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Introduction

Welcome to Spire

Spire is a business management solution for small and mid-sized businesses. Our software is developed
with an intuitive interface and a robust database that uses modern technology for efficiency, flexibility and
scalability. With Spire, organizations gain a competitive advantage with greater visibility and control of
business operations.

Start experiencing the benefits of a business management software designed to meet your business needs.

Profitability

Having all the information allows you to make better decisions that help drive profitable growth. Spire
provides valuable data and insight about your business operations in one system so you no longer need to
compile data from multiple sources. With this information, you can determine where you can make cost
reductions and improve profitability.

Customer Demand

Customer satisfaction is important for growing your business. By optimizing inventory levels and reducing
shortages, Spire will help you deliver on time, every time. Have confidence in knowing that you can gain the
trust of your customers and meet their expectations.

Efficiency

Improving operational efficiency leads to increased productivity. Spire helps automate and streamline
business processes and eliminates manual workflow. As a result, your organization can expand at a quicker
pace without the need to hire more employees.



Help Resources

This guide provides detailed information on installing, setting up and using Spire on your system. However
should you find yourself with a problem that you cannot answer with the provided tools, please contact your
Spire Partner.

When you call your Spire Partner, please be at your computer and prepared to provide the following
information:

* Product name and version number.

* The exact wording of any messages that appeared on your screen.
» Can you reproduce the steps taken prior to the problem?

* How you tried to solve the problem?

* How did you try to solve the problem?

Disclaimer

This document is provided to Spire clients for information and training purposes. They may make printed or
electronic copies for the sole purpose of use and distribution among their own users.

The information and illustrations in this document belong to Spire and are private and confidential. Except
for the above provision, no part of this document may be reproduced, transmitted, transcribed or stored in a
retrieval system in any form and any means, electronic, mechanical or otherwise without the prior written
permission of Spire.

The information in this document is provided for informational use only and is subject to change without
notice. Information in the document has been carefully checked and is believed to be accurate. However,
Spire assumes no responsibility for errors or inaccuracies that may be contained in this document or in the
use to which it may be put.

All third party trademarks, trade names or company names that appear in this document are used for
identification purposes only and are the property of their respective owners.

Spire Systems Inc.
410 — 713 Columbia Street
New Westminster, B.C. V3M 1B2



What’s New in Version 2.2

2.2 New Features:

* The last of the technology upgrades

* AR and AP multiple invoice discounts

* AR and AP void transaction (not just Payment)

* AR and AP payment application over several invoices
* Purchase Order line and footer discounts

« Allow sorting on account reconciliation bank import

* Inventory labels from sales orders

2.2 New Reports

« Daily Fill Rate — Each days percentage of sales fulfillment compared to back orders)

* Pending Purchase Order Receipts — Print a report based on received column on PO before posting

* Pending Inventory Adjustments — Print adjustments before posting

* Inventory Receipts From Purchase Order — Receive report as PO receipt is posted

* Receipts Order Fulfillment from Purchase Order — List of all items and the orders numbers that can now be
filled based on the receipt

* POS Receipt

* Inventory Allocations — (on one report see all item commitments and incoming POs)

* 1x2 Inventory Label — for Zebra Label Printer

* Inventory Re-Order — (by filtered or selected list, so this can be used by vendor or Product code or any
other column)

We’ve made many report improvements in this release. Legacy reports are no longer required for Spire.

Video Instruction — Version 2.2


https://www.youtube.com/embed/dF1bfIeBiWw?rel=0
https://www.youtube.com/embed/dF1bfIeBiWw?rel=0

What’s New in Version 2.1

* Add Optional Service Manager (Equipment tracking module)

* Improve all Sales Tax behavior to make all 4 tax fields available as configured, allow any tax to be set
as recoverable

» Add timecard_entries table to improve Timecard data structure

+ Add Items tab to Sales module

+ Add Items tab to Purchases module

» Add Receipt tab to Edit Purchase Order to show receipts on this PO

* Improve GL Transaction screen behavior

* Add sorting in Serial/Lot number List

» Add sorting to Timecard List

» Support sorting in a Production Order

* Add Vendor Code Change feature

* Increase address fields to allow email addresses up to 254 characters

* Respect new date as logon date if user stays logged in over midnight

+ Show Last Journal Source number used by current user in the Spire status bar

* Add search capability to ShipTo address lookup list

* Improve Spire Ul to respect US Company

* Improve error when logging in as an InActive User

* Improve all List view screens

+ Update Currency monthly tab when updating currency rate, display no more than 5 decimal

* places

» Add ability to search for Transaction number in Sales History

* Add Province column to Sales History, Items tab

+ User Defined fields on timecards in Canadian Payroll

! Al custom Payroll Cheques and Payroll reports will need to be edited to use the new
database tables!

B AR BE T 1

This video shows the 2.1 features. —


https://www.youtube.com/embed/FLfthSaOe2o?rel=0
https://www.youtube.com/embed/FLfthSaOe2o?rel=0

In addition see this video for changes to sales and purchasing taxes.


https://www.youtube.com/embed/YKhhYvC1htU?rel=0
https://www.youtube.com/embed/YKhhYvC1htU?rel=0

Spire Installation

Hardware Requirements

Spire Server

Spire Server is supported on the following Microsoft Windows editions:

Windows 7 (not Home editions) SP1
Windows (not Home editions) 8.1
Windows (not Home editions) 10
Windows Server 2008 R2 SP1
Windows Server 2012 R2

Minimum

2.4 GHz quad core processor

8 GB RAM

Display with native resolution of 1024x768 or higher

512 MB of disk space for Server and PostgreSQL database installation

5 GB of available disk space for data and data snapshots

100 IPv4 network required to use Spire Server on a Local Area Network with multiple

connected workstations

* Note: 64-bit operating system is required for Spire Server.

Spire Desktop

Spire Desktop is supported on the following Microsoft Windows editions:

Windows Vista SP2 (until April 2017)
Windows 7 (not Home editions) SP1
Windows (not Home editions) 8.1

Windows (not Home editions) 10

Windows Server 2003 SP2 (until July 2015)

Recommended

i7 or 2.8 GHz Xeon
processor

16 GB RAM (or more)
Same
Same

SSD

Gigabit Network



Windows Server 2008 R2 SP1
Windows Server 2012 R2

Note: 64-bit operating system is NOT required for Spire Desktop.

Minimum
2.4 GHz quad core processor

4 GB RAM

Display with native resolution of 1366x768 or higher (multiple displays and high DPI
displays supported)

Keyboard and pointing device for data entry (Desktop interface does not currently
support touch)

100 IPv4 network required to use Spire Desktop on a Local Area Network

Recommended

i5 or 3.06 GHz
processor

8 GB RAM

1920x1080 or higher

Same

Gigabit Network



Installing Spire on the Server

After you have finished downloading the file(s) you are ready to start the Server installation.
Click on the link from your Download screen (or on the file itself from your Downloads folder).

You will see the usual Windows prompt for an executable file. Click on Run.
You will then come to the Install Wizard — press Next to continue.

5! Setup - Spire Accounting Server* = =

Welcome to the Spire Accounting
Server Setup Wizard

This will install Spire API Server [Verzion#here) on your
computer.,

It is recommended that you close all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

You will need to define the Port that will be used by the application. By default, it is set to 10880. If this is a
new installation of Spire, and you aren’t upgrading from BV/BVE, then leave it set to the default. However if
you are upgrading, and Essentials exists on this server, then it may be using Port 10880 already by default.

You will need to change one or the other to prevent a conflict. We recommend you let Spire keep 10880 and
set Essentials to something else like 10888.



Spire Systems Inc Spire User Manual - 2.2

ﬁE'.-I Setup - Spire Accounting Server

API Server Port
Which port should the APT Server use?

l < Back ][ Mext > ][ Cancel ]

The next window discusses Firewall Exceptions — it is recommended you leave this set to the default of Add
Exceptions.

* NOTE: Only change this if you intend to make some custom network security settings.

‘ﬁ-‘ Setup - Spire Accounting Server ==

Add Firewall Exceptions
Add firewall exceptions to allow access from your network

Access to the Spire API Server as well as the PostgreSQL database server are
required.

If you opt out then Spire will only work on the local machine without manual
configuration of your firewall.

@ Add Firewall Exceptions
(7) Do NOT Add Firewall Exceptions

< Back l[ Mext > ]’ Cancel

The next window is for setting the destination folder for installation of the Program Files — we recommend
leaving it set to the default.

Page 15 of 462
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75 Setup - Spire Accounting Server [ = |[=]

Select Destination Location
Where should Spire Accounting Server be installed?

J Setup will install Spire Accounting Server into the following folder.

To continue, dick Mext. If you would like to select a different folder, dlick Browse.

C:\Program Files (x86)\5pire

Atleast 176.9 ME of free disk space is required.

< Back ” Mext = ][ Cancel

The next window is for selecting the Database Location — we recommend using the fastest drive available
on the computer, with room for growth.

i5) Setup - Spire Accounting Server (o= |[=]

Select Database Location
Where should the database files be stored?

Postgres data files will be stored in the following location.

To continue, dick Mext. If you would like to select a different folder, dlick Browse.

C:\ProgramData'PostgresgL

[ < Back ][ Next = ][ Cancel ]

You will need to create a Password for the PostgreSQL Database. This is not the password for individual
Spire companies.

«fs NOTE: Passwords are case-sensitive

Page 16 of 462
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This is a security feature to ensure that there is no unauthorized access to your data.

Spire User Manual - 2.2

* To Add, Delete or Import a Company, or to perform updates, you will need this password.

Please make sure you have a record of this in a secure location.

ﬁ! Setup - Spire Accounting Server

Database Superuser Password
What should the database password be?

Flease enter a password for the superuser (postgres) account

Password:

Confirm:

l < Back ][ Mext = ][ Cancel ]

The next window defines the location of the Start Menu Folder — we recommend leaving this set to the

default.

rﬁl Setup - Spire Accounting Server (=] = '@‘

Select Start Menu Folder
Where should Setup place the program's shortcuts?

i Setup will create the program's shortcuts in the following Start Menu folder.

To continue, dick Mext. If you would like to select a different folder, dick Browse.

< Back ][ Mext = ]l Cancel

Page 17 of 462
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Click the Install button to begin the installation.

ﬁ—' Setup - Spire Accounting Server EII El I@

Ready to Install
Setup is now ready to begin installing Spire Accounting Server on your computer.

Click Install to continue with the installation, or dick Back if you want to review or
change any settings.

Destination location: -
C:'Program Files (x86)\Spire

Start Menu folder:
Spire

l < Back " Install ][ Cancel

)

You will be presented with a new window displaying a progress bar.

ﬁErl Setup - Spire Accounting Server EII = I@

Installing
Please wait while Setup installs Spire Accounting Server on your computer.

Extracting files...

Cancel

And you will be notified when installation is complete.

Spire User Manual - 2.2

Page 18 of 462



ﬁ! Setup - Spire Accounting Server ==

Completing the Spire Accounting
Server Setup Wizard

Setup has finished installing Spire Accounting Server on your
computer. The application may be launched by selecting the
installed icons.

Click Finish to exit Setup.

Next, you will be prompted to register your new installation or activate an existing license.
To complete the registration, simply fill in all relevant data and select activate.

«¥s Note: Make sure to complete this form with customer information including a customer
specific email address (e.g.: the owner/manager or accountant), NOT the business partner.
This email is used to manage your licensing.

To Activate, enter the licence code that would have been provided with your original purchase.



Spire Systems Inc Spire User Manual - 2.2

ﬂ Spire Activation @

Welcome to Spire, To get started, you will need to register for a
license or activate an existing registration.

@ Mew Registration

(7} Existing Registration; I am adding anather PC

Business Partner
Company Name
Contact Name
Email Address

Phone Mumber

Address

City

Prov/State Postal/Zip Code

[ Activate ]’ Cancel

Video Instructions

—
A< ire
e

Congratulations, you have completed your installation of the Server software.

Page 20 of 462


https://www.youtube.com/embed/RVMwqXsXP6M?rel=0
https://www.youtube.com/embed/RVMwqXsXP6M?rel=0

Spire Systems Inc Spire User Manual - 2.2

Creating a Database

After you have installed the Server software, you are ready to create a New Company.

This is done via the Server software itself (all database activity related to Companies is managed through
the Server, not the Client)

Go to your System Tray in Windows, lower right corner of your screen, and click on the Spire icon.

Customize...

e 4. 10:40 AM
B DO mms

This will bring up the Spire Server Company List. Select the File navigation menu and select Create New
Company from the drop down.

Page 21 of 462
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Spire Server Company List
File Edit Help
Create New Company
Add Existing Company
Create Snapshot...
Delete Company

Upgrade Database

Exit Spire Server Monitor

Spire User Manual - 2.2

E Size
galth 43.0M

Mext Snapshot

in & hours

Last Successful Snapshot

17 hours ago

Server Monitor Version: 2.0.4, 12200 Server Version: 2.0.4, 12200

The next window will ask you to create a name for your actual database — use a short name with no spaces
rather than the full company name here.

Page 22 of 462
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Spire Server Company List — O it

File Edit Help ¥ Create New Company ? X

C:;amfx”ame & S pi r Database Path

Please select a name for your database, the name you select
should be short and meaningful.

Inspire Health Systems,

Database Name |S|:|ireTestl

< Back MNext = I | Cancel

Server Monitor Version: 2.0.4, 12200 Server Version: 2.0.4, 12200

On this next screen, you may enter all the Company information in full.

Spire Server Company List - O *
File Edit Help Create New Company ? X
-I.' X A S pi r Company Information
Company Mame
Inspire Health Systems. Company Mame |5I:N'|'E Systems Test |
Address |410 - 713 Columbia Street |
| |
city [New Westminster |
Postal/Zip Code | | State/Prov
Country |Canada b |
Phane | (344) 556-6789 Exct, |
Fax [() - |
Website |www.spiresystems.com |
Email |info@spiresystems.com |
Business Mo, || |
| < Back | I Mext = I | Cancel |
Server Monitor Version: 2.0.4, 12200 Server Version: 2.0.4, 12200
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Then you will be prompted to create an Admin user and Password for the company. Note that the password

is case-sensitive.

+ x

Company Name

Inspire Health Systems.

Spire Server Company List

Create New Company

ASpire

Company Administrator
Administrator Details

First Mame |A|

Last Mame |Romeyn
Initials

Adminstrator User Acount

Username |AL
Password | T
Confirm |ov||u|o

Server Monitor Version: 2.0.4, 12200 Server Version: 2.0.4, 12200

Next you will be prompted to enter a date for your Fiscal Year End.
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Spire Server Company List
File Edit Help Create New Company

Inspire Health Systerns. General Ledger

c‘::;arﬁame & Spi re General Ledger Setup

Please enter the fiscal year end date. This date will be used to
populate the fiscal periods automatically.

< Back || Mext > || Cancel

Server Monitor Version: 2.0.4, 12200 Server Version: 2.0.4, 12200

You will be shown a Summary screen — click on Finish to complete your registration.

Spire Server Company List

File Edit Help ¥ Create New Company

+ % "
Company Name ﬁ Splr Summary

Inspire Health Systems,

company.
Company Name
Address

Phone

Fax

Email
Website
Administrator
Lsername
Initials

Fiscal Year End

Please confirm the following details and dick 'Finish' to create this

Spire Systems Test

410 - 713 Columbia
Street
Mew Westminster, BC

8445566789

info@spiresystems. com
www, spiresystems, com
Al Romeyn

AL

AR

12/31/18

< Back | I Finish I | Cancel

Server Monitor Version: 2.0.4, 12200 Server Version: 2.0.4, 12200
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You will be prompted for the Admin password you set up during installation of the Server.

-

Adrministrator Password @

The database adminstrator password is required

Password sesss |

[ Authorize ][ Cancel

The last step in setting up your new company is in scheduling the database snapshot schedule. You will

want to select the interval, the time you want the snapshot to occur and the amount of snapshots you wish
to keep.

Spire Server Company List

Edit el p . | Create Mew Company ? X
+ \\1 S Snapshot Schedule

Company Mame pl re

Inspire Health Systems. Select a snapshot interval and retention palicy
Snapshot
Interval Daily -
Next Snapshot | 4/15/2016 8:38:43 AM =]

# Snapshots to Keep | 3

4k

Server Manitor Version: 2.0.4, 12200 Server Version: 2.0.4, 12200
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Converting Data

Database Conversion from BusinessVision

After you have installed Spire Server, you can import an existing BV company or restore from a Snapshot
(backup).

This is done via the Server software itself (all database activity related to Companies is managed through
the Server, not the Client)

Go to your System Tray in Windows, lower right corner of your screen, and click on the Spire icon.

Customize...

: 10:40 AM
LI N )
o 3 2/20/2015

* NOTE: if you have installed Spire on a new machine that had no previous BV installation,
then you will need to add Pervasive to the new machine. Spire needs the Pervasive
database to read the BV data and convert it to a Spire company.

This will bring up the Spire Server Company List. Hit the Plus+ button and select Add Existing Company
from the drop down.

Page 27 of 462



Spire Systems Inc Spire User Manual - 2.2

g o

File Edit Help

%

Create New Company Size Mext Backup  Last Successful Backup
Add Existing Company 51M |
51.0 M

Steve The Apple Guy  SteveCo 191 M

Server Monitor Version: 0.0.0, 11964 Server Version: 0.0.0, 11964 -

You will be prompted to navigate to where the Existing Company’s data is. Enter a short, unique name for
the database.

®-| )l » Computer » Local Disk(C:) » BVData » Demo »

Organize - MNew folder

4 Favorites Mame Date modified Type Size
B Desktop | BVEssentials 2/23/2015 214 PM  File folder
._i Downloads [ | | BYCOM.FIL 2/20/201510:12 AM  FIL File 100 KB

"5l Recent Places

You are looking for BVCON.FIL in the case of live data, or a (yourcompany).backup file in the case of a
snapshot.
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.-

E| Irnport Company

@Dv|- Desktop »

Organize « Mew folder

i Favorites
B Desktop
4 Downloads

;
=l Recent Places

- Libraries
3 Documents

J‘- Music

=| Pictures

H videos

— Or —

After locating the file you are now ready to begin the import.

E| Irmport Company

Select the company data you want to import, choose a unigue
name for the database, and press enter,

Company to Import C:'\BVData\Demo\BVCOM.FIL

- Libraries

A Stevebd
1N Computer
ﬁh Metwork

, dealerUPLOAD

, sereenshots

) screenshots - old

| |feb 25.backup

|| feb202015backup.backup

||| inspirehealthfeb27.backup |

-

[ 2 el

Database Mame MewCol

[ oK J [ Cancel

You will be prompted to enter your database administrator password.

Spire User Manual - 2.2
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Adrministrator Password @

The database adminstrator password is reguired

Password

Authorize ][ Cancel

The following window will open and you will see the “Migrating Records from” processes

o il

Import Company =
S
Migrating records from SERIAL_MUMBER &

Migrating records from SHIP_VIA

Migrating records from VENDOR.

Migrating records from SALES_TAX

Migrating records from TERRITORY

Migrating records fram ZIP_CODES

Migrating records from BVE_BATCH

Migrating records fram BVE_BOMBUILD

Migrating records fram BYE_BOMBUILD _DTL
Migrating records fram BVE_CUSTOMER_CHAMNGE
Migrating records from BVE_CUSTOMER,
Migrating records fram BVE_INV_AD]

Migrating records from BVE_IMYV_ADI_DOTL
Migrating records from BYE_PART _CHAMGE -

m

The last step in the process that you will see is the cleanup of the remaining files.

P

Database Upgrade @

Cleanup remaining files

[ | 8%

Your final window will display your Spire Server Company List which will include your newly added
company.
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El Spire Server Company List
File Edit Help

+

BN e =)

Mame Size

Jackson 5 emoData 751 M
€ Health Systems InSpire

£ [MNew Company
NSacic[bc Apple Guy

Company Mext Backup  Last Successful Backup

iMewCo TBSM

Stevelo

Congratulations! You have successfully converted or restored a company to Spire.

To start working in your company, you will need to install and then launch the Spire Client.
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Importing Data

Data can be imported into many Spire files. Users can setup a type of import and save it to be able to
perform that same type of import later.

Go to Tools/Import and select the type of import that you need to do.

Erowse Folders... | [ | Has Header Row  Date Format |yyyy-mm-dd ~ | Import Type

Inventory Code Change
Inventory Transfer
Price Matrix

Purchase Order
Spire Field Mame: Requisition

Reference Mo gﬁ!ES_I_DDrdEF

Vendor Timecard

Receive Date vendar W
Warehouse (Required)

Part Mumber (Required)

Available imports are:

* Accounts Payable

* Accounts Receivable

* Chart of Accounts

» Customers

» Customer Code Change
* GL Transaction

* Inventory

* Inventory Adjustment
* Inventory Code Change
* Inventory Transfer

* Price Matrix

* Purchase Order

* Requisition

+ Sales Order

* Ship To

+ Timecard
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* Vendor
* Vendor Price

Mapping a Spire Import

| import et a x
S I:
H B % mport
A:
Source | CiWsers\aromeyn'Desktop\PartnerTraining\Cust. xis | |Browse Fies..., [Browse Folders...| [/] Has Header Row Date Format | yyyy-mm-dd ¥ Import Type |Customer i
: G:
Edit Columns
Import File Field Value: Spire Field Name:
Qac D: Ship-to Name A
Michael Cyr Address 2
Address 3
Address 4 :
Province E:
Phone
Fax Match
Web page
Contact 1 Tel No.
Contact #1 other
Contact #1 email
Contact 22 Name
Contact #2 Tel No. v
Impaort File Field Value Spire Field Name
BEIE396 Customer No
Beierle & Beierle Mame
3855 Pitfield Bhvd Address 1
5t Laurent City
H45 1H3 Postal Code
CAN Country Unmatch
(514) B17-0292 Ext. Contact #1 Name
mcyr@gmail.com Email
B: : e
Destination | C:Wsers'\aromeyn\Desktop\ParnerTraining \CompletedImports Browse... | Falure | C:\Users\aromeyn\Desktop\PartnerTraining FaiedImports Browse...

C: fusers/aromeyn Desktop Exports /Customer joust.ini

A. Select the Excel or csv file to import from

B. Select a location for the import file to move to when complete

C. Select a location for the import file to move to if it fails

D. Map each field from the import file to the Spire field name

E. Click on Match

F. Select ‘Has Header Row’ is there is a heading on the spreadsheet

G. If there is a date in the import. Select the ‘Date Format’

H. Save the .ini file and give it a name that makes sense so it can be used again
I. Click Import
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Imports — Post Immediately

Import
L_—II rl—:ll Import

Source | C:Wsersiaromeyn'\DesktopYCount Import, xds

[] Post Immediately

Edit Columns

Import File Field Value:

» For Sales Order and Inventory Adjustment imports, there is an option called “Post Immediately”.
» For Sales Orders if this is checked the import will be posted as invoices. If not checked they will go

into sales orders for invoicing manually.
+ For Inventory adjustments the option will post to inventory receipts and the GL. If unchecked they will

appear in the adjustments module for review and posting later.
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Setting Up a Spire Backup
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To create a Snapshot of Spire data you will need to do the following:

* Open Spire Server Tray

* Double click a company

* Choose Interval

» Select time to perform snapshot

» Select how many snapshots to save

Snapshots will be saved in on the server in C:\Programdata\Spire\Snapshots

This folder also contains all custom reports

* Important — Backup contents of C:\Programdata\Spire\Snapshots to an external device and

store offsite.

Spire Server Company List |=la] x |

Company Mame Database Size  Mext Snapshot  Last Successful Snapshot
Inspire Health Systems.  InSpireHealth 44.4 M

10k
Company Setup _ ours ago

10 hours age
9 hours ago

Company Information

Company MName | InSpireHealth |

Description |Ir15|:|ire Health Systems., |
— Snapshot )
025 Server Version: 1.1.8, 12025
Interval | Daily "
NextSnapshot | 2015-09-018:28:06 AM ¢
# Snapshots to Keep | 10 v |
| 0K | | Cancel |
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Installing Spire on a Workstation

After you have finished downloading the file, you are ready to start the Client installation. Click on the link
from your Download screen (or on the file itself from your Downloads folder).

You will next see the Spire Setup Wizard. Click Next to continue.

ﬁ'_:j;! Setup - Spire = || B ER

Welcome to the Spire Setup
Wizard
This will install Spire  [Version #here) on your computer.,

It is recommended that you dose all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

Mext = ]| Cancel

You will be asked to select an installation location. We recommend leaving it set to the default.



ﬁ! Setup - Spire |

Select Destination Location
Where should Spire be installed?

| Setup will install Spire into the following folder.

To continue, dick Mext. If you would like to select a different folder, dick Browse.

C:'Program Files (x38)\Spire

At least 133.6 ME of free disk space is required.

< Back ][ Mext = ][ Cancel

Next you will be asked about setting Desktop and Quick Launch Icons — set preferences as you wish.

E_.E:r! Setup - Spire |

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing Spire, then
dick Mext.

Additional icons:
Create a desktop icon
[] create a Quick Launch icon

< Back ][ Mext = ][ Cancel




You are ready to proceed — click Install.

ﬁ! Setup - Spire =N

Ready to Install
Setup is now ready to beqin instaling Spire on your computer,

Click Install to continue with the installation, or dick Badk if yvou want to review or
change any settings.

Destination location: "
C:\Program Files (x88)\Spire

Start Menu folder:
Spire

Additional tasks:
Additional icons:
Create a desktop icon

< Back ][ Install ][ Cancel

You will see a Progress Bar.



ﬁl Setup - Spire =

Installing
Please wait while Setup installs Spire on your computer.

Extracting files...
C:\Program Files (x86)\Spire\Desktop\Modules\CreditRebil.pyz

Cancel

You will be notified that the installation is complete.

ﬁl Setup - Spire o= || B | ER

Completing the Spire Setup
Wizard

Setup has finished installing Spire on your computer, The
application may be launched by selecting the installed icons.

Click Finish to exit Setup,

| Launch Spire
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You may then launch the Client and log into a Company.

s Select Company

Company Mame

O+ X

I?g spire-ws17

ity Inspire Health Systems.

]

Licensed To: Alcomp

Spire User Manual - 2.2

Username

|SPIRE |

Password

Date
l4/15/2016 Q|

Login Exit
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Backup & Restore

Spire’s Snapshots and restore is done on the server. The snapshot creates a single file a fraction of the size
the original PostgreSQL data that can then be copied off site. The restore function points to that single file

and re-creates the original Spire dataset.

! The Snapshot is not a backup!! Until the files are copied to an external device taken off site
or to a cloud backup service, they are not safe....
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To backup Spire data click on the tray icon on the server. It may be on the task bar or the user may have to

click the little ‘up arrow’ on the tray to see the hidden icons.

= ~ D) @ B NG 930AM

When the company list comes up double click on the one to set a snapshot for.

Spire Server Company List =la] x |

+

Company Mame Database Size Mext Snapshot  Last Successful Snapshot
Inspire Health Systems.  InSpireHealth 44.4 M

10h
Company Setup _ o 590

10 hours age
9 hours ago

Company Information

Company Mame | InSpireHealth |

Description |Inspire Health Systems, |
— Snapshot )
023 Server Version: 1.1.8, 12025
Interval | Daily r
Next Snapshat | 2015-03-01 5:28:06 AM 3
# Snapshots to Keep | 10 - |
| K. | | Cancel |
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Interval

* Never -Do not create a snapshot.

* Hourly — Create snapshot very hour.

+ Daily — Create a snapshot every day.

* Weekly — Create a snapshot every week.

* Monthly — Create a snapshot every month.

Next Snapshot — The date/time for the next snapshot.
#Snapshots to Keep — How many snapshots to store.

The snapshots will be stored in C:\Programdata\Spire\Snapshots

' E] = | Snapshots

' Home Share View

- v » My Computer » Local Disk (C:) » ProgramData » Spire » Snapshots
# Quick access ~ MName Date modified
| . |j InSpirw_2016-02-17T22-14-41.backup 271772016 10:14 PM
| ¢@ OneDrive = - - -
|| InSpirw_2016-02-16T22-13-053.backup 2/16/2016 10:13 PM

@/ Documents [ InSpirw_2016-02-15T22-13-03.backup

|j InSpirw_2016-02-14T22-12-36.backup
|j InSpirw_2016-02-13T22-12-34.backup
| InSpirw_2016-02-12T22-12-31.back 2M12/2016 10:12 PM
3 My Computer lT‘] nopin BEKUp e
P | ] InSpirw_2016-02-11722-13-17.backup 21172016 10:13 PM
i [ Desktop = . HOP01E 10
g || InSpirw_2016-02-10T22-13-04.backup 2/10/2016 10:13 PM

2/13/2016 10:13 PM
2/14/2016 10:12 PM
2/13/2016 10:12 PM

@ Music
@ Pictures

Spire User Manual - 2.2

q E] Documents
; Downloads
J‘& Music

EFE RN

&= Pictures

| |ﬂ = | Spire

€ o v 4
# Quick access

@ Onelrive
@ Docurnents

@ Music

[ InSpirw_2016-02-09T22-13-D1.backup
[ InSpirw_2016-02-08T22-12-53.backup
|7 InSpirw_2016-02-05T22-12-53.backup
[ InSpirw_2016-02-03T22-11-57.backup

()

» My Computer » Local Disk (C:) » ProgramData » Spire »

.

Cnd Mame

Reports
Server

Snapshots

2/9/2016 10:13 PM
2/8/2016 10:13 PM
2/5/2016 10:12 PM
2/3/2016 10:11 PM

Date modified

471572016 7204 AM
T/1472015 443 PM
4/15/2016 %:52 AM

Type Size
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
BACKUP File 1,442 KB
Type Size

File folder

File folder

File folder

Make sure to backup the complete contents of C:\Programdata\Spire. That way the custom reports will also

be included.
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! The Snapshot is not a backup!! Until the files are copied to an external device taken off site
or to a cloud backup service, they are not safe....

Page 44 of 462



Spire Systems Inc Spire User Manual - 2.2

Restore

To restore a Spire dataset go to the Spire tray icon on the server.

= ~ T 9) @ B NG

When the company list is displayed, select add, and then ‘Add Existing Company’.
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Company Mame Database Size  Mext Snapshot  Last Successful Snapshot
Inspire Health Systems Inc InSpire 452 M
Inspire Health Systems (UDF] InSpirelDF 42,1 M in 23 hours Just now
Import Company ? X
Select the company data you want to import, choose a unique name for the database, and press
enter.
Cornpany
Company to Import |C: YProgramData'SpireSnapshots\InSpire. backup | Browse. ..

Database Mame | InSpireYE2016 |

Snapshot
Interval Daily - 0o
Next Snapshot | 4/15/2016 10:31:23 AM 3

# Snapshots to Keep | 10

4k

Cancel

Company to Import — Browse to the snapshot file to restore.
Datbase Name — Select a unique name for the database. If the company that is being restored already

exists then select a different name. In this example we are selecting a year end backup so we appended
YE2015 to the end of the name.

Interval — As this is a database that was not previously on the list the snapshot intervals must be setup.
Next Snapshot — Displays when the next snapshot will occur.

#Snapshots — How many snapshots to save.
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* Warning — If the data restored is given a different name than origianlly then the custom
reports will not be available. The custom reports are stored in the folder C:\Programdata\
Spire\Reports\DatabaseName, where Database name is the one assigned in the Spire Tray.
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Backup & Restore Video

Video Instruction — How to create a snapshot of the Spire data so it can be taken off site. How to restore a

database back into Spire.

E—
A ire
I
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Company Setup

Company Settings

Once you have Spire installed on the system you will need to modify both the company and user
permissions in accordance with your specific internal requirements.

Begin with the Company Settings as pictured below.

| | Inspire Health Systems

File | Edit | Customers Vendors Inventory Purchasing Production  5Sales  Payroll  Tools  Help

. =  Communication List Q '?' Filters + Search A Export +
Currencies... Customer No.  Name Phone Email
Ship Via... JANCE49 Jancy Engineering Co (778) 888-2611 Ext.  codyb@jancyengitv
5 Sales Takes... HOLU&22 Holub, Ronald E Esq (732) 727-3294 Ext. amckusick@hclrone.net
BEIE39& Beierle & Beierle (514) 817-0292 BExt.  mcyr@gmail.com
g 1= ELDE929 Elden H Knudson Constretn Co (405) 495-7329 Ext.  aspies@edenknud.com
>
¢ Warehouses... DUPC192 Dupont Photographers (705) 443-6579 Ext.  jj@dupontPhotinfo
s laobs.. ER118 E R Partridge Inc (418) 737-0284 Ext. van@erpart.com
Phaces... MCCA93T Mecamic, Jeffrey W Esq (250) 760-3993 Ext.  awilson@gmail.net
I DELASS3 Delaware Contractors Assn (310) 556-9177 Ext.
“‘ Salespeople... OPTILOO Optima Limousine Service (718) 260-6246 Ext.
= Territories... WIENET9 Wiens, Robin A Esq (315) 452-5032 Ext.  rweins@rrgter.net
MALULIEE Maull Baker Box Ci (610) 326-1184 Ext. abby®@maulbaker.com
Email Templates... TRAV597 Travel Resources (416) 530-9128 Ext.  sheila@travreso.net
- QDOM%9G Odonnell, Charles W Esq (801) 533-2818 Ext. awaka@odonCharcom
Company Settings... CAPIGED Capital Electrical & Sec Inc (602) 257-4111 Ext.  alexis@capelectre.com
User Settings... LI55141 Liss, Philip A Esq (416) 884-9664 Ext.  shrenner@lissPhil.org
‘ Window Settings FORELLZ Forest Hist Ctr Min Hist Scty (416) 798-4132 Ext.  msmith@foresthistsoc.n
JACK225 Jackson Fitness Center (604) 249-0735 Bxt.  info@jacksonfitness.net
a Point of Sale HAST563 Hastings Communications (707) 466-1651 Ext.
! CROP895 Crop Production Services Inc (734) 522-3287 Ext.  ahatten@cropprodserco
s @ Sales History HARVEG3 Harvest States Cooperative (813) 759-4827 Ext.  abassett@harveststa.net
- EASTST1 Eastman Chemical Company (516) 466-7437 Ext.  asantory@eastchemco.c
ﬁ Price Matrix HARRG52 Harris, Baum E Esq (717) 531-8044 Ext.  abertschy@harrisbaurn.c
PEMM393 Penna Psychological Assn (612) 866-3623 Ext.
£ Communications ISAABD2 Isaacson, Thomas Lynn Esq (401) 232-3147 Ext.
DATAL00 Data Management Services Inc (714) 543-8358 Ext.
[ General Ledger CARE252 Care Laboratories Inc (2507 282-5021 Ext.

Once you have clicked on Company Settings in the navigation menu a new window will open where you will
perform your setting modifications.

Address

This is the main Company Settings window. You will notice a new navigation menu down the left hand side
of this window. Each of the menu items have their own section that you can modify based on your business
requirements.
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H k! Search
ﬁ‘ﬂ P Address | Biling | Phone Formats | TaxInfo
i
Name Inspire Health Systems. Contact #1 | Contact #2 | Contact #3
' General Ledger
Contact Information
|'3| Name
mm Reports Address
- 5578 First Avenue Phone () - Ext E]
] email (re20 ) Fasicel () - &
i |2y Muti-currency Emai
| BA special accounts aiy " Intemet Addresses
| . .
\ @ Sequence Numbers Postal Code VST 6Y6 Province |BC (e e
: Country  [Canada | o &
-J; Vaniables
| Ehone (504) 5554589 Ext. =
| @ Emloyees Fax (604) 555-7763 B
\ -m Sales Departments

Spire User Manual - 2.2

The first section to complete will be under the Company section. Here you will enter all of your company

information including address, primary and secondary contacts, phone formats and tax information.

Billing

The Billing tab is where you enter your banking information to be used with payroll direct deposit and
accounts payable EFT.

HE '

Search
E:HH:H Company Address | Biling | Phone Formats | TaxInfo
5
Bark Information
i General Ledger
EFT Orignator ID
=
= Reports Short Name
B email Long Name Inspirs Health Systems.
Institution | -
|j7_¥'] Multi-Currency
Transit Number 00000
i Special Accounts Account Mumber
@ Sequence Numbers File Creation Number 0000
: -‘E Variables

Phone Formats

The Phone Format tab is where you decide what format you want your phone numbers to be in.
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Search

‘ ﬁﬂ Company
[1

3 General Ledger

5 Reports

4] emai

I |ﬂ}£] Multi-Currency

ez Special Accounts

@ Sequence Numbers

: -J; Variables

s
Eﬂ Employees

ﬂ Sales Departments
Fa

17 Purchase Orders

Tax Info

Tax Info

Address | Biling Phone Formats

Mask Characters: All characters are interpreted as literals except the following:
# - Required Digit [0-5]

| - Optional Digit [0-9]

? -Required Letter [a-z, A-Z]

- Required Alphanumeric [a-z, A-Z, 0-9]

& - Optional Any Character

Mo Phone Mask Fax Mask

(#22) 2222222 B || (#%) #58-225%

[ &&&~a8aMLEARBARBARMBARBARLEEREE [ AREARBARLBARBARBBAREBREBRGRERE
[ Fax (###) #¢-saes

[ Cell () e aas

OoooEaom
ooooO

Enter all of your company tax information including the taxes you charge by default.

% Company Settings

H ke

Se

Company

‘l Address I Billing | Phone Formats | Tax Info |

General Ledger
Reports

Email
Multi-Currency
Special Accounts
Sequence Mumnbers
Variables
Employees

Sales Departments

B Ea=BE Kk

Company Tax Information

Tax 1 License Number

Tax 2 Exemption Number

Business Number Q0000 000

Employer Account Identifier D000

Purchasing Taxes

GST 1 Q GsT
PST 2 Q psT
Tax Defaults

] Post Q.5.T. Input Tax Refunds (Quebec)
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General Ledger

In this section, you can modify the General Ledger settings. There are several tabs to complete data entry
that include; General, Fiscal Periods, Segments, Groups, Subgroups, and Allocations.

oo i, .

I E
Bl coro

E]! General Ledger

é Reports
] email

Search

General | Accounts | Fiscal Periods | Historical Periods | Allocation Accounts | Segments | Groups | Subgroups |

Spedal meaning can be applied to one or more segments in Spire. These settings wil effect which accounts transactions are posted to.
Location
The location segment typically denotes a branch of the company which maintains separate balance sheet and income statement accounts.

Location Segment

Profit Center

The profit center segment denotes a function of the company for which separate income statement accounts are maintained.

Iﬂﬂ Multi-Currency

Profit Center Se t Disabled
gnoo Special Accounts s

Contract Cost
Sequence Numbers

Differential G/L Account a
J; Variables
" Miscelaneous
(5] employees Enable Job Costing
ﬁ Sales Departments Enable Divisions
Fa 7] Enable General Ledger

11 Purchase Orders

Location — If one of your segments in the GL has been designated for Location, use this setting to define
that segment. Then when you log into Spire, the user will be presented with a list of locations. The one they
choose will be where all postings will go to. This is a much easier method to track locations than using GL
divisions.

Profit Center — Similar to locations, a segment can be designated as a profit center. Then specific postings
can be re-directed as required.

Contract Cost Differential Account — A GL account can be selected to post cost differences when using
contract costs for customers. This way, each customer can have their own cost. The cost is entered on the
vendor cost field in price matrix. This vendor cost only appears if this differential account has been
configured.

The difference between average cost and the contract cost gets posted to this account. That way, inventory
is always relieved of the average cost and difference goes here. The cost of goods is posted at the
customer’s contract cost. This then achieves the proper cost of goods and profit even if the customer’s
contract cost is lower than average cost.

Enable Job Costing — When checked, the income and costs will get posted to the job. If not checked, the
job info will still be posted to sales and purchase history.
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Enable Division — When enabled, division 000 becomes the consolidated company; and when a user posts
to it, it updates 000 and the current division.

Enable General Ledger — If unchecked, postings will only go to the sub ledgers. This is typically used
during initial setup. Users will be warned when logging in that the GL is disabled.
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Fiscal Periods
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The Fiscal Periods tab is where the company yearend is decided. There is also a place to lock periods that

are complete to prevent accidental posting. Note that 3 fiscal years are available for posting. When the

yearend function is performed, last year gets moved to GL history and can no longer get posted to.

| Company Settings
=N
%ﬂ Company
L]
3 General Ledger

E Reports
4] email
|ﬂ§] Multi-Currency

eford  Special Accounts

@ Sequence Mumbers

: -J; Variables
Esj Employees

| ﬂ Sales Departments
Ea

1 Purchase Orders

@( Sales Orders
e

|t Payroll

General | Accounts Fiscal Periods | Historical Periods I Allocation Accounts I Segments

Current Year End

Locked Periods

Number of Periods

31/12/20 15[ oN

a v

@ 12 (1 month duration)

13 {4 week duration)

g

9

Last Year
28/02/2014

31/03/2014
30/04/2014
31/05/2014
30/06/2014
31/07/2014
31/08/2014
30/09/2014

31/10/2014

10 30/11/2014
11 3171272014

12 31/01/2015

This Year Next Year
28/02/2015 31/01/2016
31,/03/2015 29/02/2016
30/04,/2015 31/03/2016
31/05/2015 30/04/2016
30/06/2015 31/05/2016
31/07,/2015 30/06/2016
31/08,2015 31/07/2016
30,/09,/2015 31/08/2016
31/10/2015 20/09/2016
30/11/2015 31/10/2016
31/12/2015 30/11/2016

31/12/2016
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Historical Periods

This is where historical periods are displayed. Each year shown has history posted in it. The first time a user
clicks this tab they are able to define historical periods. It defaults to the same as the current fiscal periods,
but if a company has previously changed their year-end, they can edit this tab to match history. Once set
and accepted it can take some time to save.

This must be defined before the first Year End is processed, if you have imported data from another
accounting system.
E| Historical Periods pd

. Historical periods have not been established for this company. A set of historical
_l_}. periods has been generated automatically, Please confirm their correctness and
make any necessary corrections.

General Fiscal Periods Segments Groups Subgroups Allocations
Current Historical

2013 2012
1 043072012 043072011
2 033172012 03/31/201
3 06/30/2012 06,/30/2011
4 07/31/2012 07/31/201
5 083172012 08/31/20M
6 09/30/2012 08/30/2011
7104312012 10/31/2011
8 1173072012 11/30/2011
9 1273172012 12/31/2011
10 0143172013 01/31/2012
11 02/28/2013 02/29/2012
12 03/31/2013 03/31/2012
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Once the user clicks ‘Save’ they get this message and clicking Yes saves the historical periods and cannot
be edited again.

Histarical Periods =

Once you have saved this setup you will not be able to edit historical periods
again.

Do you wish to save the current histerical periods?

Yes Mo
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Allocation Accounts

A User can add Allocation accounts that can be used to post to more than one account. You can set up the
percentage to post to each ‘real’ account. That way, the user posts to a single account and it disperses it
based on those percentages.

l:.' FEI| Search

ﬁﬂ Company | General I Accounts I Fiscal Periods | Historical Periods |  Allocation Accounts | Segments I Groups | Subgroups |
]

[’ General Ledger ‘:‘ ? Fiters | Search 2, Export + 4 g v

Account Mo Marne

5 Reports
O] Email
|ﬂ§] Multi-Currency

|| leE] Seecial Accounts

~

Allocation Account - [000]  * - B
HE &
1 El |
Account Mo |99399 MName |Marketing
AccountMo  Mame Percentage
82100 Advertising Expenses 50
82170 Delivery Expensze 50;

Total 100%
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Segments, Groups, Subgroups

Segments

Segment structure is used to define how many segments are required and the length of each. You can also
decide if the segment is to be numbers, letters or a combination. You can have up to 4 segments, totaling
24 characters each.

7 conpany st
H k!
%ﬂ Company General I Accounts I Fiscal Periods I Historical Periods I Allocation Accounts. | Segments E
" Segment Structure | Segment Codes |

3 General Ledger

Segment Attributes
5 Reports Separator
g Email Segment Structure
|ﬂ3ﬂ Multi-Currency + New x Delete

| oog Special Accounts Segment Length Mame Type

15 Base  Murmeric
@ Sequence Numbers

[ ¥ Variables

( ﬂ Sales Departments
[~

-k
1+ Purchase Orders

Ej Sales Orders
e e

|t| Payroll

Groups

The groups section is used to decide the name and description of each GL group.
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H ke

Company

General Ledger
Reports

Email
Multi-Currency
Special Accounts
Sequence Mumbers

Variables

B a=/E K i) Es

Employees

Subgroups

| General | Accounts Fiscal Periods Historical Periods Allocation Accounts | Segments | Groups E

Group No
100
110
120
130
140
150
155
170
180
190
195
200
210

';"l ? Filters = Search

Name Alias
Cash Cash

* Export 7

Type
Asset

Marketable Sec...  Marketable Sec...  Asset
Accounts Recei...  Accounts Recei..  Asset
Other Receivables Cther Receivables Asset

Inventory Inventory

Asset

Prepaid Expense  Prepaid Expense  Asset
Other Current &... Other Current A...  Asset
Long Term Inve... Long Term Inve.. Asset
Property, Plant ...  Property, Plant ...  Asset
Accumulated D, Accumulated D, Asset
Other Assets Other Assets Asset
Accounts Payable Accounts Payable Liability
Motes Payable Notes Payable Liability

Subgroups is to decide the name and description of the GL sub groups and what group they belong in.

H ke

%ﬂ Company
[l

1 General Ledger

5 Reports
] email
|ﬂ§] Multi-Currency

oo Special Accounts

@ Sequence Numbers

Search

| General | Accounts

Fiscal Periods Historical Periods Allocation Accounts | Segments | Groups | Subgroups |_

Q ?’ Filters = Search

F
Subgroup
A-OFF
B-MACH
C-COMP
CAPITA
D-AUTO
E-INCO
EARN

Group Mame

180 Furniture

180 Machinery

180 Computer

260 Share Capital
180 Automotive
195 Incorparation C...

260

Earnings

A Export + 7

Suppress

ooooooO
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In the Reports section, you will be able to adjust your security preferences on how your company can

process reports.

Disable security — With this setting, all users will have access to all reports for the modules that they have

access to.

Enable Security — With this turned on, you will set the default reports that are given to each new user that

is added.

H F

o I

EE“H Company

[ General Ledger

& o

4] emait

|-_‘[§J Multi-Currency
Q Special Accounts
@ Sequence Numbers
J; Variables

Eaj Employees

ﬂ Sales Departments

[
tJ  Purchase Orders

g{ Sales Orders
.
|‘_-| Payroll
E_m Accounts Receivable

\E_-_ﬂ Accounts Payable

D Customers

hl Vendors

- Inventory

ﬁ Production

:E_ﬁ: Rental

Search

Enable Security v | % SelectAl | Select None
|‘I1He - Preview Print Expor Emad Template Deseription Filename B
#10 Envelope i) ] i) ] customes, cu. #10 envelop...

#10 Envelope with Return Address ¥ ¥ | ¥ customes, ou... #10 envelop...

AP Cheque &l ap payment, ... 2p cheque.rpt

Account Reconciliation ¥ [¥] V] [+ account reco... actount reco. ..

Aged Accounts Payable List Il accounts pay... accounts pa...

Aged Accounts Receivable List [+ il S I} accounts rec accounts rec

Backorder Details by Customer | in progress backorder de...

Balance Sheet ] [¥] v [w] general ledge . balance shee... =
Cash Out | cash out sales cashou...

Comparative Financial Statement ¥ ¥ vl [¥] general ledge . comparative ...

Comparative Finandal Statement by Pe... ¥ xxgeneral led... comparative ...

Costed 5] [ ¥ [+ inventory list manufacture...

Customer Payments List ¥ accounts rec customer pa

Customer Staternent = lEd] ¥ # accounts rec. customer sta...

Employee Summary | ¥ il [} employee list employee su...

GL Journal Transaction IF] IE]| il ] gl transactio. . general ledg... 3
General Ledger Account Activity Eil ¥ Kl ¥ gl transactio. . general ledg...

Income Statement il general ledge... income state..,

Inventery Count Sheet & il bl ¥ inventory list inventory co...

Inwoice il invoice batch invoice.rpt

Invoice ¥ ¥ ¥ [ invoice poste... invoice post...

Item Components List il inventory co... item compo...

Materials Requirements by Inventory [ [¥] vl [ production o.. materials req...

Order Confirmation 3l sales order, 5. order confir...

Packing Slip ¥ ] ¥ [ process packing slp. .

Payment on Account Receipt | ar payment paymenton ..

Payroll Cheque (HTML) ] [ 4| 1] payroll_base

Payroll Cheque - Bottom | payroll cheque payrol cheq...

Payroll Cheque - Centre E] () Wl [} payroll cheque payrol cheg...

Payroll Cheque - Top 5] ) | ¥ payroll cheque payrol cheq... -
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Email

Setup

The Email section is where you will add the email address and outgoing mail server information in order to
allow you to use the email function in Spire. If the user email is not setup, then this can be used as their
email settings. Some companies just setup the company email and all email comes from this account.

| Company Setti
H FI Search
@?FB Company | Enable Email
0
Outgoing Server Information
[ General Ledger
= SMTP Server smip Bgmail.com
[ e ] Reports Username info@inspirehealth,com
E Bt Password sesnss
: Encryption MNone > | Port 0
) Multi-Currency
Sender Information
Special Accounts
Display Name InSpire Health Accounting
@ Sequence Numbers Ernail Address accounting @insprehealth.com
’X Variables BCC copies to accounting @inspirehealth.com
n Reply-To Address  accounting @insprehealth.com
Eﬂ Employees

SMTP — This is the internet providers SMTP info

* Username — Usually their email address.

+ Password — Usually their email password. If the provider does not require secured SMTP this may be
left blank.

* Encryption — Many providers require encryption to be on.

* Encryption Ports — 25, 465 and 587 are common.

+ Display Name — The name of the sender.

* Email Address — The senders email address.

» BCC copies to — The address the sender wants copies of the email sent to.

* Reply-To Address — When the recipient replies, who will get the message?

It can sometimes be difficult to get the correct information from the internet provider. Always test with a
known address to prove all the necessary firewall settings are correct.
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The Multi-Currency section can be enabled if you require currency conversion for customers and vendors in

multiple countries. Choose the currency that you conduct your business in.

H

Company

General Ledger
Reports
Email

Multi-Currency

Special Accounts

Sequence Murnbers

>BL K 26 B

Multi-Currency Enabled

Base Currency |C‘.AD - Canadian dollars
CAD - Canadian dollars

CLP - Chilean Pesos

DEM - German Marks

FRF - French Francs

GEP - British Pounds

HKD - Hong Kong Dollars

IPY - Japanese Yen

MM - Mexican MNew Pesos

1JSD - American Dollars

¥EU - European Currency Units
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Special Accounts

Special Accounts are required to setup the company’s integration between the GL and the sub ledgers. It is
important that these are selected carefully as this controls the company’s financial information. The user
that sets these up should have a good understanding of accounting or have someone with that knowledge
review these settings before posting anything.

Company Setting:

I L_—J F' Search
| FHEH Company ;ﬁrdal Accounts Special Account Description Type Account Mo
& General Ledger AI-"P‘\nAgc(Dunts Current Earnings Current Earnings Liability 35600
= AP Accounts Accounts Receivable Accounts Receivable - Trade Asset 11210
B Reports Point of Sale Accounts Accounts Payable Accounts Payable Liability 21120
] Sales (revenue) Sales - General Revenue 41100
E Emil Purchases (expense) Postage Expense Expense 82350
Iﬂ}i] Multi-Currency Cash Receipts Cash and Cheque Receipts Asset 11130
Bank Account Cash in Bank Asset 11120
Special Accounts Freight Charged Freight Charged Revenue 51900
Inventory-on-hand Inventory at Cost - General Asset 11300
@ Sequence Numbers Cost of Goeds Sold Cost of Goods Sold - General Expense 71110
.J; Variables G5T G.5.T. Collected Liability 21400
n PST BC Provincial Sales Tax Payable Liability 21300
Eﬂ Employees Sales Order Deposits Customer Deposits Liability 21135
ﬂ Sales Departments Accrued Purchases Accrued Payables Liability 21130
— Accrued Freight Charges Accrued Freight Liability 21131
1y Purchase Orders Accrued Duty & Brokerage Accrued Duty & Brokerage Liability 21132
@( Sales Ordere Inventory Variance Inventory Variance Asset 11315
e Freight Expense Freight on Purchases Expense 82250
|‘J Payroll Retained Earnings Retained Earnings Liability 35500
— . Currency Gain/Loss Gain or Loss on Currency Expense 91400
T_)_;‘l'l Accounts Receivable QST Input Refunds Q.5.T. Input Tax Refunds Liability 21350
Fa . -

Special Accounts

Current Earnings — The current earnings are calculated automatically as sales and expenses are recorded.
The current earnings balance is, income minus costs and expenses. Current earnings start at zero at the
beginning of each year. The amount is not shown in the account or on the trail balance as is a calculation.

Accounts Receivable — The default AR GL account that is used when adding a new customer. There can
be more than one AR account so the company can track groups of customers receivables separately.

Accounts Payable — The default AP GL account that is used when adding a new vendor. There can be
more than one AP account so the company can track groups of vendors receivables separately.
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Sales (revenue) — The default account that will be used when adding an invoice directly into the accounts
receivable account.lt is also the default account used for inventory sales if it is not changed using inventory
“Sales Departments”

Purchases (expense) — The default GL account that will be used when posting an AP invoice if a vendor
does not have one set.

Cash Receipts — The GL account that customer accounts receivable payments will be posted to by default.

Bank Account — The default company bank account.

Freight Charged — The GL account that freight will be posted to in sales invoicing.

Inventory-on-hand — The account that inventory will be debited to on receipts and credited on sales. If
inventory sales departments are used then this can be changed to another account for each department.

Cost of goods sold — The account that invoices will post cost of goods to. If inventory sales departments
are used then this can be changed to another account for each department.

GST - The GST/HST collected account used to charge customers on invoices and AR entries. (Canada)

PST - The Provincial Sales Tax account charged to customers on invoices and AR entries. (Some
Canadian Provinces)

Sales Order Deposits — The account that is used to post customer deposits in a sales order. This is usually
set as a current liability account.

Accrued Purchases — The GL account that is used to post purchase accruals if a vendors invoice is not
posted at the same time as receiving the inventory. The inventory account is debited and this account is
credited. Then when the invoice is received the user goes into the purchase order and clicks the invoice
button, and the accrual is reversed.

Accrued Freight Charges — This account is used to post the landed freight on a purchase order. The
landed freight on a purchase order is added to the inventory value and credits this account with that same
amount. When a freight bill is received the user manually posts the amount to this account. In theory this
amount will zero out if the amount accrued and the freight are the same. Inevitably these amounts are not
always the same so this account should be manually reconciled regularly.

Accrued Duty and Brokerage — Same as accrued freight except for Duty and Brokerage.



Inventory Variance — The account used when purchase order receipt value does not match the accounts
payable entry. This account can either be a cost of goods or expense. Some companies like to set this
account as an asset and then manually disperse the variance to other accounts monthly.

Freight Expense — The default account used for freight expense on a purchase order if the freight is
entered on the footer of a PO (not accrued freight). There is a company setting that makes the PO footer
freight add to the value of the inventory instead of posting to freight expense. (Company Settings/Inventory/
Enable Landed Costs)

Retained Earnings — When a year end is processed, the current earnings from ‘Last Year’ are rolled into
this account. Posting can be made to this account if a closed year needs to be adjusted.

*Currency Gain/Loss — When there is a difference in the currency rate from when an invoice in AP or AR is
entered and when it is paid that amount gets posted to this account when posting the payment. This account
is also used to post the difference when ‘Currency Revaluation’ is performed in the GL.

Billing
(These are read only and set above)

Accounts Receivable
Sales (revenue)
Freight Charged
Inventory-on-hand
Cost of goods sold
GST

PST

AR Accounts

(Most are read only and set above)

Accounts Receivable

Sales (revenue)

Cash Receipts

Inventory-on-hand

Cost of goods sold

Currency Gain/Loss

Finance Charges — The GL income account that will be used when adding finance charges in accounts
receivable.



Optional Entry — This account will be added as an additional account when entering an invoice. The user
can always add any account to an AR entry but if there is one common one used then add it here.

Discount (CR) Given — The account that is used when an early payment discount is given in accounts
receivable.

Write-off (expense) — The account used when an AR entry is written off.

AP Accounts

(Most are read only and set above)

Accounts Payable

Purchases (expense)

Bank Account

Currency Gain/Loss

Discount Taken — Account used to post early payment discounts in accounts payable.

Point of Sale Accounts

Cash Receipts — Set above
Optional Entry 1 — 6 — Add up to 6 additional payments that are used in invoicing and POS.
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Sequence Numbers

The Sequence Numbers section will allow you to set the starting number for a type of transaction or record
that you will create in Spire.

H ke

il
S|
=1
X
e
b
VX
=

zeneral Inventory | Sales | Production

Company

Customer 0000000000
General Ledger

Viendar 0000000005
Reports G/L Transaction 000000563
Email Job Transaction 0000000001

_ Purchase Order 0000700058
Multi-Currency

Equiprment ID 0000000001

Special Accounts

Sequence Mumbers

Variables

Franlmrere
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Inventory

Company Settings
H kK

| %:H Company

E1  General Ledger

5 Reports
] Email
IZLE Multi-Currency

@ Sequence Numbers
—.E .'nrﬂ?iﬂlﬂlﬁf

Sales

General Inventary Sales

Production

Inventory Receipt | 0000000351

Adjustment | AD0D0D0004

Adjustment Receipt | R000000002

Adjustment Transfer | T000000002

Spire User Manual - 2.2

For the sales sequence numbers we also allow you to set the colour of the order on the sales order list.

H F

Search

"§cco Special Accounts
@ Sequence Numbers
o

J; Variables

B
Eﬂ Employees

' ﬁ Sales Departments

Fa

Production

Eﬁ Company General | Inventory | Sasles | Production
o
Invoice 0000600313
[ General Ledger
= Sales Order 0000800030
[ ] Reports
B - Quote Q000057963
mai
| V| Nurnber Sales Orders by Type
i IﬂEI Multi-Currency
Booking Order  BO00359758
(-1-1

Standing Order  S0005785%6

RMA Order RO00000001

Work Order WO000s47859

Rental Order  RO00789583

The starting number for the next production order and the next template.

0D WO
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H ke

% Company General | Inventory | Sales | Production I_
[]
Production Order Q000000004

EH General Ledger

= Production Template 0000000011

é Reports

Email
| |“_'l§] Multi-Currency

1]

@ Sequence Mumbers

:l -J; Variables
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These are fields that can have a custom label put on them. This will change the label for two fields in
customers and two fields in inventory.

Company Settings

g

=B K ino) e

ke

Company

General Ledger
Reports

Email
Multi-Currency
Special Accounts
Sequence Mumbers

Variables

Customer Misc, | Misc,

Customer User Type |I..Iser Type

Inventory Misc, | Misc.

Inventary User Type | User Type
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Employees

The Employees section is where you enter your Address Defaults for the location of employment, the
Contact Labels for the employee’s contact record, the Department the employee works in and the Pay
Frequency. It will use these defaults when creating a new employee.

H E| Search

Fﬂxﬂ Company Address Defaults Payrol Defaults
[l
Cil tment o
] General Ledger & e Q
= Province BC Pay Frequency [?_4 YI
== Reports Country [Cmada vJ
B emai ContactLabels
" |_1rjl Multi-Currency 1 Employes
| 2 Spous
' @ Special Accounts .
| 3 Emergency

W @ Sequence Numbers

| -J; Variables
yir=-
" ﬁﬂ Employees
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Sales Departments

Used to define the sales, cost of sales and inventory GL accounts for each sales department. Then a sales
department gets assigned to each inventory item. If a sales department is not added to the inventory item
department, 0 gets used.

l_—l| FI Search

% Company #  Sales Account Cost of Goods Inventory
41100 - Sales - General 71110 - Cost of Goods Sold - General 11300 - Inventery at Cost - General
[§ General Ledger
1 41200 - Sales - Accessories 71120 - Cost of Goods Sold - Accessories 11302 - Inventery at Cost - Accessories
é Reports 2 41300 - Sales - Equipment 71130 - Cost of Goods Sold - Equipment 11303 - Inventory at Cost - Equipment
3 41400 - Sales - Games 71140 - Cost of Goods Sold - Games 11304 - Inventory at Cost - Games
E Email 4 41500 - Sales - Supplements 71150 - Cost of Goods Sold - Supplements 11305 - Inventory at Cost - Supplements
A | Multi-Currency 5 41600 - Sales - Weights 71160 - Cost of Goods Sold - Weights 11306 - Inventory at Cost - Weights
6
| ?o.; Special Accounts 7
f 8
[ @ Sequence Numbers T
.J; Variables 10 11310 - Inventory - Raw Material
" 11
Eﬂ Employees 12
ﬂ Sales Departments =
14
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Purchase Orders

Post to Accounts Payable — When checked, the inventory receipts on POs will be accrued if received
before obtaining the vendors invoice. Once the invoice is received, the AP entry is done from within the PO
and the accrual is reversed. If the invoice is available on receipt of inventory, then the AP entry is posted
without the accrual. If this setting is off, there are no GL postings or AP entries done when receiving a PO.
(not recommended)

Allow over-receiving — If checked, then the user can receive more than what was ordered on a purchase
order.

Enable landed costs — If checked, purchase orders accrue freight and duty on receiving.

El Company Settings
H ke
% Company Post to Accounts Payable

[] allow over-receiving

General Ledger
= : Enable landed costs

5 Reports
] Email
|‘_’|§] Multi-Currency

oore]| Special Accounts

@ Sequence Mumbers

-J; Wariables
ﬂ Sales Departments
[

il
11 Purchase Orders

Caaa
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Sales Orders

HE Search

?ﬂiﬂ Company Orders | Process(invoicing | Surcharges | | misc

Separate Departments

Display only orders created in the current division in the order list.

E]' General Ledger

=
€= Reports [F] separate arders by division
M Ermail Inventary
- ] User selectable kit ts
| IﬂE Multi-Currency [#] User selactable kit componen

| "] Match lowest price in price matrix
| gaoo Special Accounts [] Use customer's default warehouse
[¥] Use serialflot number costing

] Use serialfot number sefing

Sequence Numbers

0,
'J; Variables [] Use cost from inventory for non-physical items
.. % Employees Shipping
ﬁ @ Allow overcommitting inventory
Fa
U
@

Sales Departrents
Prohibit negative inventory

Purchase Ordlers () Always ship (disable order and backorder quantity)
— Sales Orders Salesperson Termtory Codes
¥ |‘J Payroll [7] Require salesperson on orders

[T Require territory on orders

[~ .
')—l_l'l Accounts Receivable ||| Default salesperson with username if customer salesperson is blank

—

(-_H Accounts Payable Required Date
s || set default required date
1 >
Days before an order is required 0 v
hl Vendors
Prices
(=

| Inventory [] warn on zero price

| & Production [T Automatically update customer price table
| || Create records for shipping address only

¢l Rental
af

Orders Tab

Separate orders by division — With this option set, a user only sees the orders from their own division.

User selectable kit components — Kits will explode onto a sales order after allowing the user to select the
components required.

Match lowest price in price matrix — The lowest price will get selected even if the customer’s specific
price is higher.

Use customer’s default warehouse — If this is selected, the warehouse that is set for a customer will get
used on a sales order instead of the one in inventory.
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Use serial/lot number costing — Costing for sales history will come from the serial/lot number instead of
the inventory item. The GL cost posting will still be derived from the costing method set in company setup.

Use serial/lot number selling — Sell price will come from the individual serial/lot number.

Use cost from inventory for non-physical items — If selected, the cost will come from inventory. If it's not
selected, the cost will be zero but allow the user to edit it on the sales order line.

Y Use caution with cost on non physical items. Be sure that the sales dept used does not
credit the inventory GL account, unless the user makes sure that a corresponding AP entry
gets debited to the inventory asset account.

Allow overcommitting inventory — Inventory will be able to be oversold.
Prohibit negative inventory — Inventory will not be able to be oversold.

Always ship (disable order and back order quantity) — Inventory levels will not be used to decide what to
ship. In this case, everything will ship and there will be no back orders kept.

Require salesperson on orders — Order will not be able to be saved without a salesperson.
Require territory on orders — Order will not be able to be saved without a territory.

Default salesperson with username if customer salesperson is blank — If there is no salesperson on a
customer, and the salesperson code matches the logged in user code, the code will be automatically
entered in the salesperson field of the sales order.

Set default required date — Set a required date on the sales order.
Days before an order is required — Number of days ahead the default required date (above) will be set to.
Warn on zero price — Warn user if an item is added to an order without a price.

Automatically update customer price table — If set, every item and its price on a sales order will be added
to the customer’s price list.

! BE CAREFUL because if you sell to the customer at a onetime low or zero price, it will
remember it.



Create records for shipping addresses only — Prices will be set for the shipping address of the sales
order instead of the billing address.
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Processing / Invoicing

| Company Settings - ] x
(= searh
EBEH Company Crders Process,Tnvoicing Surcharges  Messages  Misc
Bl General Ledger Process and Shipping Backorders
= [ Enable process status [ Alow fil backordars on processed orders
Report:
E ot [+ Enable shipped status [ Use suffix on order number to manage backorders
Email [ Prohibit processing orders twice [ Create backonders while invoicing
[ Lack processed arders [[] Reset phase when nvoicng with backorders
|:,7 Mutti-Currency
5 Fraight
Special Accounts [ Promot £
| Prompt on zero freight amount Freight Method Rate !
@ Sequence Numbers [ Apply tax to fraight Percentage Charge | 0.0%
ﬁ Variables [ zero freight after ivvoicing Minimum Charge | 0.00
Maximum Charge | 0.00
ﬁ Sales Departments
For Orders Below | 0.00
ra
13 Purchase Orders B =
Order Invoidng
‘;3. Sales Orders Batch Posting | Live Invokdng el
A, 5 i
Ej Employees [ user selectable invoice numbers
‘ [[] Reset phase when nvoicing Standing Orders
Payroll
5 Customer Credit Irventory
s Customers [[] Require credit authorization 'ost FIFO Cost to Sales History Current Cost
I Vendors [ Chexk creit Imit when processing orders [ Post Standard Cost to Sales Hstory Current Cost
e E Disable credit for customers over terms
-) Accounts Receivable |: Chedk credit when saving
— " .
(_l'l Accounts Payable [ check eredit based on ordered quantity

Enable process status — When enabled, the Process feature will be turned on.
Enable Shipped status — When enabled, the Ship feature will be turned on.

Prohibit processing orders twice — Will not allow an order to be processed more than once unless user
has override security setting.

Lock processed orders — If an order is processed, it cannot be edited without the correct user setting.
Prompt on zero freight amount — Warns user if they try to invoice an order without freight.
Apply tax to freight — Check if freight needs tax 2 applied.

Zero freight after invoicing — After an invoice is generated and if there are back orders, the freight will get
zeroed out.

Percentage Charge — % charged on shipping method by default.

Minimum Charge — Minimum freight charged.
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Maximum Charge — Maximum freight charged.

For Orders Below — Freight only charged if sales order is below this amount.

* NOTE: Above freight settings are overridden by the same settings that can be applied to
each shipping method.

Order Invoicing

User selectable invoice numbers — Users can override the next invoice number. It gets added to the sales
order before invoicing and can be an alphanumeric number that has not yet been used.

Batch Posting
Live Posting — Order gets posted as soon as the user clicks invoice.

Batch Posting — Order gets an invoice number added to it when the user clicks invoice, however, they stay
in orders until someone ‘batches’ them. With this option, the invoice can be corrected/edited up until the
user posts the batch.

Customer Credit

Require credit authorization —Orders/invoices must be credit authorized before they can be saved and/or
invoiced.

Check credit limit when processing orders — Credit is checked when order is processed.
Disable credit for customers over terms — Credit is checked for terms in addition to credit limit.
Check credit when saving — Credit is checked when the order is saved, not just processed.

Check credit based on ordered quantity — Credit check is based on the order value instead of just the
value that can be shipped. It includes back ordered items.

Inventory

Post FIFO Cost to Sales History Current Cost — FIFO gets posted to current cost in sales history.



Post Standard Cost to Sales History Current Cost — Standard cost gets posted to sales history instead of
current cost.

Standing Orders

Reset phase when invoicing standing orders — Phase gets reset each time the standing order gets
invoiced.

Backorders

Allow fill back orders on processed orders — Will ship items on a processed order if the items are now in
stock.

* Not recommended as the order may already be picked.

Use suffix on order number to manage backorders — All sales orders will start with a -0 and will
increment each time an order is invoiced and still has back orders. It goes as high as —Z.

Create back orders while invoicing — If using batch invoicing, a new order will get created on invoicing
instead of when the invoice gets batch posted.

Reset phase when invoicing with back orders.
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Surcharges

Company Settings
H ke

Company Orders Process /Tnvoicing Surcharges Messages Misc

General Ledger Surcharges

Tax code 1 applies to surcharge

Reports
P Tax code 2 applies to surcharge
Email Min |
. Max |
Multi-Currency
G/L account |
Special Accounts Abas |

Sequence Mumbers
Variables
Sales Departrents

Purchase Orders

g B HhoBY Kk E

Sales Orders

L]
L]

F I"l"ll"lli‘l'\.l'FiFiE

Surcharges can be set to automatically be added to the footer of an order, much like a tax. The surcharge
amount or % is set in editing of Product Codes. This can be used for ‘Fuel Surcharge’ or ‘Shop Supplies’
etc.

Tax code 1 applies to surcharge — Charge tax1 on the surcharge.

Tax code 2 applies to surcharge — Charge tax2 on the surcharge.

Min — Minimum amount to charge.

Max — Maximum amount to charge.

G/L account — GL sales account to post the surcharge to.
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Alias — What the company calls the surcharge (ie — Shop Fees, Fuel Surcharge).
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Company Settings

=

B hoBT K6 E

L]
[

I

FI

Company

General Ledger
Reports

Email
Multi-Currency
Special Accounts
Sequence Mumbers
Variables

Sales Departments
Purchase Orders

Sales Orders

Comm il ims smimm

Orders Process,Invoidng Surcharges Messages

Price Check Warning

Message

Display in POS

Display in sales orders

Warning Messages

|:| Display warning when POS overcommits inventory

[] pisplay warning when a duplicate Purchase Order number is used

Price Check Warning — Warning to prompt user if an item is sold below the expected margin. This margin

is set in Edit/Product Code.

+ Message — Custom price check warning message that is given to the user can be entered here.
» Display in POS — Display the price check warning in POS.

+ Display in Sales Orders — Display the price check warning in Sales Order.

Warning Messages

Display warning when POS over commits inventory.

Display warning when a duplicate purchase order number is used.
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Misc

E| Company Settings
i |
[]
=
Company Orders Process/Inveicing Surcharges Messages Misc

General Ledger Point of Sale

] always prompt for customer

Reports
P Accumulate Ttems

Email POS multiplier |

Home Page | htmlfpos. himl

Multi-Currency

Credit/Copy
Special Accounts

[ ] Retain Order number on Copy and Credit in Sales History

Sequence Numbers [ ] Convert quotes to Sales Order with next Order number

Variables Sales Order Mumber

[ ] allow users to set Sales Order number on new orders
Sales Departments

Recurrence
Purchaze Orders
Default Repeat | Mone -

Sales Orders

PR a=BE Koo s

Commlmnsmme

Point of Sale

Always prompt for customer — If set, each time a user creates a POS order, they will be prompted to enter
a customer. Otherwise a default ‘cash’ customer can be set and used.

Accumulate Items — If an item is added to a POS order more than once, the quantity is increased instead
of adding the item to the order again.

POS multiplier — The user can use a shortcut character to multiply an item in POS. ie. if the multiplier is set
to * then when 6 of an item are required the user would enter 6* and then scan or type the item.

Home Page — An html location to display in the left hand pane of the POS. This is used for display ads to
the screen.
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Credit/Copy

Retain Order number on Copy and Credit in Sales History — If set, the same order number will be copied
from history. If not, then it will get the next available order number.

Convert quotes to Sales Orders with next Order Number — This will change the Quote number to the
next available sales order number. The original Q number gets saved as well.

Sales Order Number

Allow users to set Sales Order number on new orders — Users can override the next available order
number in sales orders.

Recurrence

Default Repeat — Select None, Daily, Weekly, Monthly or Yearly for the default repeat cycle on a standing
sales order.
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These settings are used to define each payroll department. Then, each employee would be added to one of

the departments. If a department is not set for an employee, then they default to department 1.

V.| Company Settings

H ke

Company

BBLYoBT Kb E

Reports

Email

Varnables

Ermployees

P

& <

Sales Orders
)

|ﬁ Payroll

») Customers

&I Yendors

General Ledger

Multi- Currency
Special Accounts

Sequence Mumbers

Sales Departments

Purchase Orders

9;'1 Accounts Receivable

—
6_' Accounts Payable
= i

Payroll Department 1

Division 000

Accounts

Deductions Benefits

Payrell Account
Salaries & Wages
ElL (expense]

C.RP (expense]
Workers Comp. (exp)
Adances receivable
El payable

C.PP. payable
W.C.B. payable
Income Tax payable
Pensicn payable
Union dues payable
Vacation payable
Bank or Clearing
QPP (expense)
C55T (expense]
QHSF (expense)
QPP payable

CS5T payable
QHSF payable
Quebec Income Tax
QPIP (expense)
QPIP payable

Account Description
Production Wages

ElL - Employers Share

C.RP - Employers Share
W.C.B. - Employers Expense
Advances Receivable
Employees' EL Payable
Ermployees’ CPP Payable

Employees’ Workers Comp. Phle,

Employees’ Income Tax Payable
Employees' Pension Payable
Employees’ Union Dues Payable
Employees' Accrued Vacation
Cash in Bank

Type

Expense
Expense
Expense
Expense
Asset

Liability
Liahility
Liability
Liahility
Liahility
Liability
Liability
Asset

Account Mumber
71100
82410
82420
82430
11280
21160
21150
21170
21140
21180
21190
21200
11120

This is where the GL accounts are selected so that the employee department posts to the correct GL

accounts.
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Deductions

Setup each deduction with a GL account and give it a name that will appear in the employee record and on
timecards.

H ke

Company Payroll Department 1

Divisi
General Ledger ivision oon

Accounts Deductions Benefits

Sales Departments

i
S|
= Reports
& "er Deduction Account Mumber Deduction Mame
] Email 1
2
|‘_’|.EI Multi-Currency 3
il Special Accounts 4
5
@ Sequence Mumbers 6
| _ 7
il -J; Variables 3
A
Eﬂ Employees 9
10

p

Purchase Orders

|8 [c

Sales Orders
.

|ﬁ Payrall

R . -

Benefits

Give each benefit a name. The benefit will be further defined when editing the employee record.
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H ke

Company Payroll Department 1

D
General Ledger ivision Qoo

Accounts Deductions Benefits

Reports Benefit Benefit Name
Email 1
: 2
i Multi-Currency 3
. 4
Special Accounts
5
Sequence NMumbers 6
| . 7
|.| Variables g
Employees ?
10

Sales Departrnents

6B B aoBh Kk E

Purchase Orders

Sales Orders

L]
L]

g

Payroll

Spire User Manual - 2.2
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Accounts Receivable

H ke

Company Manthly Interest Rate (%G) —IIJ
Aging Periods

Period 1 30 El

Period 2 &0 El

Ernail Period3 90 |3

Period 4 120 EI

General Ledger

Reports

Multi-Currency

Special Accounts

Sequence Mumbers

[ Variables

B BhoBY Kk E

I Employees

Sales Departments

Purchase Orders

Sales Orders

1 |ﬁ Payroll

9: :ill Accounts Receivable

u . -

]
]

Monthly Interest Rate — Interest rate to charge in AR.
Aging Periods — Select 4 aging periods.
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Accounts Payable

H ke

Sales Departrents

Purchase Orders

C Aging Periods
%ﬂ ompany
Period 1 30 E
E General Ledger
— Period 2 &0 E
E Reports Period 3 90 El
E Email Period 4 120 E
il |;,|§:I Multi-Currency Batch Processing
! Cheque Detail Limit 15
i Special Accounts d
| |
i @ Sequence Mumbers
b -J; Wariables
il =B
.l Eﬂ Employees
Fa
1)
=

Sales Orders

L]
L]

.

Payroll

9: Zi'l Accounts Receivable
| e—i'l Accounts Payable

Aging Periods — Select 4 aging periods.
Cheque Detail Limit — Define how many invoices will fit the cheque stub.
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Customers

I company Sertings - m] *
R L'_I Search |
ﬁHEIH Company Address Defaults Contact Labels

O . :

[+ Tt 1 (M
[ General Ledger i ronke | =
= Pravince on | 2 |Sales
| [= :
= Reports Country Canada = 3 | Accounting
B4 email Unique shpTo []
pping Te

oy Multi-Currency b = = [ |
- Terms |01 Q| SalesTax 1 |1 q
Special Accounts ship via [03 ql SalssTax 2 |2 Q
@ Sequence Numbers Cales
-.f; Variables 6L Account | 41100 Q/

R Override Sales Account []

i k Credit Type Unlmited Crede -

ra

10 Purchase Orders Credit Limit Ul
g{ Sales Orders

",
BB Employees
|‘_‘| Payroll

oD Customers

[

Address Defaults — Set the default address that will be used when creating a new customer.
Unique Ship To — Check this if you require each ship to ID to be different across customers.

Contact Labels — Contacts 1, 2 and 3 can have a label added to define what the contact is used for; i.e. if
you always want contact 3 to be used for accounts payable, then change the label to ‘Accounts Payable’.

Shipping

Terms — Customers default terms.

Ship Via — Customers default shipping method.
Taxes — Default taxes for a new customer.

Sales

GL Account — Default GL account that will be used for a customer if the setting to override the inventory
sales account is selected (below).
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Override Sales Account — Use this to override the sales GL account selected in the sales department used
for inventory items.

Credit Type — Default credit type for a customer. Choose either No Credit, Unlimited or Limited.

Credit Limit — Default credit limit for a new customer.
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ﬂ Company Settings
H ke
FH Company
[

[ General Ledger

[ | Reports
] email

|ﬂ§] Multi-Currency
Special Accounts

@ Sequence Mumbers

-J; Variables
ﬁ Sales Departments

Fa

1y Purchase Orders

Ej Sales Orders
.

L]

s}
Eﬂ Employees
|‘J Payroll

) Customers

&I Vendors

£ T -

Address Defaults

Contact Labels

caty  |Toronto

| 1 |contact #1

Province | [a]{]

| 2 [contact 22

Country |Canada

Purchasing

v 3 |contact #3

Default G/L Expense Account |

Credit Type

Credit Limit |

Address Defaults — Set the default address that will be used when creating a new vendor.

Contact Labels — Contacts 1, 2 and 3 can have a label added to define what the contact is used for;

i.e. if you always want contact 3 to be used for the buyer, then change the label to ‘Buyer’.

Purchasing

Default G/L Expense Account — Default expense account when adding a new vendor.

Credit Type — Default credit type for a vendor. Choose either No Credit, Unlimited or Limited.

Credit Limit — Default credit limit for a new vendor.
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Company Settings
=N
1 (X |
FH Company
[l

[J General Ledger

5 Reports
[ Email
|ﬂ§i] Multi-Currency

Special Accounts

@ Sequence Mumbers

-J; Wariables
ﬂ Sales Departments

Fa
1t Purchase Orders

E:{ Sales Orders

L]

A
Eﬂ Ernployees
|‘_‘| Payroll

5] Customers
I Vendors
-)Izll Accounts Receivable
—
gm Accounts Payable

- Inventory

Warehouses

Multiple Warehouses — Select if you require more than one warehouse.

Warehouse

[] Multiple warehouses

Receiving/Transfers

Post adjustments to GL

Search

Default Adjustment Account | 41110/

Transfer Markup Account | /

Default Markup Percentage |

Landed Costs

Accrued Freight %6 |

Accrued Duty and Brokerage % |

Enable landed costs
Save landed costs
Serialized Inventory

Use serialized inventory
Upon receipt
Miscellaneous

Cost Method MAverage

Default Stock UOM | Ea

[ Prohibit overshipping
[] Enforce product codes
[] Use permissive FIFQ (not recommended)

Receiving/Transfers

Post adjustments to GL — When adjustments are made they will get posted to the GL.

Default Adjustment Account — Default GL account to post inventory adjustments to. User can override the
account on each adjustment.
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Transfer Markup Account — If a markup is required when transferring inventory, then a GL account will be
required to post the markup to. Typically a sales account is used here. It will then debit the percentage set
below to the inventory account setup for the receiving warehouse and credit the sales transfer markup
account.

Default Markup Percentage — What default percentage will be used for inventory transfers if setup above.
Landed Costs
Accrued Freight % — What default percentage will be used on a purchase order for freight.

Accrued Duty and Brokerage % — What default percentage will be used on a purchase order for duty and
brokerage.

Enable Landed Costs — If “Enable Landed Cost” is on in the Company Settings, Inventory, then in
purchase orders the vendor’s freight cost will get included in the cost of the items received. If it is not on,
then the freight amount will get posted to freight expense.

Save Landed Costs — Automatically save the freight and Duty/Brokerage percentage entered on a
purchase order to inventory for future orders.

Serialized Inventory
Use Serialized Inventory — Use serial numbers.

Upon Receipt — Serial numbers are received into inventory for later selling. Otherwise, you can enter
manual serial numbers on a sales order.

Miscellaneous
Cost Method — Choose Average or FIFO
Default Stock UOM — When adding a new item to inventory it will default to this unit of measure.

Prohibit overshipping — Inventory cannot be consumed below zero on hand.

Y Itis not recommended that the company allows over committing of inventory as the cost that
will be used in sales and production will not be accurate.When a PO is received for an item
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that was negative and the cost was different, the difference will be posted to the cost of
goods account for that item.

Enforce Product Codes — Require product codes when adding inventory items.

User permissive FIFO (not recommended) — Allow over shipping of inventory when set to FIFO.
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H ke

Company Production Qrders

Enable scrap and yield

General Ledger
Enable Revision Level

Reports Default Category MAMN

Email

Multi-Currency

B BhoBT KL E

Special Accounts

Sequence Numbers
Variables
Employees

Sales Departrnents

Purchase Orders

i Ej Sales Orders

F. |ﬁ Payroll

9:. Accounts Receivable
N Q Accounts Payable

F. D Customers

I Vendaors

h.. < Inventory

..l‘ ,ﬁ Production

Enable Scrap and Yield — Enable if scrap and yield need to be tracked.
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Enable Revision Level — User will be prompted for a revision number when editing a template.

Default Category — If categories on templates are always the same, then users can set a default category
so it does not have to be manually entered.
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Settings

These setup items are found under Edit.

Inspire Health Systems (UDF)

File | Edit JCustormers Wenders Inventory Purchas

£ = Communications S W )
» Filters
: Y
y ( Currencies... ustormer Mo, M
Ship Via... A
[ | Sales Taxes... A
A
i Payrment Terms... As
E Product Codes... Ma3g i
> Warehouses... Al
{ A
[ Salespeople.. -
;> =
E Territories... BS0%10 Ak
> | Phases... CADA3E Ac
Promeotions... CAD4ES Ac
[ CCEBBE Ac
o
Email Templates... CCLo48 Ac
= CCUs23 Ac
l Company Settings... Ac
Uzer Settings... CMESS2 Ac
: i A
( Window Settings Y MCORET3 B
i = e e
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Shipping Methods — O >
Q Y Fiters v [search 2 bpot wfm '
CudEA Description Threshold Rate Minimurm Maximum
01 Mail 0.00 0.00 0.00 0.00
0z L.P.5. 0.00 0.00 0.00 0.00
03 Federal Express 100.00 5.00 5.00 50.00
g: Shipping Method - Federal Express — O >
06 —] 1
o K < > HE ®
Code |03 |
Description |Federal Express |
—1 Methed |Rate * | Taxable ]
Threshold | 1|:|u| Min Charge | 5|
Rate | 5| Max Charge | EU|

Motes LUser Defined

L‘;} T Filters + [Search | * Export + %‘. -

o =
Subject Created Date Created By Due Date Completion Date
£ >

Created by 55 on 772005 10:06:12 AM Modified by 55 on 4/11/2016 11:41:02 AM

Code — A code of up to 10 digits.
Description — Description of the shipping method.
Method — How to charge the shipping fee.
* Prompt — User enters the freight on each order manually.

» Fixed — Shipping fee is a fixed amount.
+ Rate — Percentage of the order.

Threshold — Charge freight if the order is less than threshold.
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Rate — Percentage to charge for freight.

Taxable — Is the freight taxable.

Min Charge — The minimum to charge for freight.

Notes — Any number of notes specific to the selected shipping method.

User Defined — User defined fields can be added to track and/or print. (Spire UDF license required)
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Sales Taxes

Sales Tanes — O >
L‘;& ‘f‘ Filters = |search A Export + 7 r_x

Tax Cl::u:hEA Mame Rate Short Mame

1 G.5.T. 5.00 G.5T.

2 P.5.T. 7.00 BCP.S.T.

3 H.5.T. 13.00 H.5.T. |

'; Tax - HS.T. - | 4
HE K <> 5

Tax Code |3 |

Description |H.S.T. |

Details Communication User Defined

Shart Mame |H.S.T. %

Rate | 13.0000 |

Use Partial Tax Rate

PartialRate | 5.0000 |
GL Account 21900/ Q| [6.5.T. Collected |
GL Credit Account [21410/ | Q| |6.5.T. Input Credits |

apply to freight
Apply to surcharge

[] Indude in PO landed costs and AP expenses
Created by 55 on 06/15/2011 11:11:10 Ar Madified by 55 on 07/04/2016 3:16:51 AM

Tax Code — The code for this tax that can now be added as the default to customers for invoices and AR
and to vendors for purchase orders and AP.

Description — Description of the tax.

Short Name — Name that shows on sales orders, purchase orders, AR and AP.
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Rate — The percentage rate to charge for this tax.

Use Partial Tax Rate — Set if this tax can be charged partially for some items.

Partial Rate — The percentage to charge if set to a partial rate.

GL Account — The GL account to post this tax to.

GL Credit Account — Add a GL account if this tax will be used for input tax credits. Usually for countries
that have Value Added Tax (VAT) or GST/HST in Canada,where the tax paid by companies is recoverable
against the tax that is collected from customers.

Apply to freight — Is this tax to be charged on freight.

Apply to surcharge — Is this tax to be applied to sales invoice surcharges as setup in Company Settings/
Sales Orders/Surcharges.

Communication — Add any number of notes related to this tax.

User Defined — User defined fields can be added to track and/or print. (Spire UDF license required)

Include in Inventory landed cost — When this is checked and the tax is on a purchase order, this tax will
be added to the cost of the items on the PO. If un-checked then the tax will be posted separately into the GL
account selected as “GL Credit Account”. When the tax is recoverable like VAT or HST this is setting is un-
checked.
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P_ayment Terms

Payment Terms - O >
;f"i "i‘ Filters = |search A Export + 7 R

Code Description Days Before Due Days Allowed

0 Met 30 days 30 30

02 2% 10 days 10 10

Ei Payment Terms - 2% 10 days — O X

—] 1

% FIK € 22 ' HF ®

Con =
Code 0z
Description |2% 10 days

<

Info Customers Vendors Accounts Receivable Accounts Payable Motes User Defined

Days Available |1|:| = |
Discount Rate | 2.00]
Days Before Due | 10 = |

[ ] Apply Discount to Net Amount

Apply Discount to Freight

Created by BV* on 7/7f2005 10:06:12 AM Modified by BYV* on 7/7/2005 10:06:12 AM

Code — The code for this Payment Term.

Description — The description of the terms.

Days Available — Days available for a discount.

Discount Rate — The discount if paid before days available.

Days Before Due — Days before due, after which service charges can be levied.
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Apply Discount to Net Amount — Do not include taxes or freight in the discount calculation.
Apply Discount to Freight — Include freight in the discount calculation.

Payment Terms Tabs

Customers — The list of customers that have these terms as a default.

Vendors — The list of vendors that have these terms as a default.

Accounts Receivable — The open AR entries that have these terms.

Accounts Payable — The open AP entries that have these terms.

Notes — Any number of notes can be added to these terms.

User Defined — User defined fields can be added to track and/or print. (Spire UDF license required)
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Product Codes - O >
;f"i ‘i’ Filters = |search A Export + 7 R
Cl::u::IIEA Description Margin Pct, Surcharge Sales Departm
ACC Accessories 35.00 0,00 1
EQUIP Equipment 25.00 0.00 2
GAM Games 25.00 0.00 3
SUPP Supplernents 30.00 0.00 4
WEIGHT
Product Code - SUPP — | ht
K< > HE -
c Product code |SUPP |
—
Description | Supplements |
Maragin | 3U|
Surcharge | n|
Dept |4 Q|
User Defined
Commission %o 2
Barry | 11.00 |
Mary | 12.00|
John | 11.00|
David | 10.00 |
Add Page Edit Page Remove Page Move Left Mowve Right

Created by 55 on 8/25/2014 4:45:15 PM Modified by 55 on 1/158/2016 2:17:33 PM

Product Code — Assign a code to the product.

Description — The description of the product code.

Margin — The lowest margin that this product code should be sold for. If the user sells for less than this
margin, the sales order line margin will appear in red. Optionally, a message can pop up to the user if they
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sell below this margin. Setup the message in Company Settings/Sales Orders/Messages/Message. It can be

set to pop up on a sales order and/or POS. The user can choose to accept the price or edit it.

Y Price Check e
# | Fax/Cel | .
i |

o EJUDF T Scanltems

5ell Price Too Low!!!

Current Margin: 25.29%
Required Margin: 30%

Unit Price Current Cost rage Cost
0.0 43.00 26.4 26.40
0.0 25.00 15.C Approve 15.00
0.0 34.00 19.6641. R e 19.21876
0.0 88.00 &5.00 |[Et R 66.00
0.0 34000 | 2540071 25.29 2531, 25.39471

Surcharge — The surcharge is calculated based on the percentage put onto the inventory product code. It
can be overridden by the user.

Dept — The sales department that is usually connected with this product code. If there is a sales department
added here, and the user changes the sales dept of an item, they will be prompted if they want to change

the product code to match.

User Defined — User defined fields can be added to track and/or print. (Spire UDF license required)
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Warehouses O X
r;! ? Filters v *  Export + ﬁ‘; -
Code | Description )
RAW Raw Material
TO InSpire Toronte
Warehouse - TO - | X
K < >l N
Code |10 |
Description | Inspire Toronto |
Address  SalesTaxes ~ Communications — User Defined
Contact Information Contact #1  Contact #2  Contact #3
Address | 5563 12th Street | name | |
Map 7] | | phone | |
| | roxca | |
| | Emal | |
City |Toronto |
Postal Code |[M&Y 7v6 | Province Internet Addresses
Country  |Canada - Email | |
Phone  |(416) 555-1212 Ext. | Viebste | |
Fax |{ ) - |

Created by 55 on 11/18/2014 8:38:39 AM Modified by 55 on 4/11/2016 11:56: 18 AM

Code — The code assigned to this warehouse

Description — The description of this warehouse which is available to print on purchase orders and other

reports.

Address — The address of this warehouse which is available to print on purchase orders and other reports.

Page 107 of 462



Communications — Any number of notes can be added to the warehouse.

User Defined — User defined fields can be added to track and/or print. (Spire UDF license required)
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Salespeople - O X
Q Y Fiters +[search A Export wfm g
Key | Name
BARRY  Barry
DAVID  David
Salesperson - David O X
K< > HE @
Key |pavID |
Name |David |
Address Commurications User Defined
Contact Information Contact #1  Contact #2  Contact #3
Address | | teme | |
Map [] | | phone () - Ext | [#]
| | raxical [() - | [#]
| | Emal | |
o |
Postal Code | |Provinee [ | Tntemet Addresses
Country | - Email | |
Phone  [() - Ext. | Viebsite | |
Fex O - | [#]

Created by 55 on 1/17/2016 3:03: 15 PM Modified by 55 on 1/17/2016 3:07:51FM

Code — The code for this salesperson.

Name — The name of the salesperson.

Address — The salesperson’s address.
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«¥s Note that the email address for the salesperson becomes available to email sales orders
and invoices.

Communications — Any number of notes can be added to salespeople

User Defined — User defined fields can be added to track and/or print. (Spire UDF license required).
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Territories _ 0 e
L‘;l ? Filters |Search * Export + f"‘ .’_x

li::::udvaA Mame

BC British Co...

On Ontario

Territory - Ontaric — 0O %
HE| K <> D ®
Code |[:|N |

MName | Ontario |

Details Motes User Defined

Created by 55 on 4/11/2016 12:00: 24 PM Modified by 55 on 4/11/2016 12:00:32 PM

Code — The code for this territory.

Name — The name of the territory.

Details — Detailed notes can be added to the territory.

Communications — Any number of notes can be added to territories.

User Defined — User defined fields can be added to track and/or print. (Spire UDF license required).
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Phases

Phases - ( X
L"'} 'T_’ Filters  |Search * Export + ;ﬁ )
Phase Description Type Mext Phase Report
APPROVED Approved Purchase Crder
MNEW Mew Purchase Order APPROVED
APPROVED Approved Sales Order READY
MEEDSAPPROVAL Meeds Approval Sales Order APPROVED 5PApproval
MEW
Phase - Meeds Approval - O x
READY PP
K< 2> HF
Phase Code | NEEDSAPPROVAL |
Phase Type Sales Crder -
Description |Needs Approval |

Report Template | SPApproval |

NextPhase  |APPROVED Q|

Created by 5SS on 2/16/2015 6:14:13 PM Modified by 55 on 4/11/2015 12:058:28 PM

Phase Code — A code for this phase

Phase Type — Select Sales Order, Production Order or Purchase Order. This phase will be only available
within that module.

Description — A description for the phase.
Report Type — Enter a report template name for this phase. When the order moves into this phase all
Crystal Reports with that template name will be presented to the user for printing. If no template is entered

then the reports dialog will not come up.

Next Phase — When the user selects ‘Next Phase’ from inside the order or from the order list the order will
move to this phase.
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Promotions

Promotions — O >
Q Y Fiters v [search A Export mia P
Code Description Cumulative
Flyer O
Prormation - Flyer — O >

H ke ®

Code |FLYER |
Description | Flyer |
Cumulative ]

Text Color | |

B oo |

Created by 55 on 4/11/2016 12: Modified by 55 on 4/11/2016 12

Promotion reasons can be added to a price matrix record. When used, the reason code will have this name
and colour on the sales order line.

Code — A code for this promotion
Description — The description of the promotion code

Cumulative — When checked, and quantity breaks are used, all items that have the same promotion code
will be added together to calculate the quantity break price.

* For example if all of product “WEIGHT’ are in the same promotion code and we have a
lower price if they buy 6, then when 3 20 pound weights and 3 30 pound weights are put on
the sales order it will give the quantity pricing to both items.

Text Colour — The colour of the text for this promo code.

Background Colour — The colour of the background for this promo code.
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Video Instruction

This video shows how to use Spire’s cumulative pricing to do quantity breaks across multiple items.


https://www.youtube.com/embed/Q3w3Le8_7Kc?rel=0
https://www.youtube.com/embed/Q3w3Le8_7Kc?rel=0
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Email Templates - O X
;:4 T Filters = |Sezrch | * Export + 7 3

Mame Subject

Order Confirmation Order {OrderMurnber) for PO {OrderPOMurmber}

Staternent Staternent from InSpire

Statement - Strong Warning InSpire Health - Account Cverdue
Ernail Template - Staternent - Strong Warning — O >

K < H K ®

Insert - E Private

Template Mame |513tement - Strong Warning

Subject | InSpire Health - Account Owverdue

Body

Attn Accounts Payable
Please find attached your statement of account with us,

fou have invoices that are severely overdue, Please make arrangements to
pay immediately as your account is on hold until you are current,

If there are any questions or you are missing any of the invoices please let
me know,

Jean Stanton
Accounts Receivable
InSpire Health Systems

Created by 55 on 2/16/2015 10:44:09 Al Modified by 55 on 2/16/2015 10:45: 16 Al

Email templates can be used throughout Spire for sending email merges with customers and vendors. A

template can be setup so that the user does not have to type the email each time it is sent. Some of the

merge fields can also be used to merge into the email.

Insert — User can insert merge fields into the template

Private — Marks the template for your own use and it is not visible to anyone else.

Template Name — Meaningful name for the template.
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Subject — The email subject for the template.

Body — The contents of the email.

Video Instructions — Email Templates


https://www.youtube.com/embed/BdoOKA1t7l4?rel=0
https://www.youtube.com/embed/BdoOKA1t7l4?rel=0
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Creating a New User

To create a new user you will need to have access to the user settings, select User Settings from the Edit

menu in the main Spire window.

Inspire Health Systems.

File

H

Edit

vl WAL~ P W TY ;-

Custormers  Vendors

Communications

Currencies...
Ship Via..

Sales Taxes...
Payment Terms...
Salespeople...
Territories...
Warehouses...
Product Codes...
Phases...

Promotions...
Email Templates...

Company Settings...
User Settings...
Window Settings r

Inventory

atchif = al -

¥ | Status

rder Mo

DO0102614
DO0102667
DO0102629

'E-—II" Point of Sale

Purchasing

l,‘;ﬁ ? Filters "lSEarch

Production  Sales  Payrell  Tools

iExport+vL4?qxg

Help

of the following criteria are true
* izoneof = |Processed -

Customer Mo, Custormer Mame  Status Type
CRES143 Crescent Hotel Processed Sales
ER118 E R Partridge Inc  Processed Sales
ER112 E R Partridge Inc  Processed Sales
JACKZ25 Jackson Fitness ...  Processed Sales
JACKZ25 Jackson Fitness ... Processed Sales
JACKZ25 Jackson Fitness ... Processed Sales
SACR23T Sacramento Firs...  Processed Sales

Once you have selected User Settings, a new window will open which will allow you click the plus icon to

add a new user.
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| MCCAG37 Meccamic, Jeffrey W Esq (250) 760-3993 Ext.  awilson(
o S —
Users - EEm——— E‘m

Username First

[:\ ? Filters + Search

Last Initials

i AR E

DATAL00

cson, Thomas Lynn Esq

Data Management Services Inc

(714) 543-8358 Ext.

Spire User Manual - 2.2

You will presented with a new window where you will add the new Username, the associated First and Last

Name and then create and confirm the password that user will have assigned to their login

] User Settings for None O >
€
' o
ol b searen K € > 3
f
1= A
1 =] Yserlnfo User Info User Defined
F
I |ﬂ§] Currency Username |
f First Name | |
f %ﬂ General
f |='| LastName| |
i E Email [ Active
| ‘B General Ledger Password | |
1 Confirm
f @_il Accounts Payable | |
|

% Territory

9: Z:ﬁ Accounts Receivable

= Job Costing

@ Phase

B

Eﬂ Employees

|ﬁ Payroll

a Customers v

Once you have completed entering the new user information you will need to save the record via the “save”

icon located on the top left of the window.
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Configuring User Permissions

Navigate to the User Settings section from the Edit menu in the main Spire window.

Inspire Health Systems.

File = Edit Customers Vendors

y =  Communications

Currencies...
Ship Via...

> Gales Taxes...

W
P WL TY ;-

Payrment Terms...
Salespecple...

Territories...

Wil WL

Warehouses...
Product Codes...
Phases...

Promotions...

Email Templates...

Inventory  Purchasing  Production  Sales Payroll  Tools  Help

.""'3 Purchase History

w Point of Sale

i Company Settings...
[
User Settings...
= Window Settings r
o
11 Purchases

{:.I ? Filters "lSEarch Ll Export + v fq x g
fatch if @ Al »  of the following criteria are true
=+ (X | Status *  igsoneof = |Processed -
Irder Mo Customer Mo, Customer Mame  Status Type
DO0102614 CRES143 Crescent Hotel Processed Sales
00102667 ER118 E R Partridge Inc  Processed Sales
00102629 ER112 E R Partridge Inc  Processed Sales
D00300024 JACKZ22S Jackson Fitness ...  Processed Sales
W BEEG100

1 JACKZ225 Jackson Fitmess ... Processed Sales

DO0E00032 JACKZ225 Jackson Fitmess ... Processed Sales
DO0E0002T SACR237 Sacramento Firs...  Processed Sales

You will need to select the Username you wish to configure the settings for, in this case we will use the

SPIRE username.
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| ML AYSS MCcamic, Jeftrey W Esq [£9U]) Fol-34494 Ext, | awilsor
- s
Users e E@g
- . * ] E A |r|5|
l:;i Y Filters + Search T Export + 4 x r @
Username First Last Initials la@

e

The new window that opens will have a left side navigation menu which you work your way through for this
user. In order to provide permission for any particular item, simply select to complete the check box next to
the item you are allowing access to in Spire.

The window below is where the user, their initials and password are set. You can also deactivate a user
here.
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User Settings for S P
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Yy ) =)

H F s

K< >0l

Uzer Info

[ »

Username SPIRE

First Mame Spire

LastMame Systems
General =
0 = Initals 55
=1 | =
[ e Reports Active
Ernail Password
o | confirm
| =] Employees
e_ill Accounts Payable
= lob Casting
@ Phase
% Territory
=N Accounts Receivable
:I L
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User security to add/edit/delete currencies.

¥ User Settings for SPIRE - e —

H R s K< >0l

Add Currency
Edit Currency

Mm Currency
%:H General
[]

5 Reports
Email

-—!g Employees

E Accounts Payable
I ]

lob Costing

+ || setting State

I‘v
[

.
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General

K< >

Setting

CreateModify Company Filters
Allow Change Warehouse
Allow Change Division

POS User Only

Validate Product Code

Default Warehouse VA - Inspire Health Syste
Default Division Consolidated Company
Arcess Communications
Edit Communications
Restrict Location to Mo Restriction
Edit Company Settings
Edit User Settings

Can Lock Window Settings
Can Clear Window Settings
Confirm Application Exit
Export Currencies

Export Jobs

Add Sales Tax

Edit Sales Tax

9:::“ Accounts Receivable Delete Sales Tax
Edit UDF Structure

I8l [&][8]
i

&[4

&l l&][a][&][a] [&][&][a][<][4][4]

E3 General Ledger

|ﬁ Payroll

Create/Modify Company Filters — User can create company-wide filters instead of just their own.
Allows Change Warehouse — User can switch to another warehouse.
Allow Change Division — User can switch divisions.

POS User Only — The POS module will get launched automatically and the user cannot open other

modules.

Validate Product Code — Product codes added to inventory must exist.
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Default Warehouse — The user’s default warehouse.

Default Division — The user’s default division.

Access Communications — Allows user to have access to the Communication module.

Edit Communications — Allows user to edit communications.

Restrict Location to — Sets user to one location and not allow them to switch.

Edit Company Settings — Allow user to edit company settings.

Edit User Settings — Allows user to edit user settings.

Can Lock Windows Settings — Once the column layout is set, allows the user to lock them.

Can Clear Windows Settings — Allows user to clear layout to default.

Confirm Application Exit — When exiting program asks the user is they are sure they want to exit.

Export Currencies — Allows export of currencies.

Export Jobs — Allows job export.

Add Sales Tax — Allows the user to add new sales taxes.

Edit Sales Tax — Allows editing of sales taxes.

Delete Sales Tax — Allows deleting of sales taxes.

Edit UDF Structure — Allows creation and editing of User Defined Fields.
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Reports

Once the company defaults are set for reports, each user can be set to what reports they are allowed. Each
report can be set to Preview, Print, Export and Email. This screen also shows the template and Crystal
Report .rpt name of each report including custom ones..

Enable Report Development Tools — When this is checked a screen shows up every time the user prints,
that includes all of the parameters that can be used for reports printed in this module. It also shows the
template name that determines where the report should be presented.

Report Security — Each user can be set to:

+ Company Default — Sets the user the same as the security was set in company settings.
* Enable — When checked each report that the user can see needs to be set.
+ Disable — When checked the user gets full access to all reports.

[_] Enable report development tools
Report Seaurity |Enable Security | | UseDefaulls ¥ SelectAl | SelectNone
Title Company Default Preview Print Export Emal Template Fiename ~
£10 Envelope | m . [  customer customer list #10 enveloperpt
#10 Envelope with Return Address ] [ [ customer customer list #10 envelope with return address.rpt
AP Cheque = H O 0O n ap payment, ap batch payment ap cheque.rpt
AP Cheque - Centre i k1 M ap payment, ap batch payment ap cheque-centre.rpt
AP Cheque - Top | MM [ 2p payment, ap batch payment ap cheque-top.rpt
AP Cheque Remittance | | EA  ap batch remittance, ap remittance ap cheque remittance.rpt
Account Reconciliation ] m []  account reconciliation account reconciliation.rpt
Accounts Payable by Due Date M A M R accounts payable list accounts payable by due date.rpt
Accrued Payables Summary k1 | = purchase order list accrued payables summarnyrpt
Aged Accounts Payable List [1 " B []  accounts payable list accounts payable list.rpt
Aged Accounts Receivable List &4 | [J  accounts receivable list accounts receivable list.rpt
Backorder Details by Customer L] LI []  sales order list backorder details by custormer.rpt
Balance Sheet M | m E ] general ledger list balance sheet.rpt
Cash Qut =] O " m ] cashout sales cashout.rpt
Comparative Financial Statement [ | [ ] []  general ledger list comparative statement.rpt
Customer Payments List ] " m [J  accounts receivable list customer payments list.rpt
Cuikriner Drira | izt RA kA ASEEA kA FuThAr AT REice matTiv ruEtamar Arice mativ et
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Email

In this section you will either select the Company Default for email settings or you can add a custom email
for this particular user. If left as default, the email settings will come from the company email configuration.

i =
User Settings for SPIRE - o 0

| L_—Il F' Search

i ﬁ Jzer Info i Send Mail Using

i@ Company Default () Custom
|ZI-E Currency
Qutgeoing Server Information
EEIH General c
u 3 SMTP Server
B Reports Username
E Email Password
o] TN Encryption Mone - | Port 0
Eﬂ Employees
(.'=-|| A < Pavab] Sender Information
IR ccounts Payable
i == Display Mame
= Job Costing Email Address
@ Phase BCC copies to
ReplyTo Address
% Territory

#EI'I Accounts Receivable

SMTP - This is the internet provider's SMTP information.

Username — Usually their email address.

Password — Usually their email password. If the provider does not require secured SMTP this may be left
blank.

Encryption — Many providers require encryption to be on.

Encryption Ports — 25, 465 and 587 are common.
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Display Name — The name of the sender.
Email Address — The senders email address.
BCC Address — The address the sender wants copies of the email sent to.

Reply-To Address — When the recipient replies, who will get the message?

* It can sometimes be tricky to get the correct info from the internet provider so this is why we
always test with a known address to prove all the necessary firewall settings are correct.
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In the Employees section, you will assign permissions this user will be able to view, modify or export.

User Settings for SPIRE - o —

H [ searcn

K< >

[ »

%ﬂ General
[]

5 Reports

Setting

Access Employees

Add Employee

Edit Employee

Delete Employes

Export Direct Depaosit File
View Employes Notes

Edit Employee Motes
Export Employee MNotes

Access Employees — Allows user access to the employee list

Add Employees — Can add employees

Edit Employee — Can edit employees

Delete Employees — Can delete employees

Export Direct Deposit File — Can export a CPA1464 (CPA005) EFT file to upload to bank

Edit Employee Notes — Can edit employee notes
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Export Employee Notes — Can export employee notes
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r

User Settings for SPIRE - — — — p— =y
Talw
R s K< >
Sffs| Userlnfo * || Setting State
View AP Motes
|‘_'I.E Currency Edit &/F Motes
Export A/F Motes
General _ ||| Access Accounts Payable
. = || | Export Accounts Payable
é Reports Create Entry
View Closed
- Ernail Override Hold
— | | Modify Finance Charge Rate
__!E Emn p|o}ree; Print Cheques
Unlink Transactions
&= Accounts Payable View Aging Balances
View Invoice
Job Costing View Journal Entry
= Void Payment Yes - Keep Criginal Date
@ Phaze Add Batch
Edit Batch
% Territory Delete Batch
Post Batch
9: Zi‘l Accounts Receivable
- || 4
— — — e, c— J— e

View A/P Notes — allows the user to view all accounts payable notes

Edit A/P Notes — allows the user to edit all accounts payable notes

Export A/P Notes — allows the user to export all accounts payable notes

Access Accounts Payable — allows the user to access all accounts payable

Export Accounts Payable — allows the user to export all accounts payable

Create Entry — allows the user to create new accounts payable

View Closed — allows the user to views all accounts payable
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Override Hold — allows the user to override holds on accounts payable

Modify Finance Charge Rate — allows the user to modify finance charges on all accounts payable
Print Cheques — allows the user to print cheques on all accounts payable

Unlink Transactions — allows the user to unlink transactions in all selected accounts payable
View Aging Balances — allows the user to view all aging balances on all accounts payable
View Invoice — allows the user to view all invoices on all accounts payable

View Journal Entry — allows the view to all accounts payable journal entries

Void Payment — allows the user to void payments on all accounts payable

Add Batch — allows the user to add a batch to all accounts payable

Edit Batch — allows the user to edit the batch on all accounts payable

Delete Batch — allows the user to delete a batch on all accounts payable

Post Batch — allows the user to post a batch on all accounts payable

* NOTE: Batch payables have their own settings.
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Job Costing

L 5

I| User Settings for SPIRE - — — e — = B
1k searah K € > )l
User Info

[ »

Setting State

Add Job =
|‘_’uﬁl Currency Edit Job
Delete Job
%ﬂ General _ ||| Export Job
I E

Edit Status

& Accounts Payable
||

r.n
iEl Job Costing

@ Phase
% Territory

9: :ill Accounts Receivable

Add Job — allows the user to add a job to the job costing module

Edit Job — allows the user to edit any job in the job costing module

Delete Job — allows the user to delete any selected job in the job costing module
Export Job — allows the user to export any selected job in the job costing module

Edit Status — allows the user to edit and modify any selected job in the job costing module
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Phases

Phases can be added to Sales Orders, Purchase Orders and Production Orders. These settings give
permission for the user to add, edit and delete phases on any of the aforementioned sections.

-

r User Settings for SPIRE - —— ——— L= Sl et
H E s K< >l

= lob Costing

) e
ER] Territory

9:::“ Accounts Receivable

E3 General Ledger

7 Payrol
|

D Customers

| Inventory

(LR
n-I-IP'DS

% Payrment Terms

.
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Territory

r User Settings for SPIRE - e — - — _LEI@“1
H ke seaen K € >
Q Accounts Payable = | | Setting State .
Add Territory i

Job Costing Edit Territory
= Delete Territory
@ Phaze Export Territory
— | | Restrict User's Customers By Territory
% Territory Validate Territory Code
9:::‘ Accounts Receivable

4 General Ledger

|ﬁ Payroll
1

Customers
ad

- Inventory

% Payment Terms

L

—— ————|

Add Territory — This setting allows the user to add territories by user.
Edit Territory — This setting allows the user to edit territories by user.
Delete Territory — This setting allows the user to delete territories by user.
Export Territory — This setting allows the user to export territories by user.

Restrict User’s Customers By Territory —This setting restricts the user from seeing customers, sales
orders and sales history only to that territory.

Validate Territory — When set the user must only use territories that exist for customers and sales orders.
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User Settings for SPIRE

e —

H E sercn

K< >0l

i i
6_'9 Accounts Payable Siting
View AR Motes
Job Costing Edit A/R MNotes
= Export A/R Notes
@ Phase Access Accounts Receivable
— | | Export Accounts Receivable
EE] Territory Apply Finance Charges
Create Entry
9:::“ Accounts Receivable View Closed
_ || | override Hold
1 General Ledger ~ ||| Modify Finance Charge Rate
Unlink Transactions
|ﬁ Payrall View Aging Balances
View Invoice
Customers — || view Journal Entry
a Vioid Payment
- Inventory
LA B
(=1 I
% Payment Terms
|| 4

State

ﬁtﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

g
:

h

View A/R Notes — allows the users to see the AR notes.

Edit A/R Notes — allows the users to edit AR notes.

Export A/R Notes — allows the users to edit AR notes.

I|T

Access Accounts Receivable — allows the users to access to AR and adds it to the main menu.

Apply Finance Charges — allows user to apply finance charges to overdue invoices.

Create Entry — allows the users to create an AR entry.

View Closed — allows the users to view the closed/paid invoices.
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Override Hold — allows the users to take on invoice that is on hold and release it.

Modify Finance Charge Rate — allows the users to modify the default finance charge that is about to post.
Unlink Transactions — allows the users to unlink transactions.

View Aging Balances — allows the users to view the customers aging.

View Invoice — allows the users to view the source invoice.

View Journal Entry — allows the users to view the journal entry associated with an AR entry.

Void Payment — allows the users to void a previous payment.
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-
User Settings for SPIRE

= lob Costing

@ Phase
EEI Territory

9: ::H Accounts Receivable

3 General Ledger

|ﬁ Payrall

Customers

Inventory

™
| 3 8

iy
.

» pos

Payrment Terms

SHED

Salesperson

m

Edit Journal Entry While Posting
View Journal Entry Motes

Edit Journal Entry Motes

Export Journal Entry Motes

View General Ledger Account Motes
Edit General Ledger Account Motes
Export General Ledger Account Notes
View Account

Modify Account

Delete Account

View Journal Entry

Reverse Journal Entry

View General Ledger Account Balances
Browse General Ledger History

Modify Inactive

Access General Ledger

Export Journal Entries

Alert Recurring Entries

Perform Year End

- E— e g—

H k! serch K < > )l

6_ Accounts Payable gl || Setiing State .
Default automatic posting -

FEEEEEEEEEEEEEEEEEEE

Default automatic posting — this means that when the user posts a transaction it uses the defaults for

transaction.

Edit Journal Entry While Posting — Allows the user to override the above setting and edit the transaction

before it posts to the GL. This can be selected as they post.

View Journal Entry Notes — provides the user with the permission to view journal entry notes

Edit Journal Entry Notes — provides the user with the permission to edit journal entry notes

Export Journal Entry Notes — provides the user with the permission to export journal entry notes
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View General Ledger Account Notes — allows the user to view general ledger account notes
Edit General Ledger Account Notes — allows the user to edit general ledger account notes
Export General Ledger Account Notes — allows the user to export general ledger account notes
View Account — sets the permission for the user to view accounts

Modify Account — sets the permission for the user to modify accounts

Delete Account — sets the permission for the user to delete accounts

View Journal Entry — sets the permission for the user to view journal entries

Reverse Journal Entry — sets the permission for the user to reverse journal entries

View General Ledger Account Balances — permits the user to view general ledger account balances
Browse General Ledger History — permits the user to browse the general ledger history

Modify Inactive — allows the user to modify inactive items in the general ledger

Access General Ledger — allows the user to access the general ledger

Export Journal Entries — allows the user to export journal entries in the general ledger

Alert recurring entries — when there are recurring entries setup, and they are due to be posted, the user
will be presented with the list and can review and post them.

Perform Year End — provides permission for the user to perform the year end in the general ledger
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Access Payroll — allows the user to access the payroll module

View Timecard — allows the user to view employee timecards in the payroll module

Edit Timecard — allows the user to edit employee timecards in the payroll module

Perform Payroll Year End — allows the user to perform payroll year end
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Can See Customer GP Information

HElSEEESsEEEEEEEEEEEEEE

User Settings for SPIRE — — —— aSl
o
i b e K € > )l
'e_':m Accounts Payable * || setting State
Access Customers
Job Costing Add Customers
= Delete Customers
@ Phasze Export Customer
Modify on hold flag
% Territory Maintain Customer Specific Pricing
Modify Customers

Access Customer — allows the user to access the customer module

Add Customer — allows the user to add a customer record

Delete Customer — allows the user to delete a customer record

Export Customer — allows the user to export a customer record

Modify on hold flag — allows the user to modify the on hold flag on a customer record

Maintain Customer Specific Pricing — allows the user to manage the pricing on a customer record
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Modify Customers — allows the user to modify a customer record

View Accounts Receivable — allows the user to view the customer’s accounts receivables

View Customer Notes — allows the user to view the customer’s notes

Edit Customer Notes — allows the user to edit the customer’s notes

Export Customer Notes — allows the user to export the customer’s notes

Edit Salesperson — allows the user to edit salesperson on the customer’s record

Edit Territory — allows the user to edit the customer’s territory on the customer record

Change Credit Limit — permits the user to edit the customer’s credit limit

Can see customer credit info — When set, the user can see the customer’s credit status in customer edit
and on sales orders.

Can see customer A/R balance — When set, the user can see the customer’s A/R balance in customer
edit and on sales orders.

Show Inactive Customers — permits the user to see the inactive customer records

Show prospective customers — Allow users to see customers that are set as prospects.

Change customer code — Allow user to change a customer code using the code change module.

See Customer Sales Information — on the customer list, allow users to see this year, last year and next
year sales

See Customers GP Information — on the customer list, allows users to see this year, last year and next
year gross profit.
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Add Warehouse — User can add a warehouse to the company

Modify Warehouse — User can modify a warehouse in the company

Delete Warehouse — User can delete a warehouse in the company

Access Inventory — User can access inventory lists in the company

Add Inventory — User can add inventory items to the company

Modify Inventory — User can modify inventory items in the company

Delete Inventory — User can delete inventory items in the company

Export Inventory — User can export inventory lists from the company

Receive Inventory — User can receive inventory items in the company

Transfer Inventory — User can transfer inventory items to another warehouse in the company

Add New Items to Warehouse — User can add new inventory items to a warehouse in the company

View Current Cost — User can be set to see current cost. This setting applies to seeing them in sales
orders as well.

View Average Cost — User can be set to see all average cost. This setting applies to seeing them in sales
orders as well.

View Standard Cost — User can be set to see all standard cost. This setting applies to seeing them in
sales orders as well.

See Sell Prices — If unchecked, the user cannot see the sell prices in inventory or on sales orders.

View Receipts — User can view receipts in the company

View Summary — User can view inventory summaries in the company

Add Unit of Measure — User can add a unit of measure to the company

Change Stock Unit of Measure — User can change a stock unit of measure in the company



Delete Unit of Measure — User can delete a unit of measure from the company

Modify Unit of Measure — User can modify a unit of measure in the company

View Inventory Notes — User can view inventory notes

Edit Inventory Notes — User can edit inventory notes

Export Inventory Notes — User can export inventory notes

Access Inventory Adjustments — User can access inventory adjustments in the company

Add Inventory Adjustments — User can add inventory adjustments to the company

Edit Inventory Adjustments — User can edit inventory adjustments in the company

Delete Inventory Adjustments — User can delete inventory adjustments in the company

Export Inventory Adjustments — User can export inventory adjustments from the company

Show Inactive Inventory — Inactive inventory is shown on inventory list. If not set then it is hidden from
view.

Change Inventory Code — Gives access to the user to change inventory codes using the utility under the
top toolbar Inventory/Inventory Code Change.

Reallocate Inventory — this allows user to reset the committed, back ordered and on order quantities for
items that are not correct. Mainly this is only required after a new migration from other software.

Access Price Matrix — User can access the price matrix for the company

Edit Price Matrix — User can edit the price matrix for the company

Delete Price Matrix — User can delete the price matrix from the company

Export Price Matrix — User can export the price matrix from the company
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Allow POS A/R payments — With this set, the user can put payments on account for a customer without
going into the accounts receivable module.
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Add, edit and delete payment methods that can then be used for customers, vendors, sales orders and
purchase orders.

Page 146 of 462



Spire Systems Inc Spire User Manual - 2.2

Salesperson

User Settings for SPIRE ) =)
H R s K< >0l

f5 % * | | setting State ..
[ p]] pPOos .
Add Salesperson -
% Payment Terms Edit Salesperson
Delete Salesperson
Q Salesperson ‘ Export Salespeople
Validate Salesperson Code
N Ej Sales Orders Default Salesperson
Restrict User's Customers By Salesperson

Sales History

Yendors

Purchase History

e
&
=5
Fa
17 Purchase Orders
®
w

Production Grders

1

|| ﬂ]]]]]B Requisitions -

Add Salesperson — User has permissions to add a salesperson to the company

Edit Salesperson — User has permissions to edit a salesperson in the company
Delete Salesperson — User has permissions to delete a salesperson from the company
Export Salesperson — User has permissions to export a salesperson from the company

Validate Salesperson Code — The salesperson that gets added to a customer or sales order must exist in
the salesperson table.

Default Salesperson — When set, this salesperson code will be added to a sales order if there is not a
salesperson set for the customer
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Restrict User’s Customers By Salesperson — This setting restricts the user from seeing customers, sales
orders and sales history only to that salesperson.
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Access Sales Orders — Sales orders gets added to the users menu
Add/Modify/Delete/Export — Sales orders
Edit Tax Flags — Can edit the taxes charged by overriding the defaults on the sales order.
Modify Prices — Can edit the default sell price.
Allow Returns — Can return items by entering a negative quantity.
Create Quotes
Create Standing Orders
Edit Description — Can edit the default inventory description for a sales order line.
Order Invoice Date mode — Set the users date mode by choosing from:
* Always Current Date

* Current Date Unless Invoice Date is Filled
» Ask for the Date Unless Invoice Date is Filled

Line Discount — User can add/edit the line discount percentage.

Create Deposit / Layaway — Can add a deposit to a sales order.

View sales order/History notes — See the notes/communications on a sales order and the invoice.

Edit Sales order/History notes — Edit the notes/communications on a sales order and the invoice.

Export Sales order/History notes — Export the notes/communications on a sales order and the invoice.

Edit Salesperson — If set, the user can change the salesperson code on an order that was previously
saved, and edit the default sales person code that came from the customer.

Edit Territory — If set, the user can change the territory code on an order that was previously saved, and
edit the default territory code that came from the customer.

Only Modify Shipping Fields — If set the user can only edit the following on a sales order:



+ Ship Via

« FOB

» Carrier

» Ship Date

» Tracking number
* Ship to

» Ship quantity

Show Back Order Warning — If checked, the user will be warned that the item was back ordered. If not
checked the item is silently back ordered.

Process Orders — User can process orders therefore print the picking slip.

Ship Orders — User can ship an order and print the packing slip.

Override orders over credit limit — If the customer is over their credit limit, the user will be able to override
the order and/or edit the customer’s credit limit.

Lock processed orders — If checked, the user cannot edit a processed or shipped order.

Hold Invoicing Mode

+ Allow Invoicing — User can always invoice
* Hold Invoicing — User can never invoice
* Hold over limit — User can only invoice if the customer is under their credit limit

Reopen Closed/Processed/Shipped Orders — User can right click on an order and put it back to open
status.

Edit Closed Orders/Invoices — User can edit an order even if it is processed, shipped or in the case of
batch invoicing, closed.

Batch Orders — Adds the ability to create batches.

Post Batches — Adds the ability to post batches.

Change Division on an Order — User can switch divisions on a sales order before invoicing.



Modify Bill to address on a sales order — User can edit the bill to address on a sales order before
invoicing.

Edit sales order item cost — User can edit line by line costs on a sales order. CAUTION — Allowing this
setting overrides the cost from inventory therefore putting the GL out of balance with the inventory.

Default payment to ‘On Account’ — User will not be prompted for the payment method. If the customer
does not have available credit or is over terms then it will prompt for the payment method unless these 2
settings in Company Settings/Sales Orders/Process-Invoicing are both disabled.

1. Require Credit Authorization
2. Disable Credit for Customers Over Terms

Default order type — The users default order type can be:

+ Sales

* Quote

+ Standing
+ Booking
* RMA

+ Work

Non-Inventory items — User can be set to:

* Not allowed
* Prompt
+ Okay

Archive Quotes — If set the user can click the archive button and send the ‘lost’ quote to sales history with
no shipped items.

Edit Profit Centre — Use is able to change the profit centre on a sales order.
Order Detail Sorting — User is able to sort the detail lines of a sales order by any of the columns.

Especially useful if the packing slip is printed sorted by something like ‘location’ A column is added to the
beginning to allow the user to resort back to ‘natural’ order.



Allow Fill Back Orders — The ‘Fill Backorder’ button inside the order and on the order list will become
available to the user.

Allow Update Prices — Can store the edited prices to the customer ‘Price Matrix’ from inside the sales
order or from the sales order list.

Select warehouse when editing item inventory — Adds the warehouse selector to the sales order detail
line.

Allow Increment Phase — User will be able to click the ‘Next Phase’ button inside a sales order or on the
sales order list.

Allow Change Phase — User can edit the phase that the order is currently in.
Modify Hold — Can change the hold status of a sales order.
Add/Edit/Delete Ship Via — Can add/edit ship via’s that can be then used on sales and purchase orders

Default Phase — When a user creates a sales order this phase is added automatically.
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Access — Can access sales history.
Modify — Can edit non-financial info

Export — Can export sales history.

rmation on a posted invoice.

View GL Transaction — Can see the corresponding GL transaction for the invoice
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View Accounts Payable — User can view vendors accounts payable

Add Vendor — User can add a vendor

Modify Vendor — User can modify a vendor record

Delete Vendor — User can delete a vendor record

Export Vendor — User can export a vendor record

Maintain Vendor Specific Pricing — User can maintain/edit vendor specific pricing
View Vendor Specific Pricing — User can view vendor specific pricing

View Vendor Notes — User can view vendor notes
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Edit Vendor Notes — User can edit vendor notes

Export Vendor Notes — User can export vendor notes

Access Vendors — User can access the vendor list

Show Inactive Vendors — User can view the inactive vendor

Show Balance — User can view the vendor balance

Show Annual Totals — User can view the vendor’s annual totals

Show Credit Limit — User can view the vendor’s credit limit
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Access Purchase Orders — Can get into POs and the PO module will be on the main menu.

Add Purchase Orders — Allow user to add POs

Add to Existing Purchase Orders — Allow user to add to existing POs

Allow change Phase — User can edit the phase that a PO is currently in.

Allow increment phase — User can move a PO to the next phase by clicking the button in the PO or on the
PO list.
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Close Purchase Order — Can close a purchase order to purchase history.
Default Order Status — User can have a default status of:
* Open

+ Hold
» Standing

Default Phase — The default phase that a PO gets set to for the user.
Delete Purchase Order — Allow user to delete an unissued or non received PO.
Edit Purchase Tax Flags — Allow user to change the default taxes that were added from the vendor.
Edit Purchasing Notes — Can edit PO notes.
Export Purchase Orders — Can export POs
Issue Purchase Orders — Can issue and send PO to vendor.
Modify Purchase Orders — Can modify a PO.
Non-Inventory items — User can be set to:
* Not allowed

* Prompt
+ Okay

Post Invoice to AP — User will be prompted to create an invoice to accounts payable.

Receive Purchase Orders — Can receive a PO to inventory.

Un-issue Purchase Orders — Can un-issue an issued or received PO.

Vendor Order No Required — Requires the user to enter a vendor order number before saving the PO.

View Purchasing Notes — Can view the PO notes.
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Access Purchase History — Gives access to PO history and is added to the user’'s main menu.

View Historical Cost Prices — Can see the cost from historical POs

Copy Purchase History Order — Can copy a historical PO to a new PO.

Credit Purchase History Order — Can credit a historical PO to a new credit PO.
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View Production Notes — Can see the production notes.
Edit Production Notes — Can edit production notes.
Export Production Notes — Can export production notes.

Change Component Cost — Can edit the component cost.

! CAUTION - allowing this setting overrides the cost from inventory therefore putting the GL
out of balance with the inventory.

Update Templates — User can update the templates from inside a template or by pushing from a production
order.
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Create Production Orders — Can create production orders.

Access Production Orders — Can access production and it gets added to the user’s main menu

Edit Production Orders — Can edit production orders.

Delete Production Orders — Can delete production orders.

Export Production Orders — Can export production orders.

Build Production Orders — Can build production orders which add the produced item to inventory and
relieves raw material.

Allow Increment Phases — Can increment to the next phase by clicking the button in the production order
or on the production order list.

Allow Phase Change — Can edit the phase.

Create Template Orders — Allow to create templates.

Default Phase — What phase a production order is set to when adding a new order.

Automatically Commit — When setting a production order to ‘Pending’ or ‘In Progress’ it commits the
complete order instead of the user committing line by line.
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Access Requisitions — User gets access to requisitions and it gets added to their main menu.

Add Requisitions — Can add requisitions.

Edit Requisitions — Can edit requisitions.

Delete Requisitions — Can delete requisitions.

Process Requisitions — Can process requisitions to create purchase orders.
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Opening Balances

When starting new with Spire and the company is not using a migration from another product, the GL and
sub ledgers require opening balances. Each of the sub ledgers need to balance to the General Ledger.

For instance if the Inventory that is entered or imported has a value of $1,000,000 then the Inventory GL
account(s) need to total to $1,000,000.

See each of the sections below for instruction on entering opening balances.

It is important to turn off the GL before posting any opening balances because in the case of
the GL you will not be able to post to control accounts, and in the case of sub ledgers the
posting will include a journal entry and will be added to the already posted GL opening

o =

balance.

Company Settings - O *

H k! Search @

~ | General  Fi i i
Eﬁ Company ENera Fiscal Periods Segments Groups Subgroups Allocations
[]
Special meaning can be applied to one or more segments in Spire. These settings will effect which accounts transactions are posted to.

3 General Ledger Location

=l Renort The location segment typically denotes a branch of the company which maintains separate balance sheet and income statement
E epaorts accounts,
Ernail Location Segment Disabled -
|-_’L§] Multi-Currency Profit Center

The profit center segment denotes a function of the company for which separate income statement accounts are maintained.

(1] ;
ofeyd| Special Accounts Profit Center Segment Disabled -

@ Sequence Mumbers Contract Cost

’x Variables Differential GL Account |11340f Q|
ﬂ Sales Departments Miscellaneous

" [] Enable Job Costing

I=| Empl

Eﬂ mployees [T] Enable Divisions
I‘J Payroll Enable General Ledger
Ej Sales Orders Uncheck to allow posting to control
.ﬂ: accounts for opening balances

-w Murrln=rs Cledaes
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General Ledger

The easiest way to enter the general ledger opening balance is to enter it as one large journal entry. The
memo can be entered as something like “Starting Open Balance”. To accomplish this the user must first turn
off the GL, otherwise they will not be able to post to the control accounts.

The date to use for the GL opening balance is the closing date of the the old accounting system.

The other way to post the opening balance is to import it as journal entry which in the end has the same
result as entering it manually.

Decide which method to use by figuring out if creating a spreadsheet with the correct layout will be less
work than manually entering them. The spreadsheet layout is critical and the import will fail if not correct.

! Oncethe opening balance is posted then do not forget to turn on the GL otherwise sub
[ - .
ledger postings will not be posted to the GL.
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Accounts Payable

The usual method for entering accounts payable opening balance is to simply enter one transaction for each
outstanding invoice.

The other way to post the opening balance is to import it as an AP transaction which in the end has the
same result as entering it manually.

Decide which method to use by figuring out if creating a spreadsheet with the correct layout will be less
work than manually entering them. The spreadsheet layout is critical and the import will fail if it is not
correct.

This should include at least the following:

* |nvoice Number
« Date
 Amount

This is the minimum required to make sure that the data is aged properly. The date cannot be before that
first fiscal period available for posting. Usually when starting that date is at least one year prior. If the date
of the invoice is older than that just use the earliest date possible so that the aging will be at the maximum
value set in company settings/Accounts payable/aging periods

Optionally you should also include:

+ PO number
+ Terms

* Due Date
+ Memo

* Optionally, and if available, historical transactions can also be imported but again the
spreadsheet layout is critical and most users opt to look in their old accounting system for
historical data.

Important — The GL MUST be turned off when posting, otherwise it will post a journal entry
and add to the GL opening balance that was already posted.

=
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Accounts Receivable

The usual method for entering accounts receivable opening balance is to simply enter one transaction for
each outstanding invoice.

The other way to post the opening balance is to import it as an AR transaction which in the end has the
same result as entering it manually.

Decide which method to use by figuring out if creating a spreadsheet with the correct layout will be less
work than manually entering them. The spreadsheet layout is critical and the import will fail if it is not
correct.

This should include at least the following:

* |nvoice Number
« Date
 Amount

This is the minimum required to make sure that the data is aged properly. The date cannot be before that
first fiscal period available for posting. Usually when starting that date is at least one year prior. If the date
of the invoice is older than that just use the earliest date possible so that the aging will be at the maximum
value set in company settings/Accounts payable/aging periods

Optionally it should also include:

« PO number
e Terms
« Memo

* Optionally, and if available, historical transactions can also be imported but again the
spreadsheet layout is critical and most users opt to look in their old accounting system for
historical data.

o=

Important — The GL MUST be turned off when posting, otherwise it will post a journal entry
and add to the GL opening balance that was already posted.
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Inventory

For inventory opening balances they can be imported as part of the initial import or on the day the company
goes live. However this is not a desireable method because there is no way to see what the opening
balance was at the start.

The best way to get the opening balance for inventory is to start by importing the inventory from a
spreadsheet without the balances and then on the go live date, and before posting anything that involves
inventory, import the count as an “Inventory Adjustment”

Include the following in the spreadsheet:

+ Warehouse
+ Part number
* Count

* Memo

The memo should reference something like “Opening Balance”

Once imported it can be reviewed and then posted.

! Important — The GL MUST be turned off when posting the adjustment, otherwise it will post
a journal entry and add to the GL opening balance that was already posted.
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When creating opening balances for employees the items that should be set before posting a payroll in
Spire is the vacation owed, (which should total in the GL to the liability account set for accrued vacation)
and the advances owing (which should total in the GL to the asset account set for accrued advances).

If the company is going live in any month except January first then they must also post a timecard to each
employee for the total year to date from their old system. Before posting be sure to edit the taxes,
deductions and benefits to match what was historically posted.

Optionally each timecard can be posted separately.
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Filters/Searches/Exports

Users can create and save filters and then combine searches with them, and then export them To Excel
which will include the selected layout along with the headers and sort order.

Video instruction — Filters & Searches
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Filters

Filters can be saved and include the actual filter, the columns selected, the column position and the sort

order.

Useful Filter Examples

* Inventory requires ordering — Filter = ‘Suggested Qty” is not equal to 0

* Inventory not sold in 2 years — _Filter = _“This Years Units” is 0 + “Last Years Units” is 0. Then set
the “Match if” to All

+ AR over 120 days — Filter = “Over 120” is not 0

+ Sales Order with margin less than X — Filter = “GP %(Average) is less than X

* Purchase orders received in full — _Filter — _ “Remaining Amount” is 0

Filter Save Options.

Add Filter — Adds another filter selection.

Save Default — Once a filter an/or column layout is selected the user can click ‘Save Default’ and then
every time they enter this module this is the layout that will be presented. It does not have to be given a
name so therefore does not have to be selected.

Remove Default — Removes a default that was previously set.

Save Preset — Save a filter and/or column layout. User will be asked to give it a name and if they want it to
be just for the user or for everyone in the company.

* NOTE: The user must have permission to create company filters in Edit/Users/General.

Add Filter To Module List — Select this to add the filter to the main menu on the left. Once added it will be
indented under the module icon. The list can be accessed by clicking the arrow to the left of the icon.
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"v—-m ACCOUNTS rayaoie

> D Customers

W 9::;1 Accounts Recei...

Ower 120

> [ Inventory
[Q]]& Requisitions

ﬂl Vendors

Remove Filter From Module List — Removes the preset filter from the list.

T—!l [a IR RTTNILE ) ﬂjﬂl.fll:

» > Customers

v =N Accounts Receivable
Owver 120

v [ Inventory

ltems not Sold in 2 Years
Serialized/Lot ltems
Megative On Hand
Meeds Ordering

[‘E@]ﬁ Requisitions

&I Vendors

Delete Preset — Deletes the preset filter.

Filter List — Shows the list of saved filters.

Spire User Manual - 2.2

* NOTE: The ‘Company Filters’ save at the end of the list separated from the user filters by a

horizontal line.
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) Labels @ Adjust ~ (] Requisition
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?Hmv

Matchif = Al +  of the following criteria are true
+ X This Year Units v s - | o
+ X Last Year Units v s - | o
+ X  OnHand > isnot | 0.00/

Wareh o:se Part number Description WYendor

RAW PPEARCVCASPK

RAW PPEARDCD48PK

RAW ACMFITSE ACME

RAW PPEARGYB42PK

VA YOGURTCOATING STRING

VA CUBEAMEIT MOLIFI

VA PRETRMZ23 Precor TRM 223 Treadmill FIDEEU

VA PRETRM335 FIDEEU

VA PREEFX222 FIDEEU

VA CBHALFRACKFB MOLIFI

VA SALT FORFOO

VA IMSFITLEGEX FIDEEU

VA VICELBEM FIDEEU

VA PEABUTT FORFOO

W ACAl STRIMG

Add filter
Save default

Remove default

Save preset

Add filter to Module List [
Remuowve filter from Module List  »
Delete preset [

[tems not Sold in 2 Years
ltems with Mo re-order Point
Meeds Ordering

Megative On Hand
Serialized/Lot [tems

Raw Material
Active
Active
Active 3
Lrtive F]
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Searches

Each module of Spire includes a search box at the top of the list. Word(s) can be entered and the list will be
filtered to the records that include the word(s) searched for. For the first word entered it will include partial
words, but if another word is entered then both words to have to be complete. For instance if “hos” is
entered then all records with “hos” will show. However if a “black hose” is required then “hos black” will not
work. The user must enter “hose black” to achieve the desired search result.

The search feature looks into most of the fields in the database records including any communications or
notes entered.

The user can also put an ‘or’ between words and then results with either words will show in the search
results. Another option to use in searching is a minus symbol (-) which produces an exclusion for the
search. As an example, if in the inventory list the user types bar -caramel then all items with bar in the
record will show up with the exception of the ones with caramel in them.

Searches can then be exported to Excel or .csv.
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Exports
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This feature gives the user the ability to combine filters and searches along with column layouts and export
them. This means that Spire users can create a custom reporting system that each user can design

themselves.

Once the list has been filtered as required, click on the “Export” button and then choose Excel or .csv.

e Local Disk (C:) "

{:’ ? Filters |¥|Search | A Export + g - |_—- % Communication % Mail Merge
Match if Al = of the following criteria are true
+ | X | | ¥TD Sales * iz greater than - | 0.00 |
+ X Emai ¥  isnot - |
Customer Mo. MName Address 1 City Phone Email —Sorted By
HARVEE3 Harvest States Cooperative B0V 5 Alexander 5t Plant City (813) 7594827 Ext. 0000 abassett@harveststa.net
MAULSEE Maull Baker Box Ci 426 King 5t Pottstown (610) 326-1184 Ext. 0000  abby@maulbaker.com
HARRE52 Harris, Baum E Esq 500 University Dr Hershey (717) 531-8044 Ext. 0000 abertschy@harrisbaum.com
CROPA&95 Crop Production Services Inc 30940 Industrial Rd Livenia (734) 522-3287 Ext. 0000  ahatten@cropprodser.com
CAPIGED Capital Electrical & Sec Inc 1822 E Jackson 5t Phoenix (602) 237-4111 Ext. D000 alexis@capelectrc.com
HOLUg22 Holub, Renald E Esq 123 White Oak Ln Old Bridge (732) 727-3294 Bt. 0000 amckusick@holrone.net
EASTE_I‘I | S S sl WSS [ P Ol e AL | IS FEAEY ACE TAVT Mo DWW e ﬁ___tchemcolcom
ELDI Save exported data * nud.com
oDd - Char.com
Mol & v AP <« Pictures » Manuallmages » v O Search Manuallmages 2 llnet
JANI Engi.tv
jach  Organize = Mew folder == - e Bincss.net
DuUp ~ - tinfo
BEIE g My Computer Mame Date Type k.
FOR I Desktop Reports 04/21/2016 9:50 AM File folder sthistsoc.net
WIEI : : 0 e . et
™ Documents Videos 03/30/2016 11:58 AM File folder Phil.org
TRA 4 Downloads so.net
ER11 J’ Music m
[&=] Pictures
B videos

File name: | list.xls

Save as type: | Excel

Excel (*.uls)

» Hide Folders

1 eV T

The user will be asked if they want to open the file for viewing or editing.
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spire

Writing records

I

Open File

Close
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Click open and note that the speadsheet maintains the list layout and sort order that was selected in Spire.

It also locks the top row for easy scrolling through large lists.

) listxls . Automatically Locks top row for easy scrolling = B R
A B C D E [ F [«

1 Customer No. | ~ Name h Address 1 City |~ Phone - Email 2= Sorted By
5 CROPS895 Crop Production Services Inc 30940 Industrial Rd Livonia (734) 522-3287 Ext. 0000 ahatten@cropprodser.com

6 (CAPIGE0 Capital Electrical & Sec Inc 1822 E Jackson St Phoenix (602) 257-4111 Ext. 0000 alexis@capelectrc.com e
7 |HOLUG22 Holub, Ronald E Esq 123 White Oak Ln Old Bridge (732) 727-3294 Ext. 0000 amckusick@holrone.net

8 EASTST Eastman Chemical Company 8 Hillcrest Ave Manhasset (516) 466-T437 Ext. 0000 asantory@eastchemco.com

9 ELDES29 Elden H Knudson Constrctn Co 4617 N Macarthur Bivd ~ Oklahoma City (405) 495-7329 Ext. 0000 aspies@edenknud.com

10 ODOM596 Odonnell, Charles W Esq 50 S Main St Salt Lake City (801) 533-2818 Ext. 0000 awaka@odonChar.com

11 MCCA937 Mccamic, Jeffrey W Esq 2107 Roger Street MNanaimo (250) 760-3993 Ext. 0000 awilson@gmail net

12 JANCE49 Jancy Engineering Co 3789 Robson St Vancouver (778) 888-2611 Ext. 0000 codyb@jancyengi.tv

13 JACKZ225 Jackson Fitness Center 2018 Mo. 3 Road Richmand (604) 249-0735 Ext. 0000 info@)jacksonfitness_net

14 DUPO192 Dupont Photographers 1449 Bridgeport Rd Collingwood (705) 443-6579 Ext. 0000 jj@dupontPhot.info =
15 BEIE396 Beierle & Beierle 3855 Pitfield Blvd St Laurent (514) 817-0292 Ext. 0000 mcyr@gmail.com

16 FORE113 Forest Hist Ctr Mn Hist Scty 2968 Derry Rd Malton (416) 798-4132 Ext. 0000 msmith@foresthistsoc_net

17 WIENETI Wiens, Robin A Esqg 7395 Taft Park Dr East Syracuse (315) 452-5032 Ext. 0000 rweins@rrgter.net

18 LISS141 Liss, Philip A Esq 2401 Merton Street Toronto (416) B84-9664 Ext. 0000 sbrenner@lissPhil.org

19  TRAVE97 Travel Resources 2731 Victoria Park Ave  Toronto (416) 680-9128 Ext. 0000 sheila@travreso.net

20 ER118 E R Partridge Inc 1531 5t Jean Baptiste St St Ulric (418) 737-0284 Ext. 0000 van@erpart.com

21 Exact same column layout as was selected in Spire

22 K
Mooy Sheet1l %1 nEN! il b
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Locations & Profit Centers

The location and profit center feature allows a company to use a GL segment to redirect a posting so that
when a user logs in it automatically posts to the correct location or profit center.

Location

The location is selected as the user logs into Spire and everything will then be posted to that location. The
user can change locations once in Spire by clicking the F10 key, as long as they have access to the other

locations.
Change Location ? X
Warehouse
|-.,.-p, Ql |Inspire Health Systems

Current Division

0oo Q Consolidated Company

Location

TOR - Toronto

VAN - Vancouwver
MOM - Montreal D0

Profit Center

The profit center is selected on each sales order. If it is not changed before posting an invoice the GL will
post as default. If it is changed then the GL accounts that are set for that location will be used instead.
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F Sales Order - 0000102627 Sadier Properties — [m] x
HEXE @
1y Open Customer Otlmaaact : W Process W Reprocsss Inwhe @NextPhaﬁ
- ¥ Touksyorderedaty 7% Deposts g Reauston - |€ € > P
Main  BllTo ShpTe Info  Phase G ications SA Display the previous recerd on the list i Attachments | Fll Order | Servies Info
Order Details
Customer Open Sales Order = |
Customer No [5ADLB4s Q4] [sader Properties | A& Batance Credit Limit Orderfo  [o000102627 |
PO No | RefNo | | oterorders [ 5.00] Avalabie Order Cate
Notes | ! 1 [DAVID Ql |Da\'1d | Territory El Required Date
Ivoce Mo |
shiooing Tvoice Date
shoTo | Q| [sadler Propertes | o via | Ql| | Fo8 [Your dock | Repeat  [fione -
‘ Phase [reaDy =Y
Contact "g.:%@ . =
Narme | Q Phone | | [#] Faicel | | [#] &ma | | Center [Poducton  ~]
s msert 3¢ Deete [ comment WY cerialturiers g AddIobMeader EuDF PPEsanitems () Al (7 Prices
PartNo Description Order Qty ShpQty B/OQty Disc  Vendor Unit Price Current Cost  Average Cost  Margin (Curr)  Margin (Avg) UM Conversion Factor G.5.T ,.
[VA ] LABOR labor 1 1 0 0.0 100.00 0.00 0.00 100.00 100.00 EA 1EA per EA |4 al
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Setup

General Ledger — Create or designate one of the GL segments for locations or profit centers and name the
segment with either one, The examples below show it set as a location.

Cornparny settings

l:ll F' Search I:

F Company General  Fiscal Periods ~ Segments  Groups  Subgroups Allocations
EEH Structure Codes
I General Ledger Segment Attributes
=l
[ | Reports Separator
E Email Segment Structure
|‘_’GEI Multi-Currency + Mew Delete
Special Accounts Segment Length Mame Type
15 Base Mumeric
@ Sequence Numbers 26 Location Alphanurneric

Once the segment is created and saved, go to the accounts tab and add names for the locations or profit
centers as below.

| Company Settings - O

H F' Search

F Company [l General Fiscal Periods Segments Groups Subgroups Allocations

i s

H SEEE {:\ \-Y Filters v|Search i Export +

=l = Base

[ e | Reports Code Description |Location |
) MON Montreal

E Email TOR Toronto
. VAN Vancouver

|ﬂ§] Multi-Currency

. Special Accounts

Then go into company settings/General and on the location segment select ‘Location’ (or whatever it was
named) and save.
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Caorpany Settings

H ke

General Fiscal Periods

Company

General Ledger Location

Segments

Groups

Subgroups
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Search )]

Allocations

Special meaning can be applied to one or more segments in Spire. These settings will effect which accounts transactions are posted to.

The location segment typically denotes a branch of the company which maintains separate balance sheet and income statement

i
H
=
E Reports accounts,
E Email Location Segment Disabled -
|;'FE Multi-Currency Profit Center
The profit center segment denotes a function of the company for which separate
(-1 ;
Special Accounts Profit Center Segment Disabled -
@ Sequence Mumbers Contract Cost
~ .. Miffaramtizl 21 Arrmome | 440000 2}l

If the segment created was for a profit center select it there instead. In that case the segment is probably

called ‘Profit Center’

Then add a GL account for each location or profit center.

d Click Copy |

& Accounts &% Summary T Transactions T> Recurring Entries
‘:‘ ? Filters = |Search | * Export + f x g - |_— |~_4|E Revalue v 2 + Create Transaction

Account Mo Mame Type Group Mame Designation L Debit L Credit Debit Balance
35500 Retained Earnings Liability  Equity Credit 0.00 0.00 0.00
35600 Current Earnings Liability  Equity Credit 0.00 0.00 0.00
41100 Sales - Gengl "7 - - - i o o e
41100 G & GL Accg 3y [000] 7T1110MOMN - O 4
41100/MON Sales - Gene - = )
41100/ TOR Sales - Gene . bl m X em | reande | [ € A . @)
ST100/VAN Cales - Gene Add Location Segment 2
41200 Sales - Acced Division No Account No Currency Q, [ nactive
41300 Sales - Equ”: Details Transactions Balances Histary Motes User Defined
41300 Sales - Equig
41400 Sales - Gamé  Group |?00 Ql |Cost of Goods Sold | Type |E)¢per|se | Sales Account
41500 Sales - Supp
A1600 Sales - Weig Subgroup | Ql | | GIFI Account |8320 | Bank Account
31500 Freight Char  wormal balance @ Debit () Credit Cheque sequence | 0| Track job cost
61950 Sales - Retur
71100 Production | Revalue
71110 Cost of Goou
T1T10/MON Cost of Goou
TI0/TOR Cost of Goou
T110/VAN Cost of Goou
71120 Cost of Goou
71130 Cost of Goou
71140 Cost of Goou
mso Cost of Guif Created by 55 an 05/09/2016 3:56:25PM Madified by S5 on D5/09/2016 3:56:25 PM
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For locations each user can be set to be restricted to a specific location. Go to Edit/Users/General.

User Settings for SPIRE

l:-l F' Search

User Infao
Currency
General
Reports

Email

General Ledger
Territary

Sccounts Payable

BRE KL 8

lob Costing

.

Phase

®

Y

Arcounts Receivahle

Setking

Create/Modify Company Filkers
Allows Change Warehouse
Allow Change Division

POS User Only

Defaulk Warehouse

Defaulk Division

Access Communications

Edit Cammunications

Lestrick Location ko
Edit Company Settings
Edit: User Settings
Zan Lock Window Setkings
Can Clear ‘Window Settings
Confirm Application Exit
Export Currencies
Expart Jobs
Add Sales Tax
Edit: Sales Tax
Delete Sales Tax
Edit UDF Struckure

Skate

L]
W - Inspire Health Syskems
Consolidated Company

Mo Restrickion b
Mo Restrickion

TR - Tarontbo
MO - Monkreal

RIKIRIRIEIRIE A

Then when the user logs in there will be a dialog for which location to use. If they are restricted then they

will only be able to log into the one they are assigned to.
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iy Select Company ? x
=ernarnme
Cornpany Marne t:\ + | |
SPIRE
FL ARomeyn Passward

Inspire Healtt | |

Dake

osfozizote Q|

Location

WaMN - Yancouver -
TOR. - Taronka
MM - Monkreal |

Licensed Ta: Alcomp Exit

Add a GL account using the location segment for each account the company wants to re-direct. At minimum
the company usually sets a sales account for each location, but can also add coast of goods, inventory and
taxes.

Video Instruction — Location Accounting
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Profit Centers

This feature allows the user to select on each order where the posting will be redirected based on pre-
defined ‘Profit Centers’

Inside a sales order the user selects the profit center to post to.

S Sales Order - 0000800048 Sadler Properties — O *
- =]
Open Customer ..l- View Compact Process WD, Reprocess Invoice (=) Next Phase

w s’ . ™y =5

f 2, TotsBy Ordered Qty " Deposits [l Requisition

Man | Bill To ShipTo  Info  Phase Commurications ~ SalesOrders  SalesHistory  User Defined  Attachments  Fill Order Service Info

Ordler Details
Customer |Open sales Order -
Customer No [saDt845 Q| [sadier Properties | AR Balance Credit Limit Order Mo
PO No | | RefNo | | Other Orders avaictle | IR Order Date
Notes | saesperson [pAvD Q) [Davd R | R - |4 [AEEE
mocedo [ ]
Shipping Invoice Date
ShipTo | Q [sadler Properties | stip via | Q/| | Fos | | Repeat Nore v
o
Contact r VAN - Vancouver =
e | Q phone | | £ roeat | 7 —
o st Deete  [55/ Comment ' serisitumbers g AddJobHeader TIWDF PP Scanltems ) Al (@ Prices
PartNo Deseription OrderQty ShpQty B/OQty Disc  Vendor UnitPrice  CumentCost AverageCost Margin (Curr) Margn (Avg) UM 1

1 L 0 0.0 100.00 0.00

woie [ ] o[ ] cmm[ ] o[ ] o[ ] e[ ]

Total Weight 0.0 Discount 0.0 % 0.00 CurrentGP 1000 % 100,00 Subtotal 100.00 All amounts shown in Canadian dollars,
Freight 5.00 Average GP 100.0 % 100.00 G.5T 5.25 1 1 7 60
BCPS.T. 7.35 -

When the invoice is posted without changing the profit center it posts sales to the GL account set in Sales
Department for the item.
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T 6L Transaction - DODODDOT33 — O *
Post g Reverse - O View Source &
Entry  Motes
Account No Account Name Base Debit  Base Credit Source Designation Type Entity Document User
42000/ [ [ ] LaborService 0.00 100.00] Ordler Entry  Debit Inv. SADLB45  0DDDBOO3GZ S5
214004 S [ 1 GST. Collected 0.00 5.25 Order Entry  Credit Inv. SADL345 0000e00362 S5
213000 S [ 1 BCProvincial Sales Tax Payable 0.00 7.35 Order Entry  Credit Inv. SADLB45  0DDDBOO3GZ S5
51800/ [ 1 Freight Charged 0.00 5.00 Order Entry  Credit Inv. SADL345 0000600362  SS
n2wy  f [ 1 Accounts Receivable - Trade 117.60 0.00 Order Entry  Debit Inv. SADLB45  0DDDBOO3GZ S5
L A
Debits 117.60

Credits 117.60

Balance 0.00

Then when the profit Center ‘Production’ is selected it redirects the post to a different GL account as below.

T GL Transaction - 0000000732 — O X
Post g Reverse O View Source By
Entry Motes
Account Mo Account Mame Basze Debit  Base Credit Source Designation Type Entity Document User
420100/ [ 1 LaborProduction 0.00 100.004 Order Entry  Debit Inv. SADL245  DD00G00361 55
21400 S [ 1 GST. Collected 0.00 5.25 Order Entry  Credit Inv. SADL345 0000800361 55
213000 S [ 1 BCProvincial Sales Tax Payable 0.00 7.35 Order Entry  Credit Inv. SADLB45  DDD0G00361 55
51900/ [ 1 Freight Charged 0.00 5.00 Order Entry  Credit I, SADL245  0000E00361 55
m2ws f [ 1 AccountsReceivable - Trade 117.60 0.00 Order Entry  Debit Inv. SADLB45  DDD0G00361 55
L
Debits  117.60

Video Instruction — Invoicing using Prof Centers

Credits 117.60

Balance 0.00
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Spire uses Crystal Reports for all of its reports. Spire partners can assist with developing reports for you or
if you have the knowledge you can write them on your own. The reports are created or edited with Crystal

Reports versions 10, Xl or 2013. Crystal Reports can be obtained online from SAP with this link. If you have

a previous version of Crystal Reports then you may qualify for an upgrade price.

In Crystal Reports, select File/Summary Info and this screen will show,

Document Properties

Summary = Statistics
Application:

Author:
Keywords:

Comments:

Title:
Subject:

Template:

SAP Crystal Reports

|rep-:urtu:|e~.r ([@epiresystems.com

Irvertarny list of Committed, On
Hand, Costs and value by part
number, product code
warehouse and total.

|Inuer|tn:|r'_.r Status

|In~.nE:r|tu:|r'_.r List

[ ] 5ave Preview Picture

Cancel

Author — The person that developed this report.

Keywords — Not used.

*

Comments — A brief description of what this report does. This is shown to the user when they print it in

Spire.

Title — This is the title that the user sees when they print the report in Spire.

Subject — Not Used
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Template — The template name is how Spire knows where the report should be presented to the user. See
‘Report Templates’ for more detail.
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Stock Reports

All stock reports are saved on the server in C:\Program Files (x86)\Spire\Reports.

74 items

! Do not edit these reports and then leave them in this location. All changes will be

overwritten when a new version of Spire is installed.

| + | Reports - . x
Home Share View bt 0
“ v P » My Computer » Local Disk (C:) » Program Files (x86) * Spire * Reports w O Search Re.. 0@
# Quick access " Name Date modified Type Size o
. ~* #10 Envelope with Return Address.rpt 2/3/2016 1214 PM Crystal Reports 17 KB
f@ OneDrive
~* #10 Envelope.rpt 2/3/2016 12:14 PM Crystal Reports 17T KB
@i Documents ~* Account Reconciliation.rpt 3/16/2016 114 PM  Crystal Reports 52 KB
@) Music ~* Accounts Payable by Due Date.rpt 1/28/2016 4:23 PM Crystal Reports 23 KB
@ Pictures ~* Accounts Payable List.rpt 1/28/2016 423 PM  Crystal Reports 66 KB
I My Computer ~* Accounts Receivable List.rpt 2/19/2016 3:53 PM Crystal Reports 54 KB
T ~* Accrued Payables Summary.rpt 1/27/2016 3:33 PM Crystal Reports 20 KB
Deskt
Bl Desktop W AP Cheque Remittance.rpt 4/4/2016253PM  Crystal Reports 79 KB
Documents ~* AP Cheque.rpt 2/29/2016 353 PM  Crystal Reports 73 KB
¥ Downloads “* AP Cheque-centre.rpt 4/4/2016 253 PM  Crystal Reports 102 KB
B Music ~* AP Cheque-top.rpt 4/4/2016 2:53 PM Crystal Reports 103 KB
[&] Pictures ~* Backorder Details by Customer.rpt 2/19/2016 3:53 PM Crystal Reports 34 KB
B Videos ~* Balance Sheet.rpt 4172016 3:32 PM Crystal Reports 43 KB
i Local Disk (C) ~* Comparative Statement.rpt 4/1/2016 3:32 PM Crystal Reports 52 KB
v ~* Customer Pavments List.rot 2/3/2016 12:14 PM Crvstal Reports 24 KB e
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Custom Reports

Custom reports for Spire are saved on the server in one of 2 places. If the report is required for all
companies then save it on the server in C:\Programdata\Spire\Reports

| = | Reports - o x
Home Share View - @
&« 3> v 4 » My Computer * Local Disk (C:) * ProgramData » 5Spire » Reports v O Search Re.. @

7 Quick access X MName - Date modified Type Size
& OneDrive InSpireHealth 1 File folder
InSpireRental 272/ File folder
| Documents ~§* Customer Statement.rpt 2722/ Crystal Reports A3 KB
@i Music ~* Inventory Status UDF.rpt 4/15/2016 :04 AM  Crystal Reports 22KB
@ Pictures ~* Invoice Posted.rpt 4/13/2016 1:01 PM Crystal Reports 19 KB
[ My Computer ~5* Packing Slip.rpt 4/13/2016 1:01 PM Crystal Reports 122 KB
T % Pick Ticket.rpt 413 01 PM Crystal Reports 22 KB
B Desktop [ rpteache.json 4/15/201610:14 AM  JSON File T3KB
Documents
* Downloads
J‘! Music
[&] Pictures
m Videos
‘i Local Disk (C:) v

8 items =

If the report is just for one of the companies then it is saved on the server in C:\Programdata\Spire\Reports\
DatabaseName.
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: | InSpireHealth
Share Wie
ok o

&« w

~

# Quick access

& OneDrive
% Documents
®, Music
@, Pictures

3 my Computer
[ Desktop
@ Documents
‘y Downloads
Jl Music

&= Pictures

B videos

i Local Disk () v

5 items

MName

~§* Customer Statement.rpt
~* Inventory Status UDF.rpt
¥ Invoice Posted.rpt

~* Packing Slip.rpt

~* Pick Ticket.rpt

» My Computer » Local Disk (C) » ProgramData * Spire » Reports » [nSpireHealth

Date modified

2/22/2016 3:25 PM
5/2016 T:04 AM
2016 1:01 PM
2016 1:01 PM
4/13/2016 1:01 PM

ol 4—
4 =
I..-\.I \.\.l

The database name can be found by looking at the Spire Tray.

Spire Server Company List
File Edit Help

+

Type

Cry:
Cry:
Cry
Cry:
Cry

stal Reports
stal Reports
stal Reports
stal Reports
stal Reports

Company Mame

Inspire Health Systems Inc
Inspire Health Systems (UDF)

Database Size
InSpire 452 M
InSpireUDF 42,1 M

Mext Snapshot

1 hour ago

Last Successful Snapshot

Server Monitor Version: 2.0.4, 12200 Server Version: 2.0.4, 12200

Spire User Manual - 2.2

— O X

€

v O Search InS... @
Size

43 KB
32KB
119KB
22KB
22 KB

If the custom report is an edited version of one of the stock reports and it has the same file name as the
stock one, it will replace the stock one. If it is given a different name then both the stock one and the custom
one will appear when the user prints,
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Templates & Parameters

To find out what report templates and parameters are available when printing, turn on the user setting
Reports ‘Enable report development tools’. Then whenever the print button is clicked this dialog will appear
beside the reports list and the available report fields will be displayed.

ﬂ.—,_ o= Penosts [Sales Order List ? 4 Reportpalameters ¥ m} X
= : 1
Reporttame o T v BillToContact!
[[] Backorder Details by Customer 1 w'lustin Jacksen'
[ Order Confirmation Microsoft XPS Document Writer 1 ~ BillToContact?
B4 Pick Ticket HP Laserlet Professional P1606dn 2 o
[ Quote _ : 1 v BillTeContact3
] Sales Qrder Micrasoft XPS Dacument Writer 1 N
[ Sales Order Details List 1 ~ BillToMame
[] Sales Order List 1 u'Dupont Photographers’
< > ~ CustomerMolist
u'DUPOT92
v |nvoiceDate
Mone
¥ InvoiceMoList
Report Settings o
Printer: - ~ QOrderByEmail
o
Paper Source: Z ~ OrderByName
Duplex: Printer Default ¥ Copies: 1 = u”
~ OrderByPhone
i 3 o
Print Email Print and Email Preview Save Defaults Cancel ~ OrdesDate
datetime.date(2015, 5, 13)
~ OrdesNolList
u'0000102616'

~ OrderPOMumber
s
~ OrderReferenceMumber
o
~ ReportTemplate
‘Sales Order List'
~ ShipDate
Mone
~ ShipToContactl
u'Justin Jackson'
~ ShipToContact2
"
~ ShipToContactd
o
~ ShipToName
u'Dupent Photographers'
~ ShipViaDescription
o
~ ShipViaName
o
~ ShippingCarrier
o
~ TermsDescription
o
~ Trackingho
"
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Communications- (CRM)

Spire User Manual - 2.2

The communications tab appears in most modules and master records. It allows a user to enter notes that

can then be assigned to either the current user or another user for followup on the specified date. While it is

not a Customer Relationship Management system it can assist your team in keeping informed on your

customers activities and communications.

Click the Communication icon on the main menu.

Inspire Health Systems.

File Edit Customers Vendors Inventory Purchasing Preduction  Sales  Payrell  Tools  Help
&, W Fiters ~|sear P Export
._{ Sales I;'J Y Filters | earch | T Expor +
(\,_,g\ Sales Histary Matchif = Al +  of the following criteria are true
+ X AsigredTo v i ~ |srre Q|
Jéb) Customers ~
Module [tem Subject Created Date Created By Due Date
&‘ Production Accounts Receivable JACK225 Payment 3/17/2015 85 3/21/2018
Customer LIS5141 2/20/2015 55 3/20/2016
& Production History Sales Q000000002 | Call Bob 2/20/2015 55 3/25/2016
Sales 0000100609 Repeat 2/20/2015 55 3/14/2016
L3 Inventory Sales Q000000001 Call 2/20/2015 55 317/2016

% Requisitions
I Vendors
Purchases

Purchase History

| 20 [<F

‘n-l'l‘ Point of Sale

ﬁ Price Matrix

<A Communications

From the communications list click add or edit

g - O Open Rela

Atten

Print
MNone

Completion Date

MNone
MNone
MNone
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Note - Call Bab - O X
l:-l F' ﬁ«' Insert Date/Time I( -( =

subject Call Bob | Type |FoLLOW-LP Q

Call Bob about this quote

Details Reports Display

Assigned To |SPIRE Due Date 02/26/20 Q (] Print
Mumber 0.000 | Completed Date Where |Invoice -
Facking i

Created by 55 on 02/20/2015 5:3 pidking Slip 1 05/04/2016 2:39:04 AM
Booking Order |
Invoice

COrder Confirmation
Quote

Purchase Order
Sales Order

Wark Order

Alert on Orders

Filters — Set a filter to display only the communication that the user wants to see. The most common one is
the “Assigned To” filter so they only see their own communications.

Export — Exports the list of communications to Excel or .csv based on column and position selection.

Add — Adds a communication.

Edit — Edits a communication.

Delete — Deletes a communication.

Print — Any report that has'Communications’ as a Crystal Reports template will be presented.

Open Related — Opens the module and record for the source of the message.

Module — The module where the communication was created.

Item — The record for where the communication was created. For example the customer number, sales
order number or inventory item.

Subject — The subject the user put on the communication.

Created Date — The date it was created.

Created By — The initials of the user that created the communication.

Due Date — The date the assigned communication is due for completion.



Completion Date — The date entered when it was completed.
Attention — This can either be:

+ Alert — Means that this message will pop up when editing a document like a sales or purchase order
when the item, customer or vendor is added.
* Print — Means this will be printed on whichever form was selected.

* Note- The Crystal Sub Report that contains the communication on forms is hidden by
default. Speak with your Spire partner to assist with revealing it.

Display Type — The form that this communication should print on. For example on Invoices or Purchase
Orders.

Assigned To — The user’s initials that the communication is assigned to.

Group Type — The type of message. Each company can create their own types by doing a lookup on the
type field. For example “Follow-Up”

Modified Date — Date this communication was last edited.

Modified By — The users initials that last edited this communication.

* Note that there is no security that stops users from seeing each others communications.
However the user can be blocked from seeing notes from certain modules.

Example communications

* Inventory — Add a note if someone notices that there are not the correct quantity in stock in the
warehouse. Assign to the warehouse manager to do a count.

+ Customer — Put an alert on the customer for their birthday so if you add a sales order for them it will
pop the message.

» Accounts Receivable — Add a message if the customer says they will have payment on a certain day.
If assigned to a user they will be prompted to call on the correct day,

* Quote — Add a follow-up reminder so the quote does not get forgotten.

When User Logs In

When the user logs in and there are communication notes that are due or overdue, a “To-Do” list will be
presented. By clicking the edit button the user can see the details of the communication.
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nspire Health Systems (UDF)

File Edit

> E{Sales

» @ Sales History
‘_1 Payroll
f Accounts Payable
== ¥

y @
D Customers

Lustomers

» 9:'1 Accounts Receivable

y [ Inventory

E[QI_B Requisitions
I Vendors

Pa
¥ 17 Purchases
Received in Full

g Production History

‘n'—“‘ Point of Sale

E Price Matrix

:':-—: Communications

H General Ledger

)% Equipment

Vendors

Spire User Manual - 2.2

nventory Purchasing Production 3ales Payroll pols  Help
¢ ?H‘Iﬂs '|sea.d1 | * Export + & g b F Communication % Mail Merge
Matchif Al = of the following criteria are true
+ (X YTDSales v  isgreaterthan v 0.00
+ X Emal !
| B alerte rJ
Customer MNo. Na Juntry Phen
MCCAS37 Mc ;9:'; Repeat Edit N 250)
BEIE396 Bei Wants to repeat this order next month N (514)
CAPIGGD Cay 2015 A (602)
CROPS35 Cre Created by S5 on 2015-02-20 05:25:51. Modified by S5 on 2015-02-20 05:35:51 a (734)
DUPO192 Dy N (705)
EASTST! Eas Feb  Calll about new manager Edit A (516)
ELDES29 C o | e G I 0 e hici s el bl 'y (405)
ER118 EH 2015 Cregted by S5 on 20 2-20 2. Modified by 55 on 2015-02-20 05 2 +N (418)
FORE113 For (416)
HARRE52 Ha Feb  @a) mn
FARNGE Ha 19 Call Jason about this quote (813)
HOLUG22 H-d 2015 (732)
JACK225 Jacl Created by 55 on 2015-02-20 05:37:03. Modified by 55 on 201 7 N (604)
JANCE iN (778)
ssi4 ] Note - Call = iN 416)
MAULS: A 610)
- 1 |:
ooon I [k P msertoaterrme A (801)
TRAVS N (416)
WiENg| Subsect [cal | e | A (315)
Call Jason about this quote Edit
Details Reports Display
Assigned To Due Date [ ernt e
on
wber [ oo conperedone aree - i

Created by S5 on 02/20/2015 5:37:03 AM Modified by S5 on 02/20/2015 5:37:03 AM

When the user marks the activity complete, they will no longer be shown it on login but it can still be viewed

by clicking on the main Communications module on the main menu.
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B spie Health Systems (U
: @r Sales
i
> @ Sales History
Itl Payroll
Eul Accounts Payable
o)) Customers
> Db Accounts Receivable
- Inventory
LolEy Requisitions
[ Vendors

a
¥ 1 Purchases
Received in Full

6'\ Purchase Histary
& Production

& Praduction History
gﬁ Point of Sale
F] price Matrix

[ General Ledger

Spire User Manual - 2.2

Q ?F.H'I YI:c:--:h

| 2 eqot o 7 3 &~ O openrelated
Matchif Al +  of the following oriteria are true
+ M | AssgnedTo v ls v |SPIRE Q
Module ftem Subjest  Created Date  Creabed By Due Dote Completion Date  Attention Display Type Asmgned To  Group Type  Madified Date  Modified By MNumber
Accounts Receivable  JACK22S Payment 031172005 (S8 03/27/2015 Print None SPIRE 09/15/2015 55 0.00
Custormner LIs5141 0272072015 S8 02/19/2015 Mone Mone SPIRE 02/2042015 55 0,00
Sales 0000100609 | Repeat 02202015 | S8 02/13/2015 Mone None SPIRE 02/20/2015 55 0.00
Sales Q000000001 Call 027202015 S5 02/19/2015 05/03/2016 Mone MNone SPIRE 05/04/2016 55 0.00
CallBob  02/20/2015 55 02/26/2015 Mane Hone SPIRE FOLLOW-UP  05/04/2016 §5 0.00
I Mote - Call Bob - [m] X
R D vy | K € > 5 =
Subject | Cal Beb Type |FOLLOW-LP ql
Call Bob about this quote
Detals Reports Display
igned To | SPIRE Dus Date 02/28/20 Print
b a l L Ql g ] Alert on Ordars
Mumber 0.000) CompletedDate | /)  Q  Wwhere -

Created by 55 on 02/20/2015 5:32:09 AM Modified by 55 on 05,04/2016 8: 12:45 AM

Clicking on the “Open Related” button will bring up the record where that communication was created. For

instance if it was an accounts receivable message it will open to that customers AR record.
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BB inspire Health Systems (UDF
e it L} Vendors
> G sates
—
> (\f,ﬂ‘. Sales History
7 payrol
Q Accounts Payable

> fas] Customers

[
3 N
-é! Accounts Receivable

y [P

Inventory
ey Requisitions
&I Vendors

Fa
v 1t Purchases
Resveivend im Full
‘ \"TJJ' Purchase History

&’ Production

& Production History
&8s

I3 Point of Sale
Price Matrix

Communications

]l General Ledger

If% Equipment

Spire User Manual - 2.2

Purchasing Productior 1le Payrol |

- Fiters |5each | 2 opot wfu 7 WS-
Matchif Al ~ of he folowing citeria are true
+ X gt v -
Mudu?e Item Sv.lh'E:t Created Date Created By Due Date Completion Date
Accounts AL JACK225  Payment 03/17/215 133 03/27/2015
Customer  LISST4T RIS 55 TZTa7 2075
Sales
Calis Accounts Receivable - Jackson Fitness Center
Sales

H ke

cry ‘Open Customer @ Apply Finance Charges

Billng Address: Contact Info

Address v o
mmm?;cm Fhane # Mame |mpﬂm |r-|-mg |( ) - Ext | ] i o520 Q
Richmond Cracit lmit 20,000.00

VEX 188
Fex (] - # - = =
Enal h"“@“ "‘tlwlt ) | L] Average days ta pay 1]
Terms £ 1U days
Open [tems Naotes Attachments User Defined
O =~ o v P oaly v [ payment v @) rold Y showal S showcredts To werdal L1 view dounalznry (5 view Invoice
[ Transaction No Dste Diebit Credit Balaace Terms Code Terms Dese.  Customer PO Reference ho Type H
[ oo0o000676 04/25/2016 529.76 0.00 S29.76 02 2% 10 daye 0000600351 Inveice i
[J 0000000650  04/18/2015 820,96 0.00 82096 M Met30days 124645 0000600347 Invoice O
[ 0000000651 471872015 | 1,904.00 0.00 1,904.00 02 2% 10cdays 124859 E Inveice O
[ coooooos4s 04182013 271488 0.00 271488 02 2% 10 days 124399 Invaice O
[ 0000000512 07707/ 2015 5,591.75 0.00 5,501.75 123677 0000600318 Inveice O
< >
Total Balance  11,561.35
fensmne 1122126 10tal Amount 0.00

Video Instructions — Communications
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General Ledger

Hi General Ledger
@l Acconts &% Summary | Transactons [ Recurring Entries

° ?Flus VI | * Export + 7 57 | Revalue ¥

Matchif = Any + of the following aiteria are true

+ X CedtBaance ~ | snot - | 0.00|
+ % DehitBalance -  mnat - | 0.00]
ﬁ.ccnumANn Marme Type Group Name Designation 4 Debit & Credit Debit Balance  Credit Balance Foreign Debit Bal. Foreign Credit Bal.
mao Cash in Bank Agset Cash Diebit 0.00 12,356.32 0.00 17031043 0.00 0.00
mso Cash and Cheque Receipts Asset Cash Diehit 25,125.28 0.00 1,245,336.15 0.00 0.00 0.00
11130 Cash Receipts Asset Cash Diebit 0.00 0.00 4,766.00 0.00 3,906.56 0.00
11140 American Express Asset Cash Debit 20,000.00 0.00 20,000.00 0.00 0.00 0.00
mso MasterCard Asset Cash Diehit 5,000.00 0.00 5,250.00 0.00 0.00 0.00
1160 Visa Asset Cash Diebit 5,000.00 0.00 35,013.03 0.00 0.00 0.00
12 Accounts Receivable - Trade Asset Accounts Receivable Debit 1,562.00 0.00 1,197,300.60 0.00 0.00 0.00
11300 Inventory at Cost - General Asset Inventory Debit 0.00 T70.00 655,098.29 0.00 0.00 0.00
11302 Inventory at Cost - Accessories Asset Inventory Debit 0.00 0.00 N9.77 0.00 0.00 0.00
11303 Inventery at Cost = Equipment Asset Inventory Diebit 0.00 29,096.00 0.00 57.144.54 0.00 0.00
11304 Inventary at Cost - Games Asset Inventory Debit 0.00 0.00 837.54 0.00 0.00 0.00
11305 Inventary at Cost - Supplements Asset Inventory Debit 0.00 0.00 4,278.96 0.00 0.00 0.00
11306 Inventary at Cost - Weights Asset Inventory Drebit 0.00 79.20 568213 0.00 0.00 0.00
11315 Inventary Variance Asset Inventory Debit 0.00 0.00 om 0.00 0.00 0.00
2Nz Accounts Payable-USD Liability  Accounts Payable Credit 0.00 0.00 0.00 33280 0.00 33280
mao Accounts Payable Liability  Accounts Payable Credit 12,556.32 0.00 0.00 121,274 0.00 0.00
21130 Accrued Payables Liability ~ Other Accrual of Payables Credit 0.00 0.00 0.00 1817168144 0.00 0.00
2140 Employees’ Income Tax Payable Liability ~ Other Current Liabilities Credit 0.00 0.00 0.00 2110875 0.00 0.00
21150 Employees’ CPP Payable Liability ~ Other Current Liabilities Credit 000 0.00 0.00 12 875.96 0.00 0.00
21160 Employees’ El. Payable Liability ~ Other Current Liabilities Credit 0.00 0.00 0.00 6,368.30 0.00 0.00
21200 Employees’ Accrued Vacation Liability  Other Current Liabilities Credit 0.00 0.00 0.00 5,640,020 0.00 0.00
21300 BC Provincial Sales Tax Payable-USD Liability — Other Current Liabilities Credit Do 0.00 0.00 24416 0.00 24416
21300 BC Provincial Sales Tax Payable Liability ~ Other Current Liabilities Credit 0.00 3557.33 0.00 173,754.54 0.00 0.00
21400 G5.T. Collected-USD Liability ~ Other Current Liabilities Credit 0.00 0.00 0.00 17440 0.00 17440
21400 G5.T. Collected Liability ~ Other Current Liabilities Credit (0] 2,530.95 0.00 110,667.11 0.00 0.00
240 G5.T. Input Credits Liability ~ Other Current Liabilities Debit 0.00 0.00 7.856.72 0.00 0.00 0.00
21440 Employee Social Liability  Other Current Liabilities Credit 0.00 0.00 0.00 105.00 0.00 0.00
35500 Retained Earnings Liability  Equity Credit 0.00 0.00 0.00 410,078.65 0.00 0.00
41100 Sales - General Revenue Gross Sales Credit 00 1,400.00 0.00 817, 64469 0.00 0.00
41200 Sales - Accessonies Revenue  Gross Sales Credit 0.00 0.00 0.00 5,671.04 0.00 0.00
41300 Sales - Equipment-USD Revenue  Gross Sales Credit 0.00 0.00 0.00 3,488.00 0.00 3,483.00
41300 Sales - Equipment Revenue Gross Sales Credit Do 49,075.00 0.00 164, 202.88 0.00 0.00
41400 Sales - Games Revenue  Gross Sales Credit 0.00 0.00 0.00 855.00 0.00 0.00
41500 Sales - Supplements Revenue  Gross Sales Credit 0.00 0.00 0.00 242,02 0.00 0.00
41600 Sales - Weights Revenue  Gross Sales Credit (0] 144,00 0.00 9,618.00 0.00 0.00
Tioo Production Wages Expense  Cost of Goods Sold Debit 0.00 0.00 109,118.88 0.00 0.00 0.00
e Cost of Goods Seld - General EBpense  Cost of Goods Seld Debit 770,00 0.00 507,499.42 0.00 0.00 0.00
o Cost of Goods Seld - Accessories  Expense  Cost of Goods Seld Diebit 0.00 0.00 576352 0.00 0.00 0.00
130 Cost of Goods Seld - Equipment Expense  Cost of Goods Sold Debit 29,096.00 0.00 103,136.80 0.00 0.00 0.00
T4 Cost of Goods Sold - Games EBpense  Cost of Goods Seld Debit 0.00 0.00 427.50 0.00 0.00 0.00
150 Cost of Goods Seld - Supplements  Expense  Cost of Goods Sold Diebit 0.00 0.00 13480 0.00 0.00 0.00
60 Cost of Goods Seld - Weights Expense  Cost of Goods Sold Debit T79.20 0.00 5,369.90 0.oo 0.00 0.00
82350 Pastage Expense Expense  Operating Expense Diebit 0.00 0.00 8,836.81 0.00 0.00 0.00
BT Rent Expense Expense  Operating Expense Debit 0.00 0.00 5,000.00 0.00 0.00 0.00
82410 Ell. - Empleyers Share Expense  Operating Expense Debit 0.00 0.00 2,759.54 0.00 0.00 0.00
82420 C.P.P. - Employers Share Eqpense  Operating Expense Debit 0.00 0.00 4,785.70 0.00 0.00 0.00
91230 A/R Service Charges (Earned) Expense  Other Revenues and Expenses Debit 0.00 0.00 0.00 140,08 0.00 0.00
G400 (Gain or Loss on Currency Expense  Other Revenues and Expenses Debit 0.00 0.00 0.00 B39.44 0.00 0.00
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H General Ledger

&§ Accounts £ Summary T Transactions

T+ Recurring Entries

Q Y e o
Matchif = Any ~  of the following criteria are true
+ X CreditBalance v isnot = 0.00|
+ X DebitBsance v  isnat - 0.00|
Accountﬁl\lo Name Type Group Name
11120 Cash in Bank Asset Cash
1130 Cash and Cheque Receipts Asset Cash
11130 Cash Receipts Asset Cash
11140 American Express Asset Cash
11150 MasterCard Asset Cash
11160 Visa Asset Cash
11210 Accounts Recevable - Trade Asset Accounts Receivable
11200 Imventery at Cest - General Asset Inventery
1302 Inventory at Cost - Accessories Asset Inventory
1303 Inventory at Cost - Equipment Asset Imventery
1z Iventory at Cost - Games Agget Irvventeny
11305 Inventory at Cost - Supplements Ascet Inventory
110/ Irusntans st Coet = Weinhte Leest Irusntan:

+Eatl:icrt+

& -0

Designation 4 Debit
Debit 0.00
Debit 25,125.28
Diehit 0.00
Deebit 20,000.00
Debit 5,000,00
Debit 5,000.00
Debit 1,582.00
Debit 000
Debit 0.00
Debit 0.00
Debit 0.00
Debit 0.00
Mehit nn

& Credit
12,556.32
0.00
0.00
0.00
0.00

Debit Balance
0.00
1,245,336.15
4,766.00
20,000.00
5,250.00
36,013.03
1,191,300.60
635,008.29
41977

0.00

837,54
4.278.96
SARGX 13

Credit Balance Foreign Debit Bal. Foreign Credit Bal.

170,310.43

0.00 0.00
0.00 0.00
3,906.56 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0,00 0.00
0,00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
i nnn

Export — Used to export the filtered list and column order to Excel. In the screenshot example above this list

is sorted by account number and has a filter set to see all rows where ‘Debit Balance’ and ‘Credit Balance’

is not 0.00 (zero). The match if = ‘Any’ makes sure we are not using an ‘or’ selection. This can now be

export to Excel and it will be a trial balance that the user can add a total using Excel’s sum command.

Add — Adds a new GL account

Edit — Edits highlighted GL account

Delete — Deletes the highlighted GL account. This account cannot be deleted if it has anything posted to it.

Print — Print GL account reports such as:

« Trial Balance
* Income Statement
+ Balance Sheet
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The user will be presented with a screen like this that includes all Spire stock reports and any custom ones
added with a Crystal Report template of ‘General Ledger List’.

#0 Report Options ? x

Period Ending | 5/31/2015 (Current] -
Show Details  [_]

The user would select the period they want to print, and whether they want to add additional details.

The next screen would ask which report(s) to print, the printer selection information and if they want to email
the reports. Note that all reports can be printed or emailed at once.

#0 Spire Reports (General Ledger List) ? et

Report Mame Printer Copies

Balance Sheet

Comparative Financial Statement  MNPI296200 (HP Color Laser)et MFP M4T6rw)
Financial Statement by Pericd

Income Statement

Trial Balance

—_ i =1

< >

Compares the Trial Balance for this year or next year and compares it to the previous year.

Report Settings
Printer: MPI296200 (HP Color Laserlet MFP M47anw) -

Paper Source: | Automatically Select -

4k

Duplex: Printer Default Copies: 1

Email Print and Email Preview Save Defaults Cancel

Copy — Copy selected GL account.

Revalue — Revalue the base amount for the GL accounts that are in another currency. The difference will be
posted to the Gain/Loss setup for that specific currency. See the Multi-Currency module for more details.



Edit and Add Accounts

&0 GL Account - [000] 41600 — O Y
K< > HE X&  recomu
Division No Account Mo Mame Currency Q |:| Inactive

Details Transactions Balances Histary Motes User Defined

Group |4EIEI Q| |Grnss Sales | Type Sales Account
Subgroup | Q| | | GIFI Account Bank Account

Mormal balance () Debit (@) Credit Chegue sequence III Track job cost

Revalue

Created by 55 on 7/7/2015 10:06:45 AM Modified by 55 on 4/13/2016 10:37:24 AM

Save — Saves changes

Save Close — Saves changes and closes the account

Delete — Deletes a GL account. This is only allowed if there are not transactions posted to the account.

Print — Prints all reports that have a Crystal Report template of “GL Account”

Reconcile — Click this to do an account reconciliation for this GL account. Most commonly it is for bank
accounts and credit card accounts but any GL account can be reconciled. See Account Reconciliation for

more details.

Division — If Divisions are turned on in Company Settings/General Ledger, then each account will have a

division. Each account will also then have a consolidated division of ‘000’. All transactions will get posted to
a division plus the consolidated (000) division.

Account No — The General Ledger Account number.

Name — A descriptive name for the GL account.

Currency — The currency assigned to this account.

Inactive — If set to inactive the GL account cannot be posted to.
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Group — The group that the account belongs in. Groups are setup in Company Settings/General Ledger

Subgroup — The subgroup that the account belongs in. Subgroups are setup in Company Settings/General

Ledger. Subgroups allow you to consolidate GL accounts on GL reports.

Normal Balance — Select Debit if the normal balance is a debit, and Credit if the normal balance is a credit.

Type — When the group is selected the type is automatically populated from the group setup.

GIFI Account — An acronym for ‘General Index of Financial Information’ as setout by CRA (Canada
Revenue Agency’ See this link for more information.

Check Sequence — The next cheque number that will be assigned by default when paying from this GL
account.

Sales Account — s this account set as a sales account.

Bank Account — Is this account a bank account. By checking this the next cheque number field will be
exposed and the account will become available to pay from.

Revalue — When invoking the multi-Currency revaluation process, should this GL account be included.

Account Transactions

& GL Account - [000] 11120 - m] b
> HFE 6 | o Reconde [
Division Mo |nnu Ql Account No |1113:] | Diame |RBCBank Currency Q, [] Inactive

Detalls  Transactions Balances History  MNotes  User Defined

(:\ Y Fiters = [:—:_ ck * Bgort '_.[% w L0 view (U1 view Source I
Tran;actAiun Mo  Source Debit Credit Transaction Date Posted Date Memo Type Entity Document Reconciled Userld *
0000000242 Accounts Payable 000 2003334 1NAE2M5 111872015 Prt. INSPIRE 0000000001 3162035 55
0000000244 Accounts Payable 0.00 600.00 172172016 172172016 Pmt. WALEGU 0000000002 3/16/2015 55
0000000325 Accounts Payable 0.00 85546 2/20/2015 2/20/2015 Pmt. ACME 0000000012 55
0000000326 Accounts Payable 0,00 6,751.22 7/6/2015 T16/2015 Prt. WALEQU 0000024589 53
0000000326 Payroll 0.00 233645 1/15/2015 T/6/2015 Empl. 100002 0000024590 55
0000000326 Payroll 000  1,50B.68 1/15/2015 T/6/2015 Empl. 100001 0000024591 Ss
0000000327 Pavroll 000 143588 1/15/2015 T/6/2015 Embl. 100003 0000024592 S5
0000000327 General Ledger 0.00 50.00 2/20/2015 2/20/2015 recurring 3/16/2015 55
0000000327 General Ledger 0,00 2,500,00 2/20/2015 2/20/2015 recurring 3/16/2015 55
0000000328 General Ledger 12.00 0.00 2/20/2015 2/20/2015 AutoReverse - 0000000327 3M18/2015 55
0000000328 General Ledger 50.00 0.00 2/20/2015 2/20/2015 AutoReverse - 0000000327 55
0000000348 Accounts Payable 0.00 8,556.22 3/8/2015 3/8/2015 Pmt. MNOLIFI 0000000013 55
0000000349 Accounts Payable 000 14,554.40 3/8/2015 3872015 Prnt. WALEQU 55
0000000350 Accounts Payable 0.00 559.78 3/8/2015 3/8/2015 Pmt. WALEQU 3/16/2015 55
0000000351 Accounts Payable 0.00 3,300.00 3/8/2015 3/8/2015 Pt MNATPRO 3/16/2015 55
ANNMRNNRSY Arrmimbe Daviahla nnn NN AN 25R0MS 2RIMs Divent KMATDRN <<

Refresh — Refresh transactions to see if there are new posting to this account
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Filters — Set any numbers of filter to show only the rows of data required.

Search Box — Is a search to look for word(s) in all fields.

Export — Export the filtered and sorted list to Excel or .csv.

Print — Print any report with the Crystal Report Template of GL Transaction List.

View — View the complete journal entry.

View Source — View the source document that produced this journal entry if there is one. Possible source
documents are:

* Order Entry
* Purchase Order
+ Payroll

Transaction No — The GL transaction number that was generated sequentially the next transaction number
in Company Settings/Sequence Numbers.

Source — The source that this posting came from.

Debit — The amount of the debit transaction

Credit — The amount of the credit transaction.

Transaction Date — The the date that the transaction was posted to.

Posted Date — The the date the user was logged into Spire when they posted the transaction.

Memo — A memo added by the user doing a journal entry.

Type — The type of transaction that was posted.

Entity — The entity is the customer, vendor or employee code of the posting.

Document — The document number passed from the sub ledger posting. ie- the invoice number

Reconciled — The date that the entry was reconciled. If blank then it has not been reconciled.



User ID — The initials of the user that posted the transaction.

Account Balances

The GL is open for posting for 3 years. Once the year is complete, the year end process is run and the
balances from this year get moved to last year. It is typical that today’s date falls into this year, but if the
year end process is not complete then the user will log into ‘Next Year’ using today’s date.

Z-fi GL Account - [D00] 11120 - O x
] ]| I=] ,
HE! & @ reonde | [ € > I ®
Division No Account Mo Mame |RBC Bank Currency Q |:| Inactive
Details Transactions Balances History Motes User Defined
LA View Foreign Currency
42016 2016 A 2015 2015 A 2015 2015
January -022.00 -347,544.53 -28,671.49 -28,671.49
February 0.00 -3G7,544.53 -35,324.95 -63,996.44 0.00 0.00
March 0.00 -397 544.53 -68,677.80 -132,674.24 0.00 0.00
April -2,514.25 -400,058.78 -25,079.87 -157,754.11 0.00 0.00
May 0.00 -400,058.78 -12,556.32 -170,310.43 0.00 0.00
June 0.00 -400,058.78 0.00 -170,310.43 0.00 0.00
July 0.00 -400,058.78 -128,516.52 -208,826.95 0.00 0.00
August 0.00 -400,058.78 0.00 -298,826.95 0.00 0.00
September 0.00 -400,058.78 -78,062.04 -376,388.99 0.00 0.00
October 0.00 -400,058.78 0.00 -376,288.99 0.00 0.00
Movernber 0.00 -400,058.78 -20,033.54 -3086,922.53 0.00 0.00
December 0.00 -400,058.78 0.00 -396,922.53 0.00 0.00

1
Created by 55 on 7/7/2015 10:06:45 AM Modified by 55 on 4/13/2016 1:32:31 PM

View — Highlight a period and click view and the transactions for just that period will show.
Foreign Currency — Toggle to see the base and foreign currency values.

