clear selection option will clear all the selections that have been made
within the menu setup and access settings setup screens.

RELOAD PROFILE

The reload profile option allows one to reload a specific profile. This option
comes in handy when access has been granted incorrectly and the access needs
to be reset.

SAVE PROFILE

The save profile option allows one to save the current security selections to that
specific profile number.

ADD REPORT ACCESS LEVEL

Step 6: The add report
access level allows one to
add any additional report
access levels.

NOTE: Once the
A appropriate

description to the
new report access level
has been entered, select
the accept option to save
the changes to the
system.

EDIT REPORT
ACCESS LEVEL

The edit option allows
one to edit any
existing report access
levels.

iQ Search Version 2016.0.2.2 ?

Search Selection - [F7] To Switch [F3] Next Search By - double dick to change

iQRetail ™™

(®) Go To Record

Access Description s

0|Access Level 0
1 Access Level 1
2| Access Level 2
3 Access Level 3
4 Access Level 4
5 Access Level 5
6 Access Level &

© = v

Cancel Search Accept

DELETE REPORT ACCESS LEVEL

The delete report access level option allows one to delete any of the report access levels.
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