TABLE OF CONTENTS

Strengths of BasperSale.................c i Pg 2
Limitations of BasperSale...............c.cooiiiiiiiiiiiii Pg2
User Interface & Application Functionality..................................... Pg 2
Inventory Tab. ...

Product.... ..o
BilliNg. .. e
Ordering

Main Application User Forms

Add/Modify Product...........
Create Bill/Create PO.........."
Review Sale/PO........




v Easy to learn and master with aid of a simplified user interface which guides the user by means
of grouped controls and screen tips.

v Makes available several standard reports, such as sale, receipt, profit, customer statement,
reorder and other inventory accounting reports.

v" Allows users to build query and generate reports on demand using MS powerful data filtering

method.
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v" Designed to maintain database of not more products. Notwithstanding, this can be

client.

Baspersale uses a cust Ribbon that consists of three tabs: They are labelled Inventory,

Operation, and General. tively execute all tasks responsible for the transformation of data

and output of i
INVENTORY TAB

!ntrols that perform the major routine processes of the application. Several menus

appear on entory tab, namely Product, Billing, Ordering, Inventory, Reports, Customer Account,

and Analysis.

Product — This menu relates strictly to the products within your database. It allows you to create,
modify and view products and their related data. While creating or updating a product, you may be

prompted to fill out particular fields. When this occurs, the user will be alerted by a message along with




red asterisks beside the violated fields. The purpose of such notification is to eliminate incompleteness

of records.

Billing- This menu relates to the total steps needed to create and finalize a bill of sale. Under billing,
the user can create a bill of sale, review released customer bills and post a bill when all have been
finalized. The Create Bill userform extends to the user the option of employing a saved template or

creating a bill from a blank slate. The form heading contains four operation controls to execute the

Print, Release, Recall, or Close form commands. Release makes a file of the speci le transaction and

stores the record for further processing. Recall opens a secondary form which p r sale number

The Review Sale userform displays all released bills. From the choose to delete,

post or open a link to any desired customer bill. This is t posting and deleting

Ordering- This menu relates t d to create and finalize a purchase order. Under
ordering, the user can create iew released PO and post a PO Receipt when all
have been finalized. Th eate userform extends to the user the option of employing a saved
template or creating th b slate. The form heading contains four operation controls to
execute the Pri elease, Recall,and Close form commands. Release makes a file of the specific PO
er processing. Recall opens a secondary form which prompts for PO

numbeg ] ame, then feed these into the system as search parameters for locating a prior

ne with the aim of effecting modification to a particular PO of interest.

The Revie userform displays all released POs. From the display, the user may choose to delete or
open a link to any desired customer PO. This is the only place where bulk deleting of purchase orders

can be performed within the application.

Receive PO userform will accommodate the posting of only one PO receipt at a time. This form,
however, allows you to post in dual inventory period, by specifying an effective posting date, as long as

the open inventory period has not been closed.




Inventory — This menu allows the user to run inventory setup (clear out last inventory counts and
prepare system for inventory activities), produce inventory count sheet, and enter and record inventory
data. As a rule of the application, an inventory period covers one month, at the end of which new
inventory figures are posted. If the user decides not to do inventory for a particular month, the
inventory rollover command will allow the system closing balances to be used as inventory counts. To
enable this special function, you must go to the Operation tab- click Application Settings — select the

Application Setting page- then check the box —Enable Inventory Rollover Option-.

Reports - All the standardized reports can be access from this menu. These inc ving, Sales,

Profit, Inventory Variance, Inventory Valuation, and Reorder reports.

Cust. Account — This is where payment can be received and applied to cu ers’ unts. Also

statements may be produced for the purpose of transactions tra

querying various data tables. From here,

Analysis — The analysis menu provides the general me
the user may review various datasets and analyze data ery methods, the results of

and.

which may be used to build customized repo

Bincard analysis details the movement o our database.

hp
OPERATION TAB

rs out ALL transaction data recorded previously and should

s been successfully backed up. NB The application MUST be reset

ming data back-up is a requirement of all database management system. This

er to create an instance of the workbook and store it as a security measure

Print — This command brings up the print preview screen from the Receipt, Issues and Inventory

Accounting spreadsheets.

Close Spreadsheet — Closes the active spreadsheet as long as the active spreadsheet is not your

default sheet (Inventory).




GENERAL TAB

Application Help File and information about the application

AddIMadifyiPFeduet — (Form configuration deployed based on menu item selec

This form allows the user to add new products to the database or modify existin elow are the

controls along with the functions they perform:

Find (button) — returns the result of a product search

Start Product Modification (checkbox) — opens the form up for V
for

on t

Delete (button) — deletes the selected product displa

New (button) — adds a new product to the

List (button) — display in list-style all t ucts n your database
Close (button) — closes the for
Save/Update (button) — save e product database

onfiguration deployed based on menu item selection).

r of two transactions. If the form is loaded from billing menu, a bill of sale is

loaded from the ordering menu, a purchase order is created. Below are the

Template (button) — produces a bill of sale/ purchase order by loading from storage a previously

created template

Print (button) — prints out the active transaction




Release (button) — releases the active transaction into the system so that it can be further processed

by the application

Recall (button) — reloads a previously released transaction so that changes can be made to the

transaction. The user must supply transaction number and customer/supplier information.

Close (button) — closes the form

Remove Item (button) — removes the highlighted item within the selected prod ist on the form

Modify Template (button) — loads template form

Discount (button) — loads discount form so transaction can receive disc alue or a

percentage

Sales Return/Purchase Return (Checkbox) — if this box i ion is processed as a

sale or purchase return (dependent on whether the fo ale or purchase order)

REVIEWISAIBIIPOG — (Form configuratio enu item selection).

This form displays all sales transa be processed. Below are the controls along with the

functions they perform:
Find (button) — retur search

arch method to text/number/date

)= opens and display the file of a specific transaction

Delete (button) — deletes the selected transaction represented by a tick in the corresponding

checkbox

Close (button) — closes the form




This form allows sales to be posted, with or without modification, for a current or previous accounting

period. Below are the controls along with the functions they perform:

Fetch (button) — this command, assuming that a sale number is entered, retrieves the contents of a

released bill of sale
Begin Modify (button) — opens up field to permit modification of quantities
Post (button) — records the transaction across the system

Close (button) — closes the form

Fetch (button) — this command, ass

released PO

Start Modify (button) — open

This form allows the user to enter new inventory counts and is available when the inventory setup

command on the inventory menu has been executed. Below are the controls along with the functions

they perform:

GO (button) — seturn the results of a search




Save (button) — saves inventory counts once they have been entered

Close (button) — closes the form

This form is the interface that collects data on customer payments on account for that were done

on credit. Below are the controls along with the functions they perform:

Start Acct. (button) — this command, assuming that a customer has be

with the customer’s balance and prepares to receive payment on the activ.
Update (button) — save payment data to the customer account

Statement (button) — publishes a tracking statement of the activities of the customer’s account

Exit (button) — closes the form

This form creates and edits te em for later use in order to reduce the time taken

to carry out a transactio he controls along with the functions they perform:
Sale/ PO Template (op —J0oad all saved sale/ PO template
New Temp (bu up to permit selection of template name
Save (but e changes made to template name

Load bads assigned products of selected named template

Add/Remove(button) — adds product to/Remove product from the selected named template

Update (button) — save changes made to products in a named template




Application setting gives the user the freedom to configure the application to function in various ways so
that different operating procedures can be enforced. Below are the controls along with the functions

they perform.

Multi- tab (Page 1-Company info) — allows the user to enter company specific data.

Multi-tab (Page 2 —Application setting) — checkboxes enforcing desired rules options.

Multi-tab (Page 3 — Maintenance) — allows the user to add, modify or remove a

customer account, supplier, or tax rate within the database.

Multi-tab (Page 4 — Period accounting) — executes the closing i nventory

accounting period when the checkbox is ticked and the Execute ca ; Is pressed.

Multi-tab (Page 5 — Login data) — this sets the acces d user scope/boundaries for defined

users of the application.
Update (button) — this saves changes ma om the application setting form.

Exit (button) — closes the form.

R TIPS

uct lookup form from within the product field of the Create Sale/
t, and Bincard Forms. It also loads the account and supplier lookup
unt or Supplier fields in Create Sale/Create PO form and additionally in the

of the Receive Customer Payment form. The idea is to deliver a more flexible

inventory commands are activated. Additionally, inventory setup freezes the inventory period
thereby allowing inventory adjustments, until the period is advanced. Note that any adjustments
made after an inventory rollover is performed will require that another rollrover be performed
in order to refresh the dataset.

3. When the period is not yet advanced, the user is allowed the priviledge to work in dual

inventory periods (the current calendar month and the previous calendar month). However,




normally when a transaction such as PO or Customer Billing is done, the default effective date is
the current calendar month. As such, when these items are posted, they are recorded in the

current month. In order to post them to the previous month, you must:

(i). Ensure that “Post Sale on Release” checkbox is unchecked from Application Setting Form
(under Operation Tab->Application Settings - > Application Setting -Tab 2-): this prevents a sale

from automatically posting in current period/month on release.

the calendar and click the Resume command button to ¢

transaction posting to the previous month.

sales when box is checked or manually po checked. If unchecked, each sale
kept current on the correct
are manually posted. On the other hand,

1 inventory balances and reports, but each

the specified order.

Here are the instructions:

(i). Create a backup of the current year inventory. Entering the year as reference to save backup
file is simple and safe enough (e.g. 2013 as reference saves an instance of the application’s

database with name 2013Backup in the Backup folder). However, the user can save the backup




with any name of choice, but why not something as plain as that ©. A backup really allows for a
window to view data, and hence it cannot perform any routines such as write new data to file.
(i) Be sure to record/post the December inventory. This can be done in either of two ways; by
recording physical inventory counts that were keyentered or by rolling over your current
inventory balances as the new inventory counts.

(iii) When step i and ii have been successfully performed, the user should Advance the period,

after which the year should be updated to the new year.

(iv). The final step is to run Application Reset from the Operation Tab. ox will be

confirming the user’s compliance.




SCHEMATIC OF THE INVENTORY CYCLE

Step |

Product Maintenance

Create Product.

Modify/Delete Product.

Step 4

Inventory Accounting

Investigate and resolve variances.

Transaction and inventory

valuation.

Step 2

Transaction Recording

Record Inventory

Create PO/Receive PO.

“Mnventory.

Generate Sale/Post Sale.

J Inventory.

Keyenter Inventory Counts.

Record Inventory Counts.

Advance Period

Close old inventory period and

move to new inventory period.

Well then! That’s all the help you will need to be a proficient BasperSale user. Thanks for

selecting this application and be sure to recommend BasperSale to someone today ©.