Change Next Year — The amount that this account changed for that period for next year.
Next Year — The running balance of the GL account for that period for next year.

Change This Year — The amount that this account changed for that period for this year.



This Year — The running balance of the GL account for that period for this year.
Change Last Year — The amount that this account changed for that period for last year.
Last Year — The running balance of the GL account for that period for last year.

Account History

Once last year has had its final adjusting entries completed, the year can be closed. When it is closed the
balances get moved to the GL History table and the transactions to the GL History Transaction table. Once
there they are only available for viewing and reporting and can no longer be posted to.
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#@ GL Account - [000] 11210 — O *
I — _
HF em  Vreaonde || [ £ > D @
Division Mo Account Mo Mame |.ﬁ.cmunts Receivable - Trade Currency Q, [] nactive
Details Transactions Balances History Motes User Defined
Fiscal Year End Ending Balance Met Change
1/31/2014 1,204, 390.89 1,204, 350.89
&3 Historical Balances — O >
LA view

Period End Date Met Change Balance

Opening 0.00

Period 1 iy 0.00 0.00

Period 2 3/31/2013 45,500.03 45,500.03

Period 3 4/30/2013 0.00 45, 500.03

Period 4 5/31/2013 12714345 172,643.48

Period 5 6/30/2013 92,674.31 265,317.79

Period6  7/31/2013 66, 748.16 332,065.95

Pericd 7 /3172013 85,278.55 417 344.50

Period@  9/30/2013 0,00 417,344.50

Period 9 1043172013 458,374.65 875,719.15

Period 10 11/30/2013 8,776.71 884 495.86

Period 11 12/31/2013 150,392.18 1,034 888.04

Period 12 1/31/2014 169,502,853 1,204,350.89

Fiscal Year End — Year end of the year that was closed to GL history.

Ending Balance — The closing balance of this account when the year was closed.

Net Change — The net change for that year.
Once you drill down into one of the years you see each period.

Period End Date — The end date for each period of the closed year.
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Net Change — The net change for the historical period.

Balance — The closing balance for the historical period.

Account Notes

Any number of notes can be added for this GL account.

User Defined Fields

User defined fields can be added to track and/or print. (Spire UDF license required).
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Summary

The GL Summary screen totals each group but allows the user to expand the tree structure to see individual
accounts.
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5 General Ledger — O X
:-i Accounts -:; Summary I Transactions ]"._': Recurring Entries

Mumber Marme Currency Type Group  Subgroup  Designation Balance
* Division - 000 Conseclidated Company 294.120.80
¥ Group - 100 Cash 907,483.49
11110 Petty Cash Asset 100 DR 0.00
11130 Cash and Cheque Receipts Asset 100 DR 1,246,222.51
11130 Cash Receipts Asset 100 DR 4,766.00
11150 MasterCard Asset 100 DR 5,250.00
11120 Cash in Bank-USD Asset 100 DR -5,352.47
11120 RBC Bank Asset 100 DR -400,058.78
11160 Visa Asset 100 DR 36,656.23
11140 Armerican Express Asset 100 DR 20,000.00
Group - 110 Marketable Securities 0.00
» Group - 120 Accounts Receivable 1,381,341.57
Group - 130 Other Receivables 0.00
» Group - 140 Inventory 714,224.10
Group - 130 Prepaid Expense 0.00
Group - 135 Other Current Assets 0.00
Group - 170 Long Term Investments 0.00
» Group - 180 Property, Plant & Equipment 0.00
Group - 190 Accumnulated Depreciation 0.00
» Group - 195 Other Assets 0.00
Group - 200 Accounts Payable -145,%21.16
» Group - 210 Motes Payable 0.00
Group - 220 Current Portion of LT Debt 0.00
» Group - 230 Other Accrual of Payables -1,808,797.44
Group - 240 Other Current Liabilities -340,860.55
» Group - 250 Long Term Debt 0.00
Group - 260 Equity -410,078.65
» Group - 400 Gross Sales -14,576.00
Group - 410 Returns & Allowances 0.00
» Group - 420 Interest Income 0.00
Group - 430 Other Income Expense 0.00
» Group - 700 Cost of Goods Sold 9,432.25
Group - 710 Selling Expense 0.00
» Group - 720 Operating Expense 1,673.21
Group - 725 Other Revenues and Expenses 0.00
Group - 730 General & Admin Expense 0.00
Group - 740 Interest Expense 0.00
» Group - 750 Gain/Loss on Asset Disposal 0.00
Group - 760 Income Tax Expense 0.00
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Transactions

In this screen you can see all transactions posted from last year, this year and next year if items were post
dated or you are working in next year. Filters can be set to view less transactions and either reported on or
exported. When printing any report with the Crystal Report Template of GL Transaction List will be listed.

The search box is very powerful in this list as the user can find any word(s). An example would be to search
for a customer code and every transaction posted for that customer will show on the list. Or search for a
purchase order number so that every receiving, closed and AP entry will be found.

il General Ledger - 0 *
il Accounss o summary T Tramsactions T Recursiog Entries
Q@ YA ~[sead 2 boot gy v UL dumdEey i Aot~ =
Transaction Mo Account Mo Account Mame Source Debit Crecit Foreign Debit Foreign Credit Currency Transaction Date Posted Date  Memo Type  Entity  Document Reconcled Userld ~
CO0M003ZE ma RBL Bank General Ledger (1) =000 000 ) 22072015 22N 5 ¥R 55
DO0000032E 214 Benk Charges Expense General Ledger 1200 000 ooa 000 220/2013 L2205 35
0000000326 &3m0 Rent Expense Genaral Ledger 2,300.00 000 0.00 0o 2202013 L0203 55
DO0DO003E 2165 Computer Expense General Ledger 5000 0.00 000 000 2720/2015 220/2015 55
DO0DO0032E ma RBC Bank General Ledger e 12.00 000 000 2720/2015 22072015 62015 55
DO0D00032E ma FBC Bank General Ledger L0 2.500.00 .00 000 220/2015 2/20/2015 INE205 56
LO00000327 ma RBC Bank General Ledger o 000 .09 a0 2R20/201% 22002005 FEOATTG aneans 5
000000227 ma RBC Bank General Ledger Lo 2,500.00 000 000 2720/201% 2/20/2015 FBOUMING 62015 58
000000327 ma RBC Bank General Ledger LT 12.00 00 0.0 2720/2015 2/20/2015 recuring e2015 55
COOM003ET g23m Feent Expense General Ledger 250000 0o 000 () 27202015 WA recuning 35
O000003ET [l H Computer Expense General Ledger S0 0o ®oa e 272002013 225 recurming 35
DO0DR003ET a1 Eiank Charges Expense General Ledger 1200 000 000 000 22002013 20125 reCuming 55
D00DO003ZE mao RBC Bank General Ledger 1200 0.00 000 oo 2720/2015 /2042015 AutoReverse - 0000000327 62015 55
DO0DO003ZE 82165 Computer Expense General Ledger L0 000 000 000 2720/2015 2202015 dintoReyverse - (00000327 35
DO000003ZE 21 Bank Charges Expense General Ledger oo 1200 n.0a .00 2720/2015 2207205 AutaReverss - DO000032T 35
000000322 ma RBC Bank Ganaral Ledger 5000 0.00 000 000 2720/2018 LRI S AutoRaerss - 0000000327 55
0000000329 T Cast of Gonds Sold - Equipment Owrder Entry 178400 0.00 000 000 2/20/2015 2/20/2015 L8 ACCEG62 DI00G0IRT2 g5
000000329 21300 BC Provincial Sales Tax Payable-USD  Cirder Bntry o0 24418 00 24416 UsSD 2720/2015 27202015 I, ACCEBSE DOIOOGDIRT2 S5
DOOO03ZS 2140 3.5.T. Collected-USD Dirder Ebry oy 17440 oo 1TaAD USD 2202015 2N 5 Irve, ACCERSE  DOOOGIIT2 55
DOODR003ES 121 Agcounts Recencable - Trade-LISD Qcler Entry 350636 000 906,54 000 ush 220203 Fir k] Iwe, ACCESSS 00006002 T2 35
0000003 41300 Sales - Equipment-USD Oirler Entry aod  34E00 00 348800 USD 272072015 2/20/2015 Irve, ACCEGSS DDOOGDIIT2 55
D00D00032S 11303 Irwentony ot Cost « Equipment Order Entry 00 1,744.00 000 000 2/20/2015 2/20/2015 I, ACCEGGE DO00GDIET2 55
0000000330 ms Cash Recepts Accounts Receivable o, THELO 000 3,906.56 000 UsD 2720/2015 22072005 Cust. ACCEGSE Payment 35
LO00000330 n2m Agceunts Recerncable - Trade-LISD Accounts Receivable ane 3,908.56 0.00 3,906.56 UsSD 22072013 L2V 5 Cust. ALCCESSE  Payment 35
DOO0O00330 1400 Gaim or Loss om Curency Accounts Receivable [iTii] BS54 000 000 2720/2015 2/20/205 Cust. ACCEGE2  Payment 33
000000347 2358 Postage Expenze Accounts Payable 57 0.00 .00 000 2116/2015 3B/2015 85
000000347 a0 GS.T. Input Credits Accounts Payable 2679 .00 00 file ] 2162015 3/B/2015 55
COOMO0AT ma Accounts Paysble Accounts Payabile oy w000 oo L) 2625 YR20E 35
[ = i RBC Bank Accounts Payable L1 B3840 08 0.0 182015 Va8 Perst. HOLIF DE0000M13 55
000000348 iz Accounts Fayable Accounts Payable 455622 L0 00 1) Ia0s B/2015 Pma. MOLIFI  D0000003 85
000000343 ma RBC Bank Accounts Payable Q00 945540 00 000 IS 3/B/2015 Pmit. WALEQU 55
DO0D00034S ma Accounts Paysble Accounts Payable T4, 35440 000 .00 000 im0 VB2005 Pmit. WRLEQU 35
0000000350 ma RBC Bank Accounts Payable LI TR 0.00 00 aRmns ETL:Tru b Pt WALEQU neams 5
DOODD00350 mz Accounts Payable Accounts Payable 55T 000 00 000 205 R0 Pmit. WALEQU 85
DO0DO0035T ma RBC Bank Accounts Payable e 3,300.00 000 000 yenns 3/B/2015 Pmit. HATPRD 62015 55
CO0DO0351 ma Hiccounts Paysble Accounts Payable 3,300L00 000 .03 000 3m20s VB2005 P, HATPRD 55
BOON035 23 Poitage Eepense Accounts Payable 1man o i) s EL b HR20TE Wend. MHATERD  Invewe 33
O00H00252 Fatil] G5.T. Ingut Credits Accounts Payable 8929 .00 .08 00 1enRns 3/8/2015 Wend. HATPRD  Inveice £5 L

Refresh — Refresh transactions to see if there are transactions posted.

Filters — Set any numbers of filter to show only the rows of data required.

Search Box — Enter is a search to look for word(s) in all fields.

Export — Export the filtered and sorted list to Excel or .csv.

Print — Print any report with the Crystal Report Template of GL Transaction List.

View — View the complete journal entry.
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View Source — View the source document that produced this journal entry if there is one. Possible source
documents are:

* Order Entry
* Purchase Order
+ Payroll

Transaction No — The GL transaction number that was generated sequentially the next transaction number
in Company Settings/Sequence Numbers.

Source — The source that this posting came from.

Debit — The amount of the debit transaction

Credit — The amount of the credit transaction.

Transaction Date — The date that the transaction was posted to.

Posted Date — The date the user was logged into Spire when they posted the transaction.

Memo — A memo added by the user doing a journal entry.

Type — The type of transaction that was posted.

Entity — The entity is the customer, vendor or employee code of the posting.

Document — The document number passed from the sub ledger posting. ie- the invoice number

Reconciled — The date that the entry was reconciled. If blank then it has not been reconciled.

User ID — The initials of the user that posted the transaction.
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Recurring transactions allows past transactions to be duplicated on a schedule. Transactions available to
recur are entries made directly in AP, AR or Journal Entries. The user can edit the recurring entry before
posting it and then the next time the entry comes up on the schedule it will use the latest version of the

posting.

Recurring Setup

Save — Save the recurring entry.

Save and Close — Save and close the recurring entry.

View Source — View the GL posting of the transaction that was selected to recur..
Start Date — When the recurring transaction should start.

End Date — When the recurring transaction should end.

&l Accounts &% Summary T Transactions T+ Recurring Entries
Q Y Fiters ~[scad * Export + P4 14 View Source
Nn" Journal Entry Description Subledger Reference Frequency Status Last Posting Mext Posting
000001 | DDOODOD242 Prnt. INSPIRE 000000000 Recurs at the beginning of each month Active 11/18/2015
000002 0000000327 recurring Every four months Active 2/20/2015 &/20/2016
000003  0DOODOD356 Pmt. OMEELE Recurs on day 1and 15 of each month  Active 3/8/2015 4/15/2016
T+ Recuming Joumnal Entry i m] %
H k. Livewsoree | € £ @
Source Description Module
jouoouou;sﬁ Q| [Prmt. Accounts Payable -
Recurrence Info
Start Date [4/1502016 Q] Status Active -
End Date l[aps/022 Q) CreatedBy |55 |
Fraquency Bi-Monthly v lstOcmence 357205 Q|
Start of Montt Reference | |
End of Month Vendar |omeme Q|
Day of Month |1 -
Second Day of Month 15 -
Start of Period
End of Period
Day of Year 0101 ¥
Maonday E
Monday through Friday -
Recurs on day 1and 15 of each month
Next ocourrence: 4/15/2016

Start Date End Date
413/2016 411372016
5/27/2016 4/25/2020
4/15/2016 4/15/2022
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Frequency — Select a repeat cycle for the transaction. The choices are:

* Monthly

+ Specific Date

+ Bi-Monthly

+ Fiscal

* Annual

+ Weekly

+ Bi-Weekly

+ Daily

* Quarterly
Start of Month — If the cycle selected is ‘Monthly’, select this if it should have at the start of the month.
End of Month — If the cycle selected is ‘Monthly’, select this if it should have at the end of the month.

Day of Month — If the cycle selected is ‘Specific Date’ then choose the day of the month.

Second Day of Month — If the cycle selected is ‘Bi-Monthly’ then select the second day along with the ‘Day
of Month’ above for the first day.

Start of Period — If the cycle selected is’Fiscal’ then select the period.

Day of Year — If the cycle selected is Annual then select the day of the year.

Day of Week — If the cycle selected is ‘Weekly’ then select the day of the week.

Status — Status can be ‘Active’ or ‘Suspended’

Created By — The initials of the user that created the recurring record.

Last Occurrence — The last date the entry was posted.

Reference — A reference can be added.

Vendor/Customer — The vendor or customer that the entry will be posted to.
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If the user has the setting General Ledger/Alert Recurring Entries when the user logs in they will be

presented with the list of recurring entries that are due or overdue to be posted. They can simply click on

post, view or edit.

Recurring GL Transactions Due ? *
AL Recurring GL Transaction: 0000000356 View  Edit  Post
15 Pmt.
2016
Recurs on day 1 and 15 of each mon
[’“ﬁ’ Recurring GL Transaction: 0000000327 View  Edit  Post
016 recurring T GL Transaction - 000000596 - o X
Recurs on day 1 of each mon -
N ’ ’ ;"' Post i Reverse View Source =
Ma H
0-}'{ Recurnng GL Tran: IThis ig an unposted transaction. If posted, it will be used for the chosen recurrenoe.ld: Dismiss
Pmt.
2016
Recurs on day 1 and 15 of each m Entry ——
’fl"aé Recurring GL Tran:
Pmt.
2016 + x
Recurs on day 1 and 15 of each
N v - Account Mo Account Name Base Debit Base Credit  Foreign Debit  Foreign Credit Designaton  Memo
Ma . 21120 1 Accounts Payable 1,900.00 0.00 0.00 0.00 Credit
3}{ Recurring GL Tran!  |,1550[ | rec gank 0.00  1,900.00 0.00 0.00 Debit
Pmt [ ]
2016
Recurs at the end of each month
= < >

Debits  1,900,00
Credits 1,900,00 Balance 0'00

* Note-The user can edit the recurring entry before posting it and then the next time the entry
comes up on the schedule it will use the latest version of the posting.
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Each general ledger account can reconciled against a statement. The most common use is for banks and

credit cards, but any account can be reconciled.

To access the account reconciliation, go to GL/Accounts and open the account to be reconciled and click on

‘Reconcile.If divisions are turned on the reconciliation should be done on the ‘000’ (consolidated) division.

This is because if postings are done to multiple divisions then not all transactions will show up except in the

consolidated division.

&l GL Account - [0D0] 11120 - O o
H L' g | + Reconcie > 2 ®
Division Mo Account Mo Mame Currency Q, [ Inactive

Details Transactions Balances History Motes User Defined

Group |1[JD Q| |Cash | Type Sales Account
Subgroup | Q| | | GIFI Account Bank Account
Mormal balance (@) Debit () Credit Chegue sequence [ ] Track job cost

Revalue

Created by 55 on 7/7/2005 10:06:45 AM Modified by 55 on 4/14/2016 10:57: 13 AM

The user will be presented with this screen and they then enter end date of the statement and the opening

balance, (which will be carried forward from the last reconciliation) and the closing balance from the

statement.
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Reconciliation - [000] 11120 — O X

L_-I| F' Q 5 Post % Import T Show Recondled £ /. Create Journal Entry View Journal Entry View Account Iy
Division 000 Q End Date I Opening Balance|
Account Mo, 11120 REC Bank | Closing Balance
Currency Q

[0  Transaction No. Memo Type Entity Document Debit Credit Foreign Debit  Foreign Credit Source Date Recondil ™

[J 0000000325 Pmt, ACME 0000000012 0.00 83546 0.00 0.00 AP 272002015 [

[] 0000000328  AutoReverse - 0000000327 50.00 0.00 0.00 0.00 GL 22072015 [

[0 0000000348 Pmt. MNOLIFI 0000000013 0.00 8,556.22 0.00 0.00 AP ye201s [

[0 ooooo0o0349 Pmt. WALEQU 0.00 14,554.40 0.00 0.00 AP 82015 [

[J 0000000353 Pmt, MNATPRO 0.00 2,000.00 0.00 0.00 AP wve201s [

[ 0000000356 Pmt. OMEELE 0.00 1,900.00 0.00 0.00 AP 82015 [

[0 0000000357 Pmt. OMEELE 0.00 1,500.00 0.00 0.00 AP ye201s [

[ oooooo0358 Pmt. OMEELE 0.00 100.00 0.00 0.00 AP /872015 [

[0 oo0o000359 Pmt, OMEELE 0.00 500.00 0.00 0.00 AP ye201s [

[ 0000000397 Pmit. ~1TIME 0.00 600.00 0.00 0.00 AP 3/16/2015 []

[J 0000000407 Pmt, NATPRO 0000024582 0.00 7,201.45 0.00 0.00 AP 172ms [

[] 0000000408  AutoReverse - 0000000327 12.00 0.00 0.00 0.00 GL 3172015 [

[1 0000000408 | AutoReverse - 0000000327 50.00 0.00 0.00 0.00 GL 317205 1 ~

£ >

Cheques & Charges 0.00
Deposits & Debits 0,00

|Unreconciled 45,841.00|

Created by 55 on 3/20/2015 10:23:10 AM Modified by 55 on 3/20/2015 10:23:38 AM

Save — Save your work in progress.

Save & Close — Save and close the GL account.

Refresh — Refresh transactions posted elsewhere. The user can minimize the reconciliation screen to
complete a transaction that effect this account and then come back and refresh.

Print — All Reports with a template of ‘Account Reconciliation’ will be presented.

Post — Post the reconciliation . The user will be asked to print the report first.

Import — Import a .qfx file from the bank that contains transactions that were posted to the account. Any
transactions that match dates and amounts will automatically get the reconcile flag added.

Show Reconciled — Shows all transactions that were previously reconciled for this account. The user can
uncheck one that was checked incorrectly in a past reconciliation. This should only be done when nothing
else is checked because when the post button is clicked it will un-reconcile the ones that were previously

reconciled and reconcile the ones checked now.

Create Journal Entry — Starts a journal entry that has the account being reconciled as the first line.

View Journal Entry — View the journal entry of the highlighted line.
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View Account — Opens the GL account for viewing.

End Date — Date of the last transaction that the user wants to see.

«¥s Note - If doing back to back reconciliations be sure to use the date of the bank statement
end as it will use that date for the reconciliation post. If left blank then it will post today’s
date. If more than one reconciliation is done with the same date it becomes harder to un-
reconcile if required

Opening Balance — The statement opening balance that gets carried forward from the previous
reconciliation.

Closing Balance — The closing balance of the statement.

" Reconcilistion Import 4 x
Impart Reconcillation [tems
| c:/users fDesktop/ofixs4s.at Browse... | TransactionMo, Memo  DebitAmt.  CredtAmt, Source Date Reconclled ImportTrans. 1d =~
- M2 - [ 2000002665 0,00 15.72 AP 232006 O
[ 2000002838 1,668.59 000 AR 317206 [ 9000001002016030
o Select o Desslect [ 2000002851 10,039.07 000 GL 3372006 [ 9000001002016030
gt i ] 2000002800 000 431189 AP 332016 [] 9000001002016030
Transactonld  Date Amt. Type  Payee Memo ~ || 2000002801 431199 000 AP 332006 [
90000010020 12/31/2015  1,355.10 credit VSA DEPOT275753 [ 2000002802 000 162419 AP 37372006 [] 5000001002016030
90000010020, 1273172015 7,301.06 credit MC DEP 07275753 (] 2000002803 000 43nes AP 22016 [
20000010020 12/31/2015 -32.00 debit  VISAFEEO7275753 [] 2000002856  visa 411750 000 6L 33208 [] £000001002018030
50000010020 12/31/2015 -45.20 debit MON FEEDT275753 [ 2000002828 9,286.72 0.00 6L 3/3/2016 [ 9000001002016030
90000010020.. 12/31/2015 18219 debit  MSTCFEEOT275T53 [ 2000002833 0.00 34384 AP 3/10/2016 [ 9000001002016031
90000010020, 1/4/2016  -TD036.78 check CHEQUE - 50) L] 2000002634 000 3846 AP 31072016 [ 9000001002016031
SOOD0010020... | 1/4/2016 -4.08 debit SERVICE FEE [ 2000002836 0.00 377.81 AP 311206 ] 9000001002016031
90000010020 1/4/2016 -18.80 debit ELECTROMIC ITEM FEE [ 2000002538 7.194.81 0.00 GL 371672016 [] 5000001002016031
S0000010020...  1/4/2016 -0.22 debit ITEMS ON DEP. FEE (] 2000002676 0.00 357.00 AP 3/16/2016 []
90000010020 1/6/2016 -84.54 debit  Payment WWW PAYMENT - 4348 CAPITAL ONE., L] 2000002677 0.00 49087 AP 3/16/2016 [
50000010020 1/6/2016 ~2788.00 debit Payment WWW PAYMENT - 3732 CAPITAL ONE... [ 2000002832 317270 000 6L 31872016 [
20000010020 1/6/2016 -49.47 debit Email Trfs INTERAC E-TRF- 1652 [ 2000002882 0.00 2867 AP 31772016 [] 9000001002016031
20000010020 1/6/2016 -109.02 debit Email Trfs INTERAC E-TRF- 3189 [] 2000002881 0.00 18525 AP 3/17/2016 [ ] 9000001002018031
S0000010020... 1/6/2016 -111.63 debit Email Tris INTERAC E-TRF- 3004 0 2000002883 000 €02 AP 371772016 [1 9000007002016031
S0000010020... 1/6/2016 17441 debit  Email s INTERAC E-TRF- 2939 [ 2000002939 446430 0.00 6L 372472016 [ 9000001002016032
90000010020 . 1/6/2016 -230.75 debit  Email Trfs INTERAC E-TRF- 4437 [ 2000002956  eft 502635 0.00 AR 372472016 [ 5000001002016032
20000010020, | 1/6/2016 150 debit | INT E-TRF FEE [] 2000002933 8,552.39 000 GL 32402016 [] 9000001002016032
30000010020... 1/6/2016 -1.50 debit  INT E-TRF FEE 0] 2000002024 0.00 w32 AP 372472016 [ 9000001002016032
0000010020 1/6/2016 -1.50 debit | INT E-TRF FEE [ 2000002849 338.00 0.00 6L 3/28/2016 [] 9000001002016032
20000010020... 1/6/2016 -1.50 debit  INT E-TRF FEE (] 2000002540 000  10,000.00 AP 3/28/2016 [] 9000001002016032
20000010020 1/6/2016 150 debit | INT E-TRF FEE |/ 2000002949 5,646,561 000 GL 3282016 [ 9000001002016032
= s ||J 2000002950 000 5317662 AP 3/29/2016 [] 9000001002016032
' [0 2000002944 0.00 540225 AP 372972006 [ 9000001002016032
1 | 90000010020160310C00 100904908 1|0 2000002947 0.00 798.00 AP 3/29/2016 []
[] 2000002964 0.00 197.85 AP 33172016 [] 9000001002016033
G [ 2000002962 386747 000 GL 37317206 (] 90000071002016033
Amount | -38.46 | |[[] 2000002963 6,253.09 000 GL 33172006 [ 9000001002016033
— [ 2000002965 000 484234 AP 33172016 [] 9000001002016033
[ 2000002967 0,00 63.00 AP 3/31/2006 [] 9000001002016033 »
Memo | INTERAC ETRF- 5405 < >

T

The ‘Import’ button can be clicked and the user can browse for a .gfx file that gets downloaded from web
banking. It will then automatically reconcile the transactions that match dates and amounts.
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o

0000000439 Empl. 100007 0000024594 0.00 1,565.74 0.00 0.00 PAYR 1/15/2015

+" Reconciliation - [000] 11120 — O X
I:I' F' Q g V.tl Post V’- Import V\lr Show Reconciled < /. Create Journal Entry £ . View Journal Entry '.i View Account =
Division 000 Q End Date Opening Balance
Account No. | 11120 |R8C Bank | Closing Balance

Currency Q
[®  Transaction Mo. Memo Type Entity Document Dehit Credit Foreign Debit  Foreign Credit Source Date Reconciled *
0000000325 Pmt. ACME 0000000012 0.00 835.46 0.00 0.00 AP 272072015 []
0000000328  AutoReverse - 0000000327 50,00 0.00 0.00 0.00 GL 272072015 []
[0 0000000348 Pmt. NOLIFI 0000000013 0.00 8,556.22 0.00 0.00 AP 382015 [
0000000349 Pmt. WALEQU 0.00  14,554.40 0.00 0.00 AP 3/8/2015 [
[J 0000000353 Pmt. NATPRO 0.00 2,000.00 0.00 0.00 AP 382015 [
0000000356 Pmt. OMEELE 0.00 1,900.00 0.00 0.00 AP /82015 [
0000000357 Pmt. OMEELE 0.00 1,500.00 0.00 0.00 AP y8/2015 [
0000000358 Pmt. OMEELE 0.00 100.00 0.00 0.00 AP 382015 [
[0 0000000359 Pmt. OMEELE 0.00 500.00 0.00 0.00 AP 392015 [
[J 0000000397 Pmt. ~1TIME 0.00 £00.00 0.00 0.00 AP 3/16/2015 []
[J 0000000407 Pmt. NATPRO 0000024588 0.00 7,201.45 0.00 0.00 AP 31772015 [
0000000408  AutoReverse - 0000000327 50.00 0.00 0.00 0.00 GL 31772015 []
0000000408  AutoReverse - 0000000327 12.00 0.00 0.00 0.00 6L 3/17/2015 [
[0 0000000435 Empl. 100002 0000024590 0.00 2,336.45 0.00 0.00 PAYR 1/15/2015 []
0000000436 Empl. 100001 0000024591 0.00 1,508.68 0.00 0.00 PAYR 171572015 [
0000000437 Empl. 100003 0000024592 0.00 1,435.88 0.00 0.00 PAYR 1/15/2015 []
[J  ooo0000438 Empl. 100000 0000024593 0.00 705.64 0.00 0.00 PAYR 171572015 [
Ol
[l
|
O
O
g

0000000440 Empl. 100008 0000024595 0.00 118464 0.00 0.00 PAYR 171572015
[0 0000000441 Empl. 100004 0000024596 0.00 1,638.22 0.00 0.00 PAYR 1/15/2015
pl
0000000442 Empl. 100005 0000024557 0.00 1,210.71 0.00 0.00 PAYR 1/15/2015
P
0000000443 Empl. 100006 0000024598 0.00 1,360.44 0.00 0.00 PAYR 1/15/2015
pl
[1  ooooooo444 Empl. 100009 0000024599 0.00 1,295.79 0.00 0.00 PAYR 1/15/2013 o

Cheques & Charges 37,254.57 o
- Unreconciled 0.00

Created by 55 on 3/20,/2015 10:23:10 AM Modified by 55 on 3/20,/2015 10:23:38 AM

Once the reconciliation is balanced the bottom right field will say “Unreconciled 0.00”. The user can then
click the ‘Post’ button and they will get the opportunity to print the report.

| | DO0OODD435 Empl. 100002 0000024590 0.00 233645 0.00 0.00 PAYR  1/15/2015 ||
0000000436 Empl. 100001 0000024591 0.00 150858 0.00 0.00 PAYR 171572015 [
0000DON43T Empl. 100003 0000024552 000 143588 0.00 0.00 PAYR 171572015 []
[J | oo00000438 Empl. 100000 0000024593 0.00 705.64 0.00 0.00 PAYR 171572015 [
0000000439 Empl. 100007 0000024594 000  1,565.74 0.00 0.00 PAYR 171572015 [
0000000440 Empl. 100008 0000024595 000 118464 0.00 0.00 PAYR  1/15/2015 [
|:| 0000000441 Empl. 100004 0000024596 0.00 1,638.22 0.00 0.00 PAYR 1/15/2015 |:|
0000000442 Empl. 100005 0000024597 000  1,210.71 0.00 0.00 PAYR 171572015 |[]
0000000443 Empl. 100006 0000024598 000 136044 0.00 0.00 PAYR 171572015 [
[0 0000000444 Empl. 100009 0000024599 000 129579 0.00 0.00 PAYR 171572015 [ 5

Cheques & Charges 36,894,57 I Unreconciled 0.00 }"-‘-::

Deposits & Debits 112,00

Created by S5 on 3/20/2015 10:23: 10 AM Modified by 55 on 3/20/2015 10:23:38 AM

Once printed they will be asked if they want to post the reconciliation.
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April 14, 2016 / 2:35 pm

End Dtz : March 20, 2015 Opening Balance 45481.00
Closing Balance 8,698 43

Bec Transaction & Source Memo Date Debit Credic Reconciled
B 0000000325 AP Pmt. ACME 0000000012 Feb 20, 15 0.00 85545
B4 oooooo0328 GL AutoReverse - 0000000327 Feb 20, 15 50.00 o000
O ooooooD348 AP Pmt. NOLIFI 0000000013 Mar 8, 15 0.00 8,556.22 ]
B4 ooo0000349 AP Pmt. WALEQU Mar &, 15 0.00 14,554.40 ]
O 0000000353 AP Pmt. NATPRO Mar 8, 15 0.00 2,000.00 ]
B ooo0000356 AP Pmt. OMEELE Mar B, 15 0.00 1,900.00 ]
Bl 0000000357 AP Pmt. OMEELE Mar 8, 15 0.00 1,500.00 1
O ooooo00358 AP Pmt. OMEELE Mar B, 15 0.00 100,003
O 0000000359 AP Pmt. OMEELE Mar g, 15 0.00 s500.00
O oo00000397 AP Pmt. ~1TIME Mar 16, 15 0.00 600.00 ]
O ooooooD407 AP Pmt. NATPRO 0000024588 Mar 17, 15 0.00 7201457
B oo00000408 GL AutoRever sz - 000000327 Mar 17, 15 12.00 0.00]
B ooooooD408 GL AutoReverse - 0000000327 Mar 17, 15 50.00 o.o00]
O ooooooD43s PAYR Empl 100002 0000024590 lan 15, 15 0.00 2,336.45 [
B4 oooo000436 PAYR Empl 100001 0000024591 lan 15, 15 0.00 1,508.68 [
B ooooooDasT PAYR Empl 100003 0000024592 lan 15, 15 0.00 1,435.88 1
O ooooooD438 PAYR Empl 100000 0000024593 lan s, 15 0.00 705.64
Bl 0000000439 PAYR Empl 100007 0000024594 lanis, 15 0.00 1,565.74 [
B 0000000440 PAYR Empl 100008 0000024595 lan s, 15 0.00 1,184 641
O oooo00D441 PAYR Empl 100004 0000024596 lanis, 15 0.00 1638221
B oooo00D442 PAYR Empl 100005 0000024597 lan1s, 15 0.00 1,210713
Bl 0000000443 PAYR Empl 100006 0000024598 lan 15, 15 0.00 1,360.44 [
O oooo00D444 PAYR Empl 100009 0000024599 lan1s, 15 0.00 128575
[ 0000000480 PAYR Empl 100009 0000024635 Mar 13, 15 0.00 1285781
O oooo000481 PAYR Empl 100001 0000024636 Mar 13, 15 0.00 1,508.68
O oooo00D482 PAYR Empl 100006 0000024637 Mar 13, 15 0.00 1,360.44 1
O oooo000625 GL AutoReverse - D000000327 Feb 20, 15 12.00 o000
O 0000000625 GL AutoReverse - 0000000327 Feb 20, 15 50.00 o.00]
Bl ooo0000627 GL Feb B, 15 0.00 64413

Statement Opening Balance 45,481.00

Checked Cheques & Charges 36,854.57

Checked Deposits & Debits 112 .00

Statement Closing Balance 8,608.43

Reconciled ! 0.00

Reversing a Reconciliation

Sometimes an error is made after the account reconciliation has been posted, and the user would like to

reverse and re-do it.

First of all make sure there are no check marks in the reconciliation screen and then click “Show

Reconciled”
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2 - o X
2O & vifost oF impot | & ShowRecondled | £ . Create Joumal Entry &1 View Jounal Entry 3 view Account &
omw  Q o EndDate [ // Q] Opening Balance 0.00]
No. | 11120 |r.tacm | Closing Balance nm]
Make sure
No Checkmgrks
[0  Tansaction Mo. Memo Type Entity Document Debit Credt ForeignDebit Foreign Credit Source  Date ~
O  oooooo0242 Prt. INSPIRE  0DD0OOOOOT  0.00  20,033.54 0.00 0.00 AP 1171872015
O 0000000244 Pmt, ~1TIME  000DDOOOOZ  0.00 600.00 0.00 0.00 AP 01/21/2016
(H} 0000000326 0.00 50,00 0.00 0,00 GL 0272042015
O 0o00000326 0.00 2,500.00 0.00 0.00 GL 0272072015
O 0000000326 0.00 12,00 0.00 0.00 GL 02/20/2015
[0 0000000327 recuming 0.00 50.00 0.00 0.00 GL 02/20/2015
a 0000000327 recuming 0.00 12.00 0.00 0.00 GL 0272072015
[0 0000000350 Prnt, WALEQU 0.00 539.78 0.00 0.00 AP 03/08/2015
O 0000000351 Prit. NATPRO 000 330000 0.00 0.00 AP 03/08/2015
O 0000000325 Pt ACME  OO0DDO0OTZ  0.00 855,45 0.00 0.00 AP 02/20/2015
(H} 0000000327 recumring 0.00 2,500.00 0.00 0,00 GL 0272042015
[0 0000000328  AutoReverse - 0000000327 12.00 0.00 0.00 0.00 GL 02/20/2015 [ 03/20/2m5
[0 0000000328  AutoReverse - DODDOO032T 50.00 0.00 0.00 0.00 GL 02/20/2015 & 03202015
O 0000000349 Prt. WALEQU 000  14554.40 0.00 0.00 AP 03/08/2015 4 03/20/2015
O 0000000356 Prt. OMEELE 000  1,900.00 0.00 0.00 AP 03/08/2015 B4 03/20/2015
[0 0000000357 Prnt, OMEELE 0.00 1,500.00 0.00 0.00 AP 03/0872015 [ 03/20/2m5
a DOO0DD0354 Prit, MOESYS 0.00 55.00 0.00 000 AP 03/16/2015 [ 032002015
O 0000000385 Pt MOESYS 0.00 56.00 0.00 0.00 AP 03/16/2015 B4 03/202m5
O 0000000396 Pmt, MOESYS 000024585  0.00 68.00 0.00 0.00 AP 03/16/2015 03/20/2015
] 0000000408  AutoReverse - 0000000327 12.00 000 0.00 0.00 GL 0317725 B4 03/20/2m5
(H} 0000000408 AutoReverse - 0000000327 50.00 0.00 0.00 0,00 GL 03177205 B4 03/20/2015
O 0000000436 Empl. 100001 0000024501 OO0 150868 0.00 0.00 PAYR 0171572015 4 032002015
(| NNOONNNAIT. Emnl 100003 OOOONAS ann 143588 AO0, ANN_DAVR MLASMA EA n33003005 bt
ERpLee SR linveconciled 10.00

Deposits & Debits ~ 0.00

» Sort the list by the reconciled date and un-check all the ones for the date that needs to be un-posted.

(Note- the check to use is the left hand column and not the one next to the reconciled date)

* Once selected click on ‘Post’ and you will be prompted for a report which can be cancelled,

» Click OK to post and the reconciliation for that date will be reversed.

«¥s Note — If doing back to back reconciliations be sure to use the date of the bank statement
end as it will use that date for the reconciliation post. If left blank then it will post today’s
date. If more than one reconciliation is done with the same date it becomes harder to un-
reconcile if required.
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GL — Included Reports

« Trial Balance

* Income Statement

* GL Open Balance check

* GL Foreign Balance

* GL Chart of Accounts

+ Financial Statement by Period

» Comparative Financial Statement
+ Balance Sheet
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Multi-Currency

| Currencies - O >
@ Y Filters = |Search + Export + {;? Default Selling Price Level ®)

Code Country Currency Fixed Rate  Buy Rate Sell Rate IndirectRate  Symbol

CAD Canada Canadian dollars 1.0000000 | 5

GEP United Kingdom British Pounds 0.5300000 0.5600000 i

Iy lapan lapanese Yen 0,077 5900 [l ¥

UsD United States Armerican Dollars 1.2800000 ] s

XEU Europe Euros 1.4300000 [l ECS

Code — The short name for a currency.
Country — The country using this currency,
Currency — The name of the currency.

Fixed Rate — The fixed rate for the currency.
Buy Rate — The rate this currency is bought at.
Sell Rate — The rate this currency is sold at.
Indirect Rate — Checked if set to indirect.
Symbol — The symbol used for this currency.

The multi-currency module allows a company to operate in other currencies besides the base used for GL
reporting.

Invoices can therefore be sent to customers and payments can be accepted in their own currency and when
they get posted to the GL they get converted to the companies base currency.

Purchase orders can be sent to vendors in their currency and when the inventory arrives it gets converted to
base currency, Then when payment is made to the vendor it will pay them in their currency.

When invoices are posted to accounts receivable and purchase orders are closed to accounts payable the
currency rate of the day is used. Then when the payments are received and made and the rate is different,
Spire will automatically post the difference to the Gain/Loss GL account set for that currency.
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Setting Currency Rates

Click add or edit to setup a currency.

Currency - USD — O >
K <> HFE @
Code ush

Country | United States v]

Description | American Dollars |

Main Monthly Rates

Value

Rate (8 Direct () Indirect Fixed | 1.29

Method (@) Fiked () Buy/Sell Buy 1.29
Sell 1.9

Format Gains/Losses

Uit Name GL Account 91400 Q|

Fraction Mame | Cents e | |Gair1 or Loss on Currency |

Sign Threshold (base currency) | ] |

(® sign is Prefix () sign is Suffix

Conversion Defaults

Thousands Separator -

P i Convert Selling Prices from Base Currency
Decimal Places E hd Unit Price Rounding 0.001 -
Decimal Mark . -

Chegue Date Format | MM-DDYYYY

Created by 55 on 07/07/2005 10:06:47 AM Modified by 55 on 04/19/2016 1:41:49 PM

Code — The international short code for a currency.
Country — The country that uses this currency,
Description — The name of the currency.
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Value

Rate — Select direct or indirect.
Fixed — The rate that will be used if the monthly rate is at zero.

Method — Select fixed or Buy/Sell

* Buy - The rate the currency is purchased.
» Sell — The rate the currency is sold.

«¥s |f the method chosen is ‘Fixed’ then the sales and purchases will use the same rate. The
bank charges a different rate to purchase a currency that they pay for deposits so a buy and
sell rate can be entered so that Spire will separate the rates.

Format

Unit Name — The unit name that the currency is traded in such are dollars.

Fraction Name — The fraction of units name such as cents.

Sign — The sign or symbol for the name such as $.

Sign is — Sign is a prefix or a suffix.

Thousands Separator — The separator for thousands of the currency such as 1,345,366
Decimal Places — How many decimals is usually used.

Decimal Mark — What mark is used for the decimals for instance a point or comma.
Cheque Date Format — The date format for the date when paying with this currency.

Gains/Losses

GL Account — The GL account to post gains and losses for this currency.



Conversion Defaults

Convert Selling Prices from Base Currency — If this is checked then the sell price will use the customers
currency as a conversion. If not checked then it will sell at the same amount in foreign as it is set in base.

Inventory price levels can be linked to a currency. Highlight the currency in Edit/Currencies and click the
“Default Selling Price Level” button. When a price is set for that level, it will charge in the currency selected.

spire ? x
lzl Y Filters Search — Currency " ’ Default Seling Price Level @)
Code Country Currency Sell Currency #2 CAD lRate IndirectRate  Symbol
CAD Canada Canadian do | 5ell Currency #3 CAD ] 5
GEP United Kingdom British Pounc | Sell Currency #4 CAD 00000 i
IPY lapan lapanese Yen | Sell Currency £53 CAD [l ¥
usD United States Armerican Do | 5ell Currency 26 CAD [l 5
KEU Europe Euros Sell Currency #7 CAD [l ECS

Sell Currency #8 CAD

Sell Currency #9 CAD

Sell Currency #10  UsD

Sell Currency #11 CAD

Sell Currency #12  CAD

Sell Currency #13 CAD

Sell Currency #14  CAD

Sell Currency #15  XEU

Sell Currency #16 CaD -
Sell Currency #17  CAD

Sell Currency #18  CAD

Sell Currency #19  CAD

Sell Currency #20  CAD W

Save Cancel

Unit Price Rounding — Usually set to the nearest 10th or 2 decimals.
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Used to revalue GL accounts because of current rate changes.

The user must have the setting Users/Currency/Revalue Currency to be able to run this function.

The revaluation process can be run for ‘Today’s’ date or the user can select a past month(s) to run it

retroactively. If there is a rate set for that month it will be used as a direct in the revaluation. If there is no

rate set then it will use the main rate.See below.

Currency - UsSD

K < > )i

Code s

H ke

Country | United States

Description |.ﬁ.merican Dollars

Main Monthly Rates

Period Ending (Last Year, Rate Period Ending (This Year) Rate
02/28/2014 0.00 02/28/2015
03317204 1.22 03/31/2015
04/30/2014 1.22 04/30/2015
05/31/204 1.22 05/31/2015
06/30/2014 1.22 06/30/2015
a7/31/2m4 1.23 07/31/2015
08/31/2014 1.23 08/31/2015
09/30/2014 1.23 09/30/2015
10/31,/2014 1.23 10/31/2015
11/30/2014 1.24 11/30/2015
12/31/2014 1.24 12/31/2015
01/31/2015 1.24

Period Ending (Mext Year)

1.27 01/31/2016
1.27 02/29/2016
1.27 03/31/2016
1.27 04/30/2016
1.27 05/31/2016
1.27 06/30/2016
1.28 07/31/2016
1.27 08/31/2016
1.29 09/30/2016
1.27 10/31/2016
1.30 11/30/2016

12/31/2016

Rate

1.38
1.22
1.30
1.30
0.00
0.00
0.00
1.30
0.00
0.00
0.00
0.00

Created by 55 on 07/07/2005 10:06:47 AM Modified by 55 on 04/19/2016 5:25:42 FM

Before running the revaluation process be sure to set the rate for each currency.

The revaluation will only be run on the GL accounts that have the ‘Revalue’ flag set on them.
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Division Mo Account No Mame |Cash in Bank-UsD | Currency |USD Q |:| Inactive

Details Transactions Balances History Motes Lzer Defined

Group |1[:||] Q| |Cash | Type Sales Account
Subgroup | Q| | | GIFI Account Bank Account
Mormal balance (®) Debit () Credit Chegue sequence Ijl [ ] Track job cost
Revalue

To run the revaluation go into the GL accounts view and highlight one of the GL accounts for the currency
that needs to be revalued and click on ‘Revalue’. Choose ‘Selected’ and the revaluation will be run for all
accounts with that currency.

If the user want to revalue all currencies at once then choose “All” instead of “Selected”

The user will be asked to select a date to revalue. Whatever date is selected the revaluation process will be
done for that ‘Month End’ backwards and posted to the the date selected.

:-i Accounts -‘_= Summary I Transactions -J".-': Recurring Entries
Q Y Filters = |Search | T Export + 7 g - |__ I:i: Revalue - «C:
Account N Mame Curr\e’ncy Type Group Mame Designation AD All Debit Balance Credit Balance
11120 REC Bank-XEU XEU Asset Cash Debit 0.00 8,653.80
RBC-USD USD  JAsset [Cash [Debit
11130 Cash Receipts usD Asset Cash Debit 0.00 0.00 4,766.00 0.00
11210 Accounts Receivable - Trade-USD  USD Asszet Accounts Receivable Debit 3,690.00 0.00 3,690.00 0.00
21120 Accounts Payable-UsD usD Liability  Accounts Payable Credit 0.00 0.00 951.81 0.00
21130 Accrued Payables-UsD usD Liability ~ Other Accrual of Payables Credit 0.00 0.00 699.44 0.00
21300 BC Provincial 5ales Tax Payable-... USD Liability ~ Other Current Liabilities Credit 0.00 0.00 0.00 24416
21400 G.5.T. Collected-USD uso Liability ~ Other Current Liabilities Credit 0.00 0.00 0.00 174.40
41100 Sales - General-UsD usD Revenue  Gross Sales Credit 0.00 3,690.00 0.00 3,690.00
41300 Sales - Equipment-USsD usD Revenue  Gross Sales Credit 0.00 0.00 0.00 0.00
11110 Petty Cash Asset Cash Debit 0.00 0.00 0.00 0.00
11120 REC Bank Asset Cash Debit 0.00 14797046 0.00 528,767.71
11130 Cash and Cheque Receipts Asszet Cash Debit 14545811 0.00 1,374,497.66 0.00
11140 Arnerican Express Asset Cash Debit 0.00 0.00 20,000.00 0.00
11150 MasterCard HAszet Cash Debit 0.00 0.00 5,250.00 0.00
11160 Yisa Asset Cash Debit 0.00 0.00 36,656.23 0.00
11210 Accounts Receivable - Trade Asset Accounts Receivable Debit 0.00 91.297.39) 1.312.337.38 0.00

The value in the base column for a foreign GL account is based on the exchange rate of each of the
transactions that were posted to it. If the currency rate has changed, the revaluation function changes the
balance of the account, for the month it is run to match the new rate. The difference gets posted to the GL
account that was set for gain/loss for each currency. The foreign balance of the account does not change
when reevaluating the account.
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If an error is made and the user wants to reverse the revaluation transaction, locate the journal entry and
click ‘Reverse’
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Modules using Multi-Currency

Multi-Currency is used in various places in Spire.
General Ledger — Journal entries can be made posting to foreign and base accounts.

NOTE: The base and foreign amounts as well as the rate are editable prior to posting.

T GL Transaction - 0000000673 — O *
.t Post Reverse - View Source I( -( )- )I e

Entry Motes

losj21/2016 Q)

+

Account Mo Account Mame Base Debit Base Credit  Foreign Debit  Foreign Credit Currency  Rate

11120 [USD] RBC-USD 1,200.00 0.00 423.08 0.00 USD 1.30

111201[ 1 REC Bank 0.00 1,200.00 0.00 0.00 0.00
[

£ >

Debits  1,200.00
Credits 1,200.00 Balance U'UD

Accounts Payable — All items are entered in the foreign value and are posted using the rate at the time. If
the rate changes when the item is paid, the difference is posted to the gain/loss GL account set for the
currency,

Purchase Orders — When a purchase order is created the prices are all in the foreign currency. When the
PO is received the amounts are posted to accounts payable in the foreign amount. The amounts of the
accrued freight and duty are in base. The inventory received gets landed in base an includes the accrued
freight and duty.

The vendor’s currency is shown on the bottom of the PO. Once items are added to a PO the vendor cannot
be changed to a one with a different currency.
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Accounts Receivable — All items are entered in the foreign value and are posted using the rate at the time.
If the rate changes when the item is paid, the difference is posted to the gain/loss GL account set for the
currency,

Sales Order/lnvoicing — When creating a sales order for a customer that is set with a foreign currency the
prices are either converted using the currency rate unless the customer is set to a sell level that has a
currency assigned to it. The exception of this is if there is a ‘Price Matrix’ record for this customer. It will
then use that price in their currency.

The customer’s currency is shown on the bottom of the sales order. Once items are added to an order the
customer cannot be changed to a one with a different currency.

Point of Sale — Acts the same way as sales orders.
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Customers

Creating or Editing a Customer

Select ‘Customer’ from the main menu and then click the + (plus) button.

(] inspire Health Systems

File Edit Custormers Vendors Inventory Purchasing Production Sales  Payroll  Tools Help

|ﬁ Payroll l:l Y Filters + Search i Export |+‘ j g - |_—- 5 Communication
Q Accounts Payable Customer Mo, Mame P Emnail é
A1922 A1 Metal Works [Burrroo-ooe d Ext.
b .):| Accounts Receivable £1948 A1 Party Pleasers (412) 739-7933 Ext.
A309 A B L Business Services (2507 442-1535 Ext.
b [ Inventory AAAZZD Aaa Printing (780) 597-7306 Ext.
AAANE39 Aaan Attorney (206) 447-0071 Ext.
[ Customers AATISE A Air Conditioning Contracter (780) 467-3454 Ext.
w ABOG51 A Box (916) 929-3501 Ext.
&I Vendors ABREES A Bryant Webb Pc (320) 253-6383 Ext.
ABS0910 Abszo Clean Industries ([773) 275-9089 Ext.
[ Ej Sales ACADA36 Academy Electric Inc (250) 751-3322 Ext.
: ACADAESE Academy Rubbr Stamp Co Inc (416) 260-6495 Ext.

This will bring you to the customers main address screen. If creating a new customer the minimum data
entry required is the customer code and a customer name.

* Make sure that all data entry is done in a standardized format to insure accuracy in
searching for records later. For instance many will use the first 3 characters of the first word
in a companies name and the first 3 letters of the companies second name. Therefore Acme
Tools will become ACMTOO.
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Spire Systems Inc

| Customer - JACK225

iR xa

Update Orders

Customer Mo |JACK225

| Name |Ja|:kson Fitness Center

Addreszes Billing General

Default Biling Address

Sales Orders

Billing Address
TORONTO

Customer Header

K < > )l
| O onHold status |Active
SalesHistory  AccountsReceivable  Price Matrix
Address Sales Taxes Order Defaults Pricing
Contact Information
Address 5018 No. 3 Road |
Map |« | |
| |
| |
city |Richmond |
Postal Code |V&X 288 | Province
Country Canada -
Fhone |(504) 248-0735 Exct., | [#
Fax O - | [

Communication

Spire User Manual - 2.2

— O *
©

w | Foreground - Background |:|

Attachments Usger Defined

[] Hold Address

Main Sales Accounting

Name | Jason Fallon |

Phone |{) - Ext | B

Faxfcel [( ) - | [#

Ernail |jfa||on@jad<sonﬁh1ess.net |

Internet Addresses

Email |info@jad<sonﬁh‘ness.net | =

Website | | [

Created by 55 on 8/25/2014 5:00:57 PM Modified by 55 on 4/1/2016 2:34:59 PM

Save — Saves a customer and leaves the customer window open

Save/Close — Saves a customer and closes the customer window

Delete — Deletes a customer.

* NOTE: A customer with history cannot be deleted.

Update Orders — This button will search for open sales orders and update any address changes including

email addreses.

Navigation buttons — Allows the user to navigate the customer list. The navigation order will respect the

filters and sort that was set before editing the customer.

Customer Addresses

Code — Must be unique
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Name — The customer name that will appear on reports/forms

On Hold - If this check box is selected then no transactions can be entered for this customer.

Status — The customer can be set to one of 3 statuses, Active, Inactive or Prospect. A customer can only be
made inactive if they have no balance in accounts receivable. A prospect setting is normally used when we
are still trying to earn a company’s’ business. All of these statues can be used to create filters so that you
can view only the ones that you want.

+ NOTE: A user needs to have the security setting of “Customers/Show Inactive Customers” on to see
be able to see inactive customers.

Colours — Each customer can be colour coded with a background and test colour for whatever reason. For
example a company may want their foreign customers to stand out on their customer list and therefore
colour code them in blue.

Addresses — Click on the + button to add any number of ship-to addresses. You can also delete ship-to’s
by clicking the X icon. The button between the 2 gives allows you the ability to append the currently
highlighted address to a new ship-to. By default only the billing address is put onto a sales order, however
you can change this by selecting one of the ship-to addresses to be ‘default’. Then every sales order will
default to having the billing address and this ship-to address.

Map — This button opens the address in either Google Maps. OpenStreetMap or Bling.

Contacts — These 3 contact labels can be edited to suit your requirements in Company Settings/Customer.

Hold Address — This puts a ship-to on hold so orders cannot be created for it

Email Addresses — All of the email addresses including those in the ship-to’s are available when emailing
reports or forms to a customer.

Created / Modified by — The user and date/time the record was created and the last time it was edited.
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Sales Taxes Tab

Customer - JACK225 - O X
l_-ll F' g Update Orders I( -( )- >I )
Customer Mo |JACK125 | Mame |Jackson Fitness Center | [JonHold Status | Active | Foreground - Background |:|
Addresses Billing General Sales Orders Sales History Accounts Receivable Price Matrix
Default Biling Address ~ Address Sales Taxes Order Defaults Pricing Communication Attachments User Defined
Billing Address Sales Taxes
TORGNTO Tax Code Description Rate Exempt MNo.
E Q| s | 50| | |
2 Q| pst | 70| | |
[ Q| | 0.0/ | |

Sales Taxes — The sales tax code can be selected from the list that was setup in Edit/Sales Taxes. Once it
is selected the code, the description and the rate will be displayed. An exemption number can also be added
if the customer is exempt for a tax. This exemption number will then be added to a sales order when it is
created.

Order Default Tab
I Customer - JACK225 - | X
HE X & undateordens K < > )l ®
Customer No ilﬁClQZS | Name Jaduon Fitness Center | [JonHold Status Active + | Foreground - Badkground Cl

Addresses  Bling  General  Sales Orders  SalesHistory  Accounts Receivable  Price Matrix

Default Biling Address ¥  Address Sales Taxes Order Defaults Pricing Communication Attachments User Defined
Billing Address Order Defaults
Ll Warehouse |\.|'A Q| | Inspire Health Systems | Territory Q| | |
Shipping Method | Q| |Federal Express | Salesperson | JOHM Q| |John Ather |

Warehouse — If the company setting ‘Sales Orders/Use customer’s default warehouse’ is on then this
warehouse it will be used by default on a sales order.

Shipping Method — This is the customers default shipping method will get added to sales orders. It is
selected from a list that is created under Edit/Ship Via.

Territory — This is the customers default territory and will get added to sales orders. It is selected from a list
that is created under Edit/Territory

Salesperson — This is the customers default salesperson and will get added to sales orders. It is selected
from a list that is created under Edit/Salespeople
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Price Tab

] Customer - JACK225 — O X
HE X& weeows K < >
Customer No :mzzs | Name :Jad@onFquss Center | [JonHold Status Active v | Foreground - Badkground I:l

Addresses Biling General Sales Orders Sales History Accounts Receivable Price Matrix

Default Biling Address - Address Sales Taxes Order Defaulis Pricing Communication Attadchments User Defined

Billing Address Sell Price Level |01
TORONTO

Pricing — A customer can be set for 1 of 20 different sell prices. This will then set the item at the
corresponding level set in inventory. The multi-currency setup can further define a price level for a particular
currency. Then when a customer is set for that currency it will select that price level automatically.

Communications Tab

] Customer - JACK225 - O
H F X & udateondes K< >l ®
Customer No | JACK225 | Mame | 3ackson Fitness Center |Oontold status [actve | Foreground | [l Badiground [

Addresses Billing General Sales Orders Sales History Accounts Receivable Price Matrix

Default Biling Address | Address SalesTaxes  Order Defaults Prigng  Communication Attachments User Defined
Billing Address ") W Fiters | cearch | 1 Bport 7 x é - -
Searc = 2 )
TORONTO " x Y + ?)
Subject Created Date Created By Due Date Completion Date Attention Display Type
watch 2/20/2015 55 Alert None
| note - watch = | b4
| " k| D wsertoate/mme 3
Subject |watch Type Q

Make sure no invoices over 60 days

Details Reports Display
Assigned To | Q| Due Date [/ Q] Ot

Number 0.000 | Completed Date | / / Q Where -

- - Created by S5 on 2/20/2015 7:09:29 AM Modified by SS on 2/20/2015 7:09:29 AM E Lt}

Alert on Orders >

Communications — A communication or note can be added to a customer for later follow-up. If it is
assigned to a user and it has a due date added, then this will be presented to the user when it is due or

Page 235 of 462



overdue every time they log into Spire. The communications tab will also be red if there are any notes for
this customer.

Any number of notes can be added to a customer and have several options:

Subject — Gives the note a subject

Type — This groups notes by a type and must come from lookup list if used

Body — The details of a note

Assigned To — Who is responsible for this note or task

Number — A numeric field that be used for custom reports

Due Date — When the assigned communication/task is due for completion. If the user logs into Spire and
there are communications that are due today or earlier they will be ‘popped’ in a message.

Completed Date — Enter a date here when the task is completed.

Print — Select if the contents should be printed on one of below:

Where — Select what document the message should be printed on. Spire’s stock reports have these
messages on them, however they are defaulted to hidden so your consultant can un-hide them for you. The
choices are:

+ Packing Slip

* Picking Slip

+ Booking Order

* Invoice

* Order Confirmation

* Quote

* Purchase Order

+ Sales Order

*+ Work Order

» Alert on Orders — If the message is set as an alert, the message will be presented to the user when
the customer is added to a sales order or when it is edited. If the alert is not set, the communications
ribbon at the top of the sales order, will indicate that there is customer communication.
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Customer Attachments
Customer - JACK225 . O X
HEX& weeow [K < > ®
Customer No | JA0K225 | Mame | Jackson Fitness Center |OlonHod status [Actve  + | Foreground [l Background |[ ]
Addresses  Biling  General  Sales Orders Sales History  Accounts Receivable  Price Matrix
Default ‘Biling Address v|  Address  SdlesTaxes  OrderDefaults  Pridng  Communication  Attachments  User Defined
Billing Address 4= X
TORONTO
Subject Document Type Document Path User Added Date Added v
Merge Adobe Acrobat  C:/fUsersfaromeyn/DocumentsMerge Template. pdf 55 20160404 ~

Attachment

Add new attachment:
mlMeeﬁnd
File |C:fusers{rmmpedcmpjma—mlymm.ppm “ Browse... |

E = .

(Created by 55 on 8/25/2014 5:00:57 PM Modified by S5 on 4/4/2016 8:42:17 AM ..

Customer Attachments — Any number of attachments can be added to a customer. When double clicked it
will open the attachment with the default viewer for that type of document.
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User Defined Tab

Customer - JA - 0 x
HE! X & vsdsteordes K< 2>l ®
Customer No | JACK225 | Name | 3ackson Fitness Center | OJontold status |Active = | Foreground | [l Background | [ ]

Addresses  Biling  General  Sales Orders  SalesHistory  Accounts Receivable  Price Matrix

Default Biling Address ¥ | Address  SalesTaxes  OrderDefaults  Pridng  Communication  Attachments = User Defined
Billing Address Leads . User Defined Page - Leads ? b ]
ea ),
TORONTO (v,
Lead Labe! [L2ads | 1]
Follow-upDate |4/4/2006  Q Lead New
Followup
Delete
Move Up
Ok
Cancel

Add Page Edit Page Remove Page I Move Left Move Right

Created by 55 on 8/25/2014 5:00:57 PM Modified by S5 on 4/4/2016 8:42:17 AM
User Defined Fields — UDF’s can be added to a customer to track extra information that Spire does not

keep by default. The user can add additional tabs and define the fields and field types to store this data. The
structure for the customer billing address can be different than the ship-to addresses.
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Billing Tab

Customer - JACK225 - ] b
] L1 =] _
HE £ = Update Orders K < >l ®
Customer Mo |J,-'.\CK225 | MName |Jackson Fitness Center | [JonHold status |Active = | Foreground - Background |:|
Addresses Biling General Sales Orders Sales History Acrounts Receivable Price Matrix
Account Information Credit Limit
Current 0.00
Balance | ?,9?1.63| Limit | Limited Credit | 3D,DDD| Apply finance charges
QOver 30 0.00
Qwer 60 0.00 Approved By |SS | Approved Date |3f16f2t|15 | Clear Approval
8] 90 0.00
ver Average days to pay | 85 |
Over 120 7,971.63
Payments Bank Information
Statements & Invoices
Receivables 11210f Q |Accounts Receivable —Tradel Transit Number | |
Invoices Form b
Currency Q |Canadian dollars | Institution | |
Statements |Form -
Payment Terms |01 Q| |Net 30 days | Bank Account | |
Pricing [ PO number required

Discount 0.00 | [] service Charge Default Exempt

[ tnventory Levy Default Exempt

Created by 55 on 8/25/2014 5:00:57 PM Modified by 55 on 4/4/2016 9:16:57 AM

Account Information — Shows the aged accounts receivable for this customer. The aging days that are
used are setup in Company Settings/Accounts Receivable.

Statements & Invoices — User can select how the customer invoices and statements are sent. The choices
are Form, Email, Form and Email or none. When printing, Spire does not use these settings, however this
field is one of the columns on the customer list so the user can sort or filter by this and select all of the
customers by form type before sending.

Discount — The default discount that is applied to the total sales order.

+ Caution — this discount is applied after the line by line discounts.

Balance — The customers accounts receivable balance.
Limit — The customers credit limit.

Apply Finance Charges — When checked, finance charges will be applied to the customers AR. The ‘Apply
Finance Charges’ button can be checked on the accounts receivable list or inside a customer AR screen.



Approved By — The initials of the user that lasted edited the customers credit type and/or limit.

Clear Approval — Clears the credit limit to zero.

Average Days to Pay — The average time it takes a customer to pay their accounts receivable.

Receivables — The GL account that this customers AR is posted to

Currency — The currency that the customer is billed in.

Payment Terms — The default terms that get added to a sales order. Once on the sales order it can be
changed to other terms.

Bank Information — For Canadian banks, this is used for EFT to create a CPA1464 file (aka005) from all
accounts receivable transactions that have payment terms of ‘PAD’

* Transit Number — The Customer’s bank transit number
» Institution — The Customer’s bank institution number
* Bank Account — The Customer’s bank account number

PO Number Required — When saving or editing a customers sales order the user will be warned that a
purchase order number is required by this customer. Once the sales order is Processed, Shipped or
Invoiced the PO number will be required.

Service Charge Default Exempt — If the Company Setting Sales Orders/Surcharges is active, this
customer will not be charged this fee.

Inventory Levy Default Exempt — If a levy is set on an inventory item, this customer will be exempt from it.
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Customer General Tab

Customer - JACK225 - O ®
HE X & K < > )l ®

Customer Mo |JACK225 w | Foreground - Background |:|

Update Orders

| Name | Jackson Fitness Center | CJonHold status |Active

Addresses Billing General Sales Orders Sales History Accounts Receivable Price Matrix
User Defined Fields Search Key | |
User Type | Q|
Misc, | |
Special Code | |

User Type — This is an alphanumeric field that can have its label changed in Company Settings/Variables.
This field is usually called ‘Customer Type’ and Spire’s price matrix uses this to define pricing for groups of
customers. This field also has an associated table where values can be selected from.

Misc. — This is an numeric field that can have its label changed in Company Settings/Variables.

Special Code — A code from A-Z can be added to the customer. It is not used anywhere in the program but
simply a way to rank a customer and be able to filter by it.

Customer Sales Order Tab

W) Customer - JACK225 - u] x
] ] =
H Okl X &= updsreorders K < > )l z
Customer No | JACK225 | Name | 3ackson Fitness Center | COontold status active = | Foreground | [l Backoround | [ ]
Addresses  Biling  General  SalesOrders  SalesHistory  Accounts Recsivable  Price Matrix
W Header Detal
O e <[ | Aomt e/ X BB
) Hold W shp WG Reprocess &Tﬂ Ivoice Reopen Order Fil Backorders [, Refresh Prices g Requisition @ Next Phase Et‘l AR Payment
Order No Status Type Hold Modified By OrderADale Required Date  Total Subtotal PO Mumber GP % (Averagel 3P % (Current) GP (Current)  GP (Averagel Backordered
000DB0000S Open Sales Order D 55 21672015 2716/2015 0.00 005 U OU

m:mow 1 Open Silﬁ Order 2/20/2015  2/20/2015 0.00

I:-_-EE_E_

Operl Sales Order 2202015 2/20/2015 =]
000030001 5 Open Sales Order IZ| 55 3/16/2015 3!16’2015 0 00 u.m 0 ou |
0000800018  Open SalesOrder [ 5SS 72015 3172015 0.00 0.00 0.00 =
0000BO0032  Processed  |SRNMAMGHOIOEN | | 55 A1T/2015 | 41772015 13552 12100 31.20 31.20 37.77 37.81 [4
0000800024  Processed SalesOrder [ 55 9/15/2015 90152015 0.06 0.06 16.70 16.70 0.01 001
0000800029 Open Sales Order [ 55 9/16/2015  9/16/2015 5204 4647 15.00 15.00 6.97 697 [
0000102660  Open SalesOrder [ 85 11/13/2015 1111372015 7280 6500 4390 43.90 2852 2520
0000102683  Open Seles Order  [] 55 121325 12/13/2015 0.00 0.00 0.00 |
0000800035  Open SalesOrder [ 5SS 3/30/2016  3/30/2016 0.00 0100 0.00 O
0000B0D036  Open SalesOrder  [] 55 41720016 47172016 0.00 0,00 0.00 |

>

Created by 55 on 8/25/2014 5:00:57PM Modified by SS on 4/4/2016 5: 16:57 AM
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Sales Orders — Here a user can see all of the customers sales including active sales orders and their
statuses. They can be viewed at the order header level of the detail level. The orders can be edited,
processed, shipped to and invoiced just like they can in the sales order module.

Customer Sales History Tab

I Customer - JACK225 - O X
HEX& weeow K< > )
Customer No | JACK225 | Name [3ackson Fitness Center | Contiold status |Active | Foreground | [l Sackaround | [ ]

Addresses  Biling  Generdl  SalesOrders  SalesHistory  Accounts Recaivable  Price Matrix
[} 1rwoices Elllems

Q Y Fiters ~[searc | 2 epot O &y = £]4 view Journal Entry &
Invoice Date Invaice ’No Order No Qrder Date Subtotal Total Territory Total Cost (Current) Totel Cost (Average) Trans Mo PO No Reference No L
_m_—l
61’]5)’2014 0000600036 00001 00626 a-'ls,rzm-t 1 EL!E.;B 1 33?.8] 956.66 956.66 0000000038
9/20/2014 0000600070 0000009914 9/20/2014 850.00 960.50 540.40 540.40 DDDOOOOOT2 45990
11112004 0000600110 00001 00660 11112004 2810.00 317530 1,659.60 1,659.60 0000000112 45889
12777204 0000600131 00001 00683 127/2m4 326.50 368.95 230.70 230.70 0000000133 46999
2/3/2M5 0000600155 00001 00725 27312005 10,141.00  11,459.33 6,170.05 6,170.05 0000000157 AT844
3/20/2015 0000600183 00001 DOTE0 3/20/205 422.00 400,45 244,45 24445 DO0DD00O1ES 43788
416/2013 0000600199 00001 00778 416/2013 403.64 456.11 27835 278.35 0000000201 48113
1/6/2015 0000600249 0000011914 9/13/2015 10.956.00 12,270.72 6,502.09 6,458.18 0000000283 49225
1/6/2015 0000600260 0000102703 2M13/2015 344.50 385.85 2153 22853 0000000294 49556
2/19/2015 0000600267 0000800008 2/19/2015 850.00 952.00 542.93 542.33 0000000313 45990
211972015 0000600268 0000800009 2/19/2015 B50.00 952.00 54293 542.33 0000000312 45990
272072015 0000600271 0000800012 2/20/2015 ~850.00 ~952.00 -542.33 -542.33 0000000323 45990
31472015 0000600283 000080006 211672013 4,546.00 5091.52 2,684.37 2,694.06 D0DD00O3TI
31672015 0000600285 000000011 2/20/2M5 8,166.88  9,146.90 6,522.25 6,522.25 0000000384 =
< >

Created by 55 on 8/25/2014 5:00:57 PM Modified by S5 on 4/4/2016 9: 16:57 AM

Sales History — This is a list of all of the customer’s sales history. It can be viewed at the invoice header
level or details of all invoices. Filters can be set to limit the amount range of invoices shown. The invoice
can also be drilled into to view and edit non financial information if the user has security to do so. The
invoice can also be copied or credited when viewing it.
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Customer Accounts Receivable Tab

I Customer - JACK225 - u] x
HE X & uteods K< > ®
Customer No [JACK225 Name | Jackson Fitness Center | Jontioid status [active | Foreground (| eesround |:|

Addresses Eilling General Sales Orders Sales History Accounts Receivable Price Matrix

QO &~ +New v o moply v [o] Payment v (@ Hod Y showal $G ShowCredts To Colapse Al 4[4 ViewJoumalEntry (2 View Invoice

[ Transaction No Date Debit  Credit Applied Balance Terms Desc. Customer PO Reference Mo Type Hold DueDate Memo User
1 0000000510 772015 761.05 0.00 761.05 0000500316 Invoice [  7/7/2015 55
NS 155177 0.00 551.77 Net 30 days 0000600317  Invoice []  8/6/2015 TORONTO Jackson Fitness Center - TO 55
44206 0.00 1,000.00 1,000.00 0.00 Net 30 days Payment []  5/4/2016 55
12015 559175 0.00 5591.75 0000600318 Invoice [ /772015 55
77772015 67.06 0.00 67.06 0000600319 Inveice [ 7/7/2015 TORONTO Jackson Fitness Center - TO 55

Total Balance 6,971.63
Remaining  5,971.63

Total Amount 0.00

Created by 55 on 8/25/2014 5:00:57 PM Modified by 55 on 4/4/2016 9:16:57 AM

Accounts Receivable — This gives full access to the accounts receivable for this customer. Data can be
added here and invoices can be paid here. You can also view the applied accounts receivable data for this
customer. If a customer has a balance of zero and everything is fully applied, then this is the only place to
be able to see a customers accounts receivable info.

Customer Price Matrix Tab

I Customer - JACK225 - O X

HE XS udieodes K< > ®
Customer No [ JACK225 Name | Jackson Fitness Center |Jontod status Active v | Foreground | [Jll | Backoround |:|

Addresses Eilling General Sales Orders Sales History Accounts Receivable Price Matrix
Q Yﬁw’s ' * Export + _@" x g @P'.I'Uepremus thaliwmh’!matd’l:s ¢y Show all customer matches

D Warehouse Part number Description Amount Type U/m Amount Margin MAverage Cost Current Cost  Start Date End[ ™
3 A |NSDBAO|inSpireDumbbel40  [Pce A | 24619 7000 51.7 T e

5 VA ABMAT AbMat Price EA 222 12.02 19.55 19.55

15 VA CHALK Gym Chalk Price EA 26.00 50.00 13.00 13.00

20 VA INSKB5 InSpire Kettlebell 5 Price EA 15.00 45.00 B8.25 8.25

28 VA INSKB10 InSpire Kettlebell 10 Discount EA 10,00 1375 13.75

29 VA INSKB15 InSpire Kettlebell 15 Price EA 35.00 44.26 19.4616 19.5106

30 VA INSKB20 InSpire Kettlebell 20 Price EA 45.00 45.00 2475 24.75

n VA INSKB25 InSpire Kettlebell 25 Margin EA 25.00 30.25 30.25

32 VA INSKB30 InSpire Kettlebell 30 Price EA 65.00 43.88 3647362 36.47862

33 VA INSKB35 InSpire Kettlebell 35 Price EA 75.00 45.00 41595134 41.25

34 VA INSKB4D InSpire Kettlebell 40 Price EA 85.00 45.00 46,75 46.75

35 VA ABMAT AbMat Price EA 370 4718 19,55 19.55

36 VA RESCAB10 Resistance Cable 100b Teal  Price EA 3.28 61.34 1.50 1.50

7 VA RESCAB20 Resistance Cable 20ib Purple Price EA 3.88 61.34 1.50 1.50

38 VA RESCAB3D Resistance Cable 30lb Pink  Price EA 2.353 15.00 2,00 2.00 N

< >

Created by S5 on 8/25/2014 5:00:57 PM Modfied by S5 on 4/4/2016 9:16:57 AM
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Price Matrix — On this tab you can add/edit/delete and report on a customers special pricing. See the ‘Price
Matrix’ Module for a full description.
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Customers — Included Reports

* Customer Statement

+ Customer Statement Detailed

* #10 Envelope with Return Address
* #10 Envelope
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Mail Merge

In Spire users can print or email merge the selected customers from within the customer list. To create a
shorter list to send your merged document to you can create a filter for the customer list and then highlight
the ones to merge with and click the merge button.

E Inspire Health Systems (UDF
= es Q Y Filters | eard | X Export + f x 5 3 ommunica >» ge
. (\,éa\ Sales History Matchif Al | of the following aiteria are true
+| X YTDSales ~  isgreater than v | 0.00]
Payroll
] Payro + X  Emai ~ isnot - |
E|:l'| Accounts Payable CustomerNo.  Name Address 1 City Phone Ernail
. Cust MCCAS3T Meccamic, Jeffrey W Esq 2107 Roger Street  Nanaimo (250) 750-3993 ... awilson@gmai....
a s BEIE396 Beierle & Beierle - 3855 Pitfield Blvd St Laurent (514) 817-0292 . meyr@gmail.co..
My Customer View CAPIGED Capital Electrical & Sec Inc Highlight 1822 Jackson 5t Phoenix (602) 257-4111 . alexis@capelect .
Terst CROP835 Crop Production ServicesInc | Customers to 30840 Industrial. . Livonia (734) 522-3287 .. ahatten@aropp ..
Cust with Open Orders | DUPO182 Dupont Photographers Merge with 1449 Bridgeport..  Collingwood ~ (705) 443-6579 . jj@dupontPhot. .
Test EASTST1 Eastman Chemical Company 8 Hillcrest Ave Manhaszet (516) 466-7437 ... asantory @eastc. .
Cust Email list ELDES29 Elden H Knudsen Constrctn Co — ASATMMacacih fldshosas Cike AN} anc 3300 | 3epiesiBedenkn...
Over 50k ER118 E R Partridge Inc ¥ spire Mail Merge Documents X B4.. van@erpart.com
Over $10k Sales FORE113 Forest Hist Ctr Mn Hist Scty 132 .. msmith@forest...
. ’IE_H Accomts Racrhable HARRGS2 Harris, Baum E Esq Select Document to Merge 4 ... abertschy@harr.
= HARVEG3 Harvest States Cooperative @ Existing Document O New Document 127 ... abassett@harve..
s [ | ¥ HOLU622 Holub, Ronald E Esq 94 amdwsick@hol ..
it JACK225 Jackson Fitness Center |F!Duam=1tsf59id4efuemewslett=ndu-cx Browse., 135 ... info@jacksonfit...
i JANCE49 Jancy Engineering Co 311 ... codyb@jancye...
IR Requisitions LIss141 Liss, Philip A Esq Report Settings 64 .. shrenner @liseP..
I MALILSES Maull Baker Box Ci i - 184 .. abby@maulbak. .
. ODON59% Odonnell, Charles W Esg L] Modify Data in Excel Before Merging 1B . awska@odonC..
Ea TRAVS9T Travel Resources Blanks: 0 +| Copies: 1 4| I28. shela@travreso..
1 Purchases i = - =
WIENET9 Wiens, Robin A Esi 132 rweins@mgter.net
(02 Purchase History Click Edit and MS Word print | Cancel
= Will Open
’# Production

Microsoft Word will then open and you can choose to create a new document or you can choose to edit an

existing document.
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MNewsletter.docx - Microsoft Word

View

. E{% = 5 == |== e S ﬁ%j L P L I’;i
- — — — — 2% Match Fields 4 Find Recipient ey
Envelopes Labels = Start Mail Select Edit Highlight Address Greetingjinsert Merge Preview B Finish &
Merge * Recipients ~ Recipient List | Merge Fields Block  Line Field~ | £ Update Labels | pesyps | S Auto Check for Errors || perge =
Create Start Mail Merge Write & Misert Fields Preview Results Finish
«MNAME» .
«BADDR_ADDRESS» If we don't
have it, we
can get it!
Enter new Newsletter ciptent here
Insert Merge Field ? *
Inserk: Rent or buy it,
() Address Fields (®) Datsbase Fields and EIIWEIYS
Fields: preview it!
CUST NO ~
NAME + 5-day rentals
CURRENCY
LAST_INVOICE_NO \ New and used
LAST_IMVOICE_DATE _
PRESENT_BAL equipment
PRV_YR_5LS
- YTD_SALES
|HSEII'E Healt NXT_SALES
1234 Oak Street | [PRV_GP Hours
Tampa, Florida 65 |YTD_GP
Phone (509} 555-1 NXT_GP Sunday through
CREDIT_LINE Thursday: 11 A.M
Atthe cornerof 1** A |DISC_PCT to 11 P.M )
across from the coffe |TERM_CODE N 3 o
Friday and

Match Fields. ..

Cancel

Saturday: 11 A.M.
to midnight

You will need to add the fields you would like to use for the data that should appear on the document by

selecting “Insert Merge Fields” on the Word Mailings tab.

Users can then ‘Preview’ the results to see who will receive the mailing and then click “Finish & Merge”

when ready to send.
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@ 9~ 'J.- | Mewsletter.docx - Microsoft Word

Home Insert Page Layout References Mailings Review View
SRR D @ B AR B X, ®a
: - = i a — 4lealch Fields # Find Recipient

Envelopes Labels = Start Mail Select Edit Highlight Address Greeting Insert Merge Preview
Merge = Recipients = Recipient List | Merge Fields Block  Line Field = Results 9 Auto Check for Errors
Create Start Mail Merge Write & Insert Fields Preview Results ‘:J Edit Individual Documents...
«NAME>» iy , '..e; Print Documents..,
«BADDR_ADDRESS= [ If we an 't e,-:‘ Send E-mail Messages... I
have it, we
can get it! —_—
Enter new Newsletter content here.| Merge to E-mail 7 %
il Message ophons Choose the contact Field From Data —
Rent or buy it, e
. BADDR_EMAIL ol
and always e
M . t ine: Add Emall S e
preview it! Subjec InSpire Newsletter  Add Emall Subject
Ml format: |+ e |
- 5-day rentals
Send records
+ New and used @ al
s () current record
) From: To:

1234 Oak Street Hours Cancel

Tampa, Florida 65432
Phone (509) 555-1234 Sunday through
At the corner of 17 Avenue and Oak Street, g:;sga'r AL
across from the coffee shop T

Friday and
Saturday: 11 AM.
to midnight

The merged document can be either printed or emailed. If being emailed, select the email address from the
Spire customer database, add a subject and click ‘OK’. The user email will then merge the documents to the
email address list, or if printed will merge print to the printer.

Video Instruction — Customer Mail/Email Merge
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Rafrash

Add Edit Daleta Frint Copy

Q Y rites <[5 P Bport wi v = ~ D)

lar=) Requisition (—)_). MNext Phase Eﬂ AR Payment Hold Process Reprocess Eﬁ Invoice
Order No Customer No. Customer Name Required Date Status Order Date
0000800029 JACK225 Jackson Fitness Center 9/16/2015 Open 9/16/2015
0000011902 CRES143 Crescent Hotel 9/13/2015 Shipped 91372015
0000102638 ADVAZE4 Advantage Computers Inc 71372015 Open 771372015
0000102637 BELL333 Bell West Credit Union 7M13/205 Open 71372015
0000102670 DUPO182 Dupont Photographers 11/13/205 Open 11/13/2015
0000102618 ELDES29 Elden H Knudson Constrctn Co 313/2015 Open 3/13/2015
0000102657 ER118 ER Partridge Inc 11/13/2015 Open 11/13/2015
0000102687 ELDE929 Elden H Knudson Constrctn Co 12/13/2015 Open 12/13/2015
0000102612 CARE252 Care Laboratories Inc 5/13/2015 Open 5/13/2015
0000102666 FORE113 Forest Hist Ctr Min Hist Scty 1111372015 Open 11/13/2015
0000102658 ACORGT3 Acordia Of Evansville Inc 11/13/2015 Open 11/13/2015
0000102639 MATE317 Mater Dei College 7/13/2015 Open 7/13/2015
0000102647 CROP8E395 Crop Production Services Inc 10/13/2015 Open 10/13/2015
0000102600 HAST563 Hastings Communications 71372015 Open 713/2015

AARNRATNTA

Sales Order List — Menu Items

This list may not be in the same order because the columns can be moved and removed. Also some

ARTIAN

[ T N Y -

AMI MM

o T,

N/ ME

" Fil Backorders (t' Refresh Prices

Subtotal
4647
3,050.00
300.00
6,861.00
5,294.00
1,388.00
8,650.00
198.00
13,611.00
2,953.00
1,451.00
295.00
29,510.50
5,565.00

£ 301 A

columns like costs, have security settings so some users may not see them at all.

+ Refresh — Allows you to view orders that have been added by other users

+ Filters — Create a custom filter and save that filter to customize your view

« Export — Export the filtered list to Excel or .csv including your filtered screen layout and column

positions
 Add — Add a new sales order

+ Edit — Edit an existing sales order

* Delete — Delete a sales order

Total Salesperson
52.04 JOHN
3,416.00
339.00
7,752.93
5929.28
1,554.56
9,688.00
221,76
15,380.43
3,307.36
1,639.63
33335
33,051.77
6,232.80 JOHN

£Enon g

Type
Sales
Sales
Sales
Sales
Sales
Sales
Sales
Sales
Sales
Sales
Sales
Sales
Sales

€l

* Print — Prints a sales order report. The arrow beside the print button allows the user to choose to print

all sales orders or the selected sales orders

+ Copy — Copies the selected sales order
* Requisition — Will create a requisition and purchase order for shortages on the selected order(s)

* Next Phase — Moves the sales order to its next phase

+ AR Payment — Puts an un-applied payment onto the customers account

* Hold — Holds a sales order that can only be released by a user with the rights to do so

* Process — Processes a sales order and prompts the user to print a pick ticket

* Reprocess — Allows users with the correct security to re-process and therefore re-print a pick ticket

* Invoice — Invoices selected sales order(s)
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+ Reopen Order — Moves an order that has been processed or shipped back to being open and
therefore editable

» Fill Back Orders — Selected orders will have back orders filled if there is now inventory to commit.
This processes from the oldest to newest orders until stock is depleted

+ Refresh Prices — Sets prices to default to a new sell price, including if a user has overridden the sell
price
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Sales Order Header

To create a new Sales Order in Spire, begin in the main Spire window and select “Sales” from the left
navigation menu.

I \eupie Health Syatems. - a B
Fil Eff Cucmen Venden Imemory Puchming Prodution Sem Papml Teoh Halp
- Ol It -/ X BB @ mores morren e 3 - - i (Bt [ APt
3 GH\! Haich# & v of B Following crieia ane frue
+ X suus v momol v |Procsmed -
G Comamen
Ceser Mo Costomerbo.  CustomerMame Suts Type  Held  MedfedSy  OrderDate  bweiceDie  Reguved Dute Total e (Comest]  EweToul  Subtotal PO Hamber Batch ba GP (Cum
ﬁ Froduction OMEGId  CRESIAR Crewcent Hobel Processed  Sales ] ko W5 1015 sHiEnm 2004180 Shae 45.118.00 L) 2004
ooneesT  ER11E R Partridige inc. Procered  Sales O £ NANINS NARMNS AB6LE) 165625 456400 416500 L] 4%
'd: Profuction Hinery | DONEEH  ERIIE E R Partriige inc Feocemed Sals [ E £13/2815 G135 2ES ENDS LIRS MRS 1 M
ORI ACKIZS lackuzr Fémans Conter Peocemed Sals [ = WIS WSS 1,085 ST TRAE 1500 0 a
v [ uneentory ONEN  BEEGIN Baagen Travel Comavitans Procouad Galm [ = 1ams A0S 3p0% RS JGMISE  351E00 ] 0
QUOONNOT  IACKEZS Jaciacn Fitnesa Cantar Peoceund Sl [ = awans 2mans 280 ma 18 nsm0 0 “
?;m“"“‘ OOMOONT IACKIZS Jackson Finess Censr Procemed Sas ] = LTI 4TS [ ey a3 200 o n
e 0RO SACRE Saciamerts Fieit Netignal Barik: Boceed Sl = Wi s o L w0 oz ] i
Ve mot ok in 2 Feows
Meeds Ondering

Once on the Sales section, you select the “Plus” icon located above the main window to open a new sales
order. A new Sales Order window will open in front of the main Spire window.

HF:; & I +fe vew compact

| WipPocs g Reeces ] bvoie () tectPhme | F TotasByOrderedQty ] Desosits [ Requision g Retum

Man | BdTe | ShiaTe | Info | Phese | | saes | Saes Hsteey | | FilOrder
CListamer Order Details
Customer bo [+} AR Balance Cragit Limit | e Sakes =
PONG Refio Other Orders watsie [N Ooete 000080002
totes salesperson Q Teritory Q  Odefete 2 Q
RequredDate 2309/2015  Q,
Shipping .
Q Q FOB =
shipTa ShipVia —
Invoice Date | | Q
Contact Repest hieee -
Piame Q Fhane B [#] emal Phase Q
o st 30 etz [T Comment B Sersltimbers Tg Addlobresder PPEScnlems 7 R (¥ Pries
Pert b Drescription Order ity ShpGly BJO Gty Disc  UnitPrice  CumentCost AverageCost UM  Conwersion Factor Nendor Levy  ExtPrioe Extlevy Margin (Cur)  Mergn (Avgl ¥

‘< " | "

Aurailsble O Hand Committed Backorder G Order Expected
Total Weight oo Descount 4.0 % G.80 Current GF 84 % .60 Subtotal 000
e 0.00 Average G 0.0 % 0.
g 0.00
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Using the lookup icon you can navigate to the intended customer for this sales order. You can also enter
search criteria about the customer and it will find them based on that search. For instance type the city and
all customers within that city will be presented in the drop down list. Alternatively type the city name and
then pres the ‘F9’ key and the complete list of customers with that city name will be short listed and ready
for selection. You can also use a combination of words to search such as the contact name and the city and
the list presented will be restricted to the results that contain both words.

Video Instruction for Order Searches


https://www.youtube.com/embed/4NfIx32KVcA?rel=0
https://www.youtube.com/embed/4NfIx32KVcA?rel=0
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Main Tab

F Sales - 0000800035 Jackson Fitness Center . [} X
X & e vencomna

mﬁ‘m W Reprocess alnm l@N:xtPhas: Emﬂsﬂqulv 19 Requisition "S[qnﬁls

There are notes for this customer View Notes Dismiss
Main  EllTo ShipTo Info  Phase  Commumications  Sales Orders  SalesHistory  User Defined  Attachments  Fill Order
Customer Order Detais
CustomerNo [Jack225 Q4 [3ackeon Fitness Center | R Balance | 9,063.71| CreditLimit | 30,00000| [OpenSales -
PoNe | | Refo | Otherorders [ 3,001.06] avatotie [N Orcrt
Motes | | satesperson [30HN Q| [30hn Ather | Temitory | Q|  OrderDate m

Required Date

iy voore
shipTo [TORONTO QU [Jacksan Fitness Center -To) | ship via | Q| [Federal Express | ros | |

Invoice Date [/ / Q
Contact Repeat None ¥
e Q] pone | |Wreca] || | |

+[ngert' Delete £ Comment ‘2 Serial Mumbers '-E‘g Add Job Header [ UDF rESGnlm N F" "Q Prices

Order Qty ShipQty B/OQty RetailPrice Disc UnitPrice Levy Extlewy Margin (Curr) CurrentCost Average Cost UM

Comversion Factor  G.5.1 Y

v ] oot [ comsess ] macerie [ oo [ e [

Total Weight 0.0 Discount 0.0 % 0.00 Current GP 0.0 % 0.00 Subtotal 0.00 Al amounts shown in Canadian dolars,
Freght 0.00 Average GP 0.0 % 0.00 GST 0.00 0 00
BCRS.T 0.00 -

Created by SS on 3{31/2016 9:17:41 AM Modified by SS on 3(31/2016 9:17:52 AM

Once the customer is selected the customers credit information will be displayed, If the credit limit
background is red this means that the customer is over the credit limit or has unpaid invoices beyond their
terms. The user must have the security setting User/Customers/Can See Customer Credit Info.

«¥s Note the red ribbon message. This means that the customer has notes that should be read.

Order Details -The choices for types of order are:
» Sales — This is a regular sales order that will commit product immediately to the customer

* Booking — Does not commit inventory and is used for future orders that can be committed once the
due date has been reached
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+ Standing — These are used for repeat orders. Once invoiced the order stays behind to be invoiced at
the next pre-determind cycle

* Quote — Used to send a quotation to a customer. It does not commit inventory until the user releases
it to a sales order

* RMA - Used for ‘Return Material Authorization’ and can use a different numbering sequence from
regular sales orders

* Work — Use for service type orders that can have a separate sequence number that sales

PO Number — Adds the customers PO number and if the customer is set to ‘Require PO’ in their profile then
the user will be warned that a Purchase Order number is required. The order can then be saved without a
PO but cannot be processed, shipped or invoiced until a PO number has been entered.

Ref No — The user can enter a reference to another document if required

Salesperson — The salesperson can be entered if the sale is to be tracked. There is a company setting, that
if turned on, the salesperson must be added to the order before saving it. If the customer has a salesperson
attached to their record it will populate this field with the salesperson as you add the customer to the order.
There is another company setting available that will populate the order with the user code if it matches the
salespersons code. Users need security to be able to change the salesperson code on an order.

Territory — The territory can be entered if the sale is to be tracked. There is a company setting, that if
turned on, the territory must be added to the order before saving it. If the customer has a territory attached it
will populate this field with the salesperson as you add the customer to the order.

Ship to — Users can select from any shipto attached to the customer. When using the lookup the user can
click on ‘All Addresses’ and they will be able to select any customer in case the order needs to be drop
shipped elsewhere.

Ship Via — Select from any shipping carrier that has been previously set up in Edit/Ship Via. The user can
also free type in the ship via description field if using a miscellaneous shipper.

FOB — Free On Board is a term in international commercial law specifying at what point the seller transfers
ownership of the goods to the buyer. Many companies use this field for other data they want on the order
instead of FOB.

Contact — This area is for adding the contact of the person that gave you the order. You can free type in the
name, Phone, Fax and email. You can also use the lookup to select the contact information for any of the
customers main or shipto contacts even if the shipto is not on this order.



Order date — Usually the day that you created the order but it can be edited to any date.

Required Date — The date that the customer want the goods. This is useful on the sales order list because
the user can sort by this date column to see what needs to be shipped today.

Invoice date — This is the date that the order needs to be invoiced. The user can be set to:

+ Always Current date — means that today’s date will get added as soon as the user invoices the order

» Current Data unless Invoice date is filled — Means the user can add a date but if they do not it will
use today’s date

+ Always ask for date if not filled in — Means the user must enter an invoice date

Repeat — This option is available for standing orders. The user can select from daily, weekly, monthly,
yearly or custom. If custom is selected they can choose any non standard repeat cycle using one of the
calendar options as a start. When a standing order gets invoiced the invoice date will automatically be
advanced by the repeat cycle. The user can set a filter on the sales order list for all standing orders due this
week and simply highlight all of them and print or email invoices to the customer.

Phase — Custom phases can be added to a sales order. Preset phases can be set up under Edit/Phases or
on the sales order phase lookup dialog. Each phase is given a code, a description, a report template and a
next phase. If a report template is added to a phase and the order is moved to that phase, any report that
has that template name will be presented for printing. The next phase needed is triggered when the user
clicks the ‘Next Phase’ button on the sales order list, or from inside an order and then the order will be
moved to the ‘Next Phase’. This feature is very useful for user that need their order to go through a custom
set of procedures.
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Bill To:

A Sales - 0000800035 Jackson Fitness Center . [} X
HE X S -ozomcomnact

=, Process Reprocess  [] Invoice () NextPhase |© J, TotalsBy Ordered Qty TIJ Requisition "7 Deposits

There are notes for this customer View MNotes Dismiss:

Main Bll To Ship To Info Phase Communications Sales Orders Sales History User Defined Attachments Fill Order

Contact Information Hold Address
Address 2018 No. 3 Road Main Sales Accounting
B | Name | Jason Falon
Phone Ext &
Fax/Cel { ) )
City :Rid'rnund . Emal  |jfalon@jacksonfitness.net
Postal Cade | VEX 288 Provinze |BC
Country e - Internet n.ddresse-s .
el St = Email  |info@jacksonfitness.net >
Fax () - = bgiaarigl =
Total Wesght 0.0 Discount 0.0 % 0.00 Current GP 0.0 % 0.00 Subtotal 0.00 Al amounts shown in Canadian dollars.
Freight 0.00 Average GP 0.0 % 0.00 GET 0.00
0.00

BCRST 0.00

Created by S5 on 3/31/2016 9:17:41 AM Modified by 55 on 3/31/2016 9:17:52 AM

This tab displays the customers bill-to information and contacts. They are added to the order when it is first
created. Therefore if the customers address and contact info changes while an order exists, the order will no
longer have the correct information. This includes customers email addresses that will be used when
sending orders and invoices to a customer. There is a button in customer edit that the user can click that will
update any open sales orders with the customers new information.
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¥ Sales - 0000800035 Jackson Friness Center - X
HE X S ":" Views Compact
WG Process WG Reprocess  [H] Tnwoice () NextPhase || 3 TotalsBy Ordened Qty TN Requisiton 73 Deposits
There are notes for this customer View MNotes Dismiss:
Main EllTo SheTe Info Phase  Commumications  SalesOrders  SalesHistory  UserDefined  Attachments  Fill Order
Name | Jackson Fitness Center -TO | 0 Hold Adicress
Contact Information Main Sales Accounting
Address | #6776 Dunn Rd ] Name | Abert Svenson |
Map [~ Phone [4164492222 | [=
Fax/Cel | [#
L Emai asvenson@jacksonfitness.net |
Gity Toronto
Internet Addresses
Postal Code |M&Y 777 Province | ON .
Country Canada i . 2
i Website >
Phane (416) 7771234 Ext. | .
Fax () - |[=
Total Wesght 0.0 Discount 0.0 % 0.00 Current GP 0.0 % 0.00 Subtotal 0.00 Al amounts shown in Canadian dollars.
Freight 0.00 Average GP 0.0 % 0.00 GET 0.00
0.00

BCRST 0.00

Created by S5 on 3/31/2016 9:17:41 AM Modified by 55 on 3/31/2016 9:17:52 AM

This tab displays the customers ship-to information and contacts. They are added to the order when it is first
created. Therefore if the customers address and contact information changes while an order exists, the
order will no longer have the correct information. This includes the customers email addresses that will be
used when sending orders and invoices to the customer. There is a button in customer edit that the user can

click that will update any open sales orders with the customers new information.

These fields are editable and can be overridden by the user.
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# Sales - 0000800035 Jackson Fitness Center

- (] x
H E gy | % View Compact
WG Process Reprocess L_ﬂ Invoice Phase E Totals By Ordered Qty  TIIg Requisition "5 Deposits
There are notes for this customer View Motes Dismiss:
Iain Bill To Ship To Info Phass Commumications Sales Orders Sales History User Defined Attachments Fill Order
Carrier
Customer
Name |
Terms | 1] Ql Net 30 days
Ship Date [17 Q|
Sell Price Level |01 -
Tracking No |
Account Information Sales Tax
Current 0.00 AR Balance 5,063.71 Code Drescription Rats
Over 30 0.00 Other Orders 3,001.06 1 Q\l G.5.T [ 5.00%
Onveer 60 0.00 Credit Limit 30,000.00 - -
Over 90 0.00 Avalsble 1793523 | 12 Q| [ps %
Over 120 9,063.71 ExemptNo |
Total Wsght 0.0 Dizcount % 0,00 Current GP 0.0 % 0.00 Subtotal 0.00 Al amounts shown in Canadian dollars,
Fresght 0.00 Average GP 0.0 % 0.00 G.S.T. 0.00 0 00
BCPS.T. 0.00 i

Created by 55 on 3/31/2016 9:17:41 AM Modified by 55 on 3/31/2016 9:17:52 AM

Terms — The terms get populated by the customers terms but can be edited on the order.

Sell Price Level — The price level is populated by the customer level but can be edited for the order.
Carrier — The name of the carrier that shipped this order
Ship Date — The actual ship date of the order
Tracking No — The carriers tracking or weigh bill number
Sales Taxes — The customers default sales taxes that are to be charged. These are editable in case the
product is being shipped to a different tax jurisdiction
Exempt No — The customers tax exempt for tax 2 will be put here if the customer has one in their profile
and the user can enter one manually.

Account Information — Shows the customers current aging, balance, amount in other sales order, credit

limit and available credit

Page 258 of 462



Spire Systems Inc Spire User Manual - 2.2

Phase

@ Standing - D0D0B00032 Jackson Fitness Center

- 0O X
HEX& +:+ View Compact

mm Ship g Reprocess tnvoice () Nextrhase || " TotalsBy Ordered Qty (glg Reauisiton "D Deposits | | € D D

There are nates for this customer View Notes Dismiss

Main Bill To Ship To Info Phase Communications Sales Orders Sales History User Defined Attachments Fill Qrder

Phase Description Operator  Carrier Reference  Started Ended MNotes
MEW Mew Order 55 3/31/2016 11:44:26 AM 3/31/2016 11:45:35 AM
MEEDSAPPROVAL  Meeds Approval 55 3/31/2016 11:45:35 AM 3/31/2016 11:45:36 AM
APPROVED Approved 55 3/31/2016 11:45:36 AM 3/31/2016 11:45:37 AM
READY Ready to Ship 55 3/31/2016 11:45:37 AM
Total Weight 0.0 Discount 00 % 0.00 CurrentGP 07.94 % -1,185.14 Subtotal  1,210.12 All amounts shown in Canadian dolars,
Freight 0.00 Average GP 9794 % -1,185.14 G.5.T. 60.51

xSt s ESS e

Created by 55 on 9/17/2015 7:02:51 AM Modified by 55 on 3/31/2016 11:45:37 AM

This tab displays each phase that an order has gone through including when it entered that phase and when
it was completed. The user is able to edit the start and end time if necessary. They can also add in different

information and notes, and if the phase required shipping the carrier can be added. This information can be
added to custom reports for tracking purposes.
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Communication

B o
.

H E: é -o:G- View Compact

e Ship g Reprocess ':—ﬂ Invoice Next Phase z Totals By Ordered Qty  [[[lg Requisition rr '_' Deposits I< ( > )I
There are notes for this customer View Motes Dismiss
Main Bill To Ship To Info Phase Communications Sales Orders Sales History User Defined Attachments Fill Order
© Y Fiters ~[scarch | 2 export wfu J = ~
=
Subject Created Date Created By Due Date Completion Date  Attention Display Type Assigned To Group Type Modified Date Modified By
Catalog 3/31/2016 55 Alert SHIPPER ADD 3/31/20M6 55
IF) Note - Catalog - a x

B — o
H l.' ) Insert Date/Tme

Subject | Catalog | Type |ADD Ql

Indude a new catalog in the order, and provide free shipping as we missed this product on thier last order

Details Reports Display
Assigned To [SHIPPER Q| Due Date (11 Ql Oernt
Fs = : Alert on Orders ¥
Number | 0.000| Completed Date | / / Q| where -
Total Weight ats shown in Canadian dollars.
Freight Created by S5 on 3/31/2016 11:52:19 AM Modified by 55 on 3/31/2016 11:52:15 AM 0 00
BCPS.T 0.00 "

Created by 55 on 9/17/2015 7:02:51 AM Modified by 55 on 3/31/2016 11:53:03 AM

Any number of notes can be added to an order that can have several options.

Subject — Gives the note a subject

Type — This groups notes by a type and must come from lookup list if used

Body — The details of a note

Assigned To — Who is responsible for this note or task

Number — A numeric field that be used for custom reports

Due Date — When the assigned communication/task is die for completion. If the user logs into Spire and
there are communications that are due today or earlier they will be ‘popped’ is a message.

Completed Date — The field to enter a date when it has been completed.

Print — Select if the contents should be printed on one of below:

Where — Select what document the message should be printed on. Spire’s stock reports have these
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messages on them, however they are defaulted to hidden so your consultant can un-hide them for you. The
choices are:

+ Packing Slip

* Picking Slip

* Booking Order

* Invoice

* Order Confirmation
* Quote

* Purchase Order

» Sales Order

* Work Order

Alert on Orders — If the message is set as an alert, the message will be presented to the user
when the order is edited. If the alert is not set the communications tab on the order simply turns
red.
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Sales Orders

& Standing - DOD0B00032 Jackson Fitness Center . m] >
=1 [ = L.
H L|_| x [—] -D*l- View Compact

mm; Ship Wmg Reprocess [ Invoice () NextPhase | § TotaksBy Ordered Qty (g Requisiton

Boeosts | K £ > D

There are notes for this customer View Notes Dismiss

Main  BilTo ShipTo Info Phase  Communications  Sales Orders Sales History  User Defined  Attachments Fill Qrder
A Header T Detall

Q Y s v[searcn | Lovt o~ R & -B
il Hold ®Mg Process WML Reprocess % Imvoice - Reopen Order (7| Fil Backorders "$ Refresh Prices 1 Requisition @ Next Phase % AR Payment
Orden\lo Status Type Hold Modified By OrderDate  Required Date Total Subtotal PO Number GP (Current)  GP % (Current) GP (Average) GP
0000102660 Open Sales  [] 55 11/13/2015 | 11/13/2015 T2.80 65.00 28.52 43.90 28.52
0000102683 Open Sales [ S5 121372015 12/13/2015 0,00 0,00 0.00
mmﬁ Optn S.!Ies D SS 2/16/2015 24"]&!"2015 U{K] 000 DOD
2/20/2015

E--m———-

Open Sales [] 3725 31772005

omwmd Processed Sales [ ss 9/15/2015  9/15/2015 1,?02% 1.520.06 523.21 41.00 623.21
0000200029 Open Sales [] SS 9/16/2015  9/16/2015 52.04 4647 697 15.00 697
0000800035 Open Sales [J] S5 3/30/2016  3/30/2016 0.00 0,00 0.00
Q000000001  Processed Sales [] S5 202012015 2/20/2015 352,80 31500 140.76 4“4.70 140,11
Q000000002 Open Sales [] S5 /202015 | 2/20/2015 0.00 0,00 0.00
< >

Total Weight 0.0 Discount 0.0 % 0,00 Current GP 0.0 % 0.00 Subtotal 0.00 All amounts shown in Canadian doliars.,

Freight 0,00 Average GP 0.0 % 0.00 G.ST 0.00 0 00
BCPS.T. 0,00

Created by 55 on 9/17/2015 7:02:51 AM Modified by 55 on 3/31/2016 11:53:03 AM

This tab allows you to see all sales orders that this customer has open at the moment. This is very helpful to
make sure you are not duplicating an order someone else has already entered for this customer. You can
view the orders individually as above and click the details tab to see every item on every order on one list.
You can also double click an order to view, edit, process, ship or invoice it.
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& Standing - DOD0B00032 Jackson Fitness Center
[ = =
HE X s

o, Ship  WWg Reprocess @ Invoice

9:1- View Compact
=») Next Phase

There are notes for this customer

Main  BilTo ShipTo Info

Elttems [ Invoices

Phase Communications

3., TotalsBy Ordered Qty (g Requisiton "7

Sales Orders Sales History

o YF!ltErs '|-'.==¢r'h

Invuic: Mo Invoice Date  Warehouss Part number
0000600014 2/3/2014 VA INSKE10
0000600014 2/3/2014 VA INSWP40
0000600014  2/3/2014 VA INTRS400
0000600014 2/3/2014 VA NATWR
0000600014 2/3/2014 VA NATWR
0000600036 6/15/2014 VA INSPOME3-100
000000036  6/15/2014 VA INSWP35
0000600036  6/15/2014 VA INT TK500
0000600036  6/15/2014 VA MATTPR
0000600036  6/15/2014 VA SPEEFR
0000600070  9/20/2014 VA INSDB13
0000600070  9/20/2074 VA INSDE40
000000070 9/20/2014 VA INSWP35
0000600070  9/20/2014 VA NATBELS3
000000070 9/20/2014 VA SP300FM
0000600110  11/11/2014 VA ACMFITMEB
0000600110  11/11/2014 (VA INSDES
0000600110  11/11/2014 VA INSKB10
0000600110 11/11/2014 VA INT TK250
0000600110 11/11/2014 VA SPACHIN
<

Total Weight 0.0 Discount 0.0 %

Freight 0,00

Description

InSpire Kettlebell 10

InSpire Weight Plate 40

Intek R5-400 Rowing Machine
Mational Wrist Roller
Mational Wrist Roller

Inspire Omega 3 Supplement (100 cap)

InSpire Weight Plate 35
InTek TK500 Stair Climber
Mational Trigger Point Roller
Springfield 88 Foam Roller
InSpire Dumbbell 15

InSpire Dumbbell 40

InSpire Weight Plate 35
Weight Lifting Belt Model 55
Springfield 500 Floor Mat
ACME Medicine Ball

InSpire Dumbkbell 5

InSpire Kettlebell 10

InTek TK250 Cross Trainer
Springfield SP-4 Chin-up Bar

0,00 Current GP

Average GP

|*Euparto

0.0 %
0.0 %

e O b4
Deposts - [ € > I
View Notes Dismiss
User Defined  Attachments il Order
g ~ L L View Journal Entry [T order Ttems Oriy '_@T_{_ Add To Order

Ship Qty Order Oty Unit Price Extended price  Margin % (Average) ~
1.00 1.00 25.00 25.00 45.00
1.00 1.00 54,00 54.00 45.00
3.00 3.00 1,520.00 4,560.00 41.00
3.00 3.00 29.00 £7.00 25.00
1.00 1.00 29.00 29.00 25.00
1.00 1.00 44,88 44,88 45.01
3.00 3.00 43,00 144.00 45.00
100 100 140000 1,400.00 21.00
3.00 3.00 9.50 28.50 2495
1.00 1.00 9.00 9.00 40.00
200 200 34.00 68.00 45.00
200 200 94,00 188.00 45.00
400 4.00 48.00 182.00 45.00
400 400 88.00 352.00 25.00
2,00 2.00 25.00 50.00 40.00
1.00 1.00 55.00 55.00 33.00
3.00 3.00 10.00 30.00 45,00
3.00 3.00 25.00 75.00 45.00
1.00 1.00 2,500.00 2,500.00 41.00
1.00 1.00 150. 150.00 40,00 v

»
0.00 Subtotal 0.00 All amounts shown in Canadian dollars,
0.00 G.5T 0.00
BCRS.T. 0.00 0.00

Created by 55 on 9/17/2015 7:02:51 AM Modified by 55 on 3/31/2016 11:53:03 AM

This tab shows what the customer has bought in the past and what price they paid for it. The user can set a

filter and then choose to use it as their default view to only see, as an example, a certain date range.

There is also a button that stays pressed until you change it so that you would only see items that are not

the order you are currently on.

The user can also multi-select items from this history view and click the ‘Add to Order’ button and they will

be added to this order.

* F7 is a shortcut / Hotkey to get to this history screen from the main order.
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& Stanc

FIH E: % & 2% viewcompaat

|| mmg ship wmg Reprocess @ Invoice (=) Next Fhase E Totals By Ordered Qty Il Requisiton " Deposits || [€ € > ]
| There are notes for this customer View Motes Dismiss:
Main Bill To Ship To Info Phase Communications Sales Orders Sales History User Defined Attachments Fill Order
Quarentine
Released
Approved By |Mary Smith -
# User Defined Page - Quarentine 7 X
Label |Quarenme |
Released I MNew |
AppBy
Edit
Delete
Move Up
Mowve Down
Ok
Cancel
Add Page Edit Page Remove Pags Move Left Move Right
Total Weight 0.0 Discount 0.0 % 0.00 Current GP 0.0 % 0.00 Subtotal 0.00 All ameunts shown in Canadian dollars.
Freight 0.00 Average GP 0.0 % 0.00 G.5.T 0.00

T

0.00

Created by 55 on 9/17/2015 7:02:51 AM Modified by 55 on 3/31/2016 11:53:03 AM

BCRS5.T. 0.00

User Defined fields allows you to add any number of extra fields to a sales order that pertain to your sales

orders for your business. To be able to edit the design of the UDF (User Defined Fields) the user needs to

have the correct security access. For a full description on UDF see User Defined Section
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Attachments

& Standing - DOD0B00032 Jackson Fitness Center . m] X
Fl Fx é‘ #7¢ View Compact

mm Ship Mg Reprocess ﬂ[mmlc: @Nc:tPhase 3, Totals By Ordered Qty (Ll Requisition 733 Deposits K < > )l

There are notes for this customer ViewNotes | Dismiss

Main  BilTo ShipTo Info Phase  Communications  Sales Orders Sales History  User Defined  Attachments Fill Order

+ X

Subject Document Type  Document Path User Added Date Added

€ >
Total Weight 0.0 Discount 0.0 % 0,00 Current GP 0.0 % 0.00 Subtotal 0.00 All amounts shown in Canadian dollars,
Freight 0,00 Average GP 0.0 % 0.00 C5.T 0.00 0 00
BCRS.T. 0.00 *

Created by S5 on 9/17/2015 7:02:51 AM Modified by SS on 3/31/2016 11:53:03AM -

This allows the user to attach any kind or number of documents to a sales order. If you have the viewer/
editor for that type of document it will open by double clicking the document link.
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Fill Order

& Standing - DOD0B00032 Jackson Fitness Center . m] X
H R X & e vencomnc

“&b =, Reprocess ﬂmm @nmphase 3., TotalsBy Ordered Qty 1l Requisiton "% Deposits K < > )

There are notes for this customer Viewhotes | Dismiss

Main  BillTo ShipTo  Info Phase  Communications  SakesOrders  SalesHistory  UserDefined  Attachments  Fill Order

L =T

Avaiable | | on Hand | Committed | Sackorder On Order | Expected | |
Total Weight 0.0 Discount 0.0 % 0,00 CurrentGP 44,88 % 67.77 Subtotal 151.00 All amounts shown in Canadian doliars.,
Freight 0.00 Average GP 44.91 % 67.81 GS.T 7.55
BCPS.T 10.57 169' 12

Created by 55 on 9/17/2015 7:02:51 AM Modified by S5 on 3/31/2016 3:02:10PM

This screen allows the user to scan in the items as they are being shipped. Start by clicking on “Zero Qty” to
start from zero shipped. It will not allow a scan on an item that is not on the order, and will not allow the user
to over-ship an item on an order. It will sound an alert by beeping in both cases. The user can enter the
quantity before scanning the item. The ship quantities will all go black when the order is fully shipped.
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Standing Order

Video Instruction — How to create standing orders with an invoice repeat cycle.

* Important

After invoicing a standing order Spire does not ship the item for next time so that it doesn’t commit items too
early. Here is how it is handled.

Create a custom filter call ‘Standing’ (or whatever) that just shows the standing orders. Make sure one of the
columns exposed is the Back Order column.

» Highlight all orders being invoiced and click the ‘Fill Back order” button on the topo of the list. Do this
even if the B/O column does not have a check

+ If there are not back orders as shown by the B/O column, fix them by first receiving product, or go into
the order and force ship them. (if allowed)

» Highlight all orders to be invoiced and click ‘Invoice’ on the top of the list.

» After invoicing all physical item will now not be committed again.

See this video for clarification — I


https://www.youtube.com/embed/AXFiuvOUmyY?rel=0
https://www.youtube.com/embed/AXFiuvOUmyY?rel=0
https://www.youtube.com/embed/ZyrbgSRI28E?rel=0
https://www.youtube.com/embed/ZyrbgSRI28E?rel=0

Sales Order Details

+ Insert Delete Cormnent Serial Nurmbers *H Add JobHeader EJUDF JPE Scanltems (7 Fil (7, Prices

Part No Description Order Qty ShipQty BfOQty RetalPrice Disc UnitPrice Levy Extlevy Margn (Curr) CurrentCost Awverage Cost UM Conversion Factor G.5.T. b
[va ]cCHALK Gym Chak 1 0 1 26,00 0.0 26.00 0.00 50.00 13.00 13.00 EA 1EA per EA

VA ]INSWPL10 InSpire Weight Plate 10 1 0 1 18.00 | 0.0 18.00 0.00 44.00 10.07976 10.03981 EA 1EA perEA

[vA ]INTTK200 IriTek TK200 Cross Trainer 1 0 1 1,500.00 0.0 1,500.00 0.00 41.00 885.00 885.00 EA 1EA per EA

[va ]INSDBSO InSpire Dumbbell 50 1 0 1 118,00 | 0.0 118.00 0.00 45,00 64.90 64.90 EA 1EA per EA

[va ] INSKES InSpire Kettlebell 5 1 0 1 15.00 0.0 15.00 0.00 45.00 8.25 8.25 EA 1EA perEA ]

Insert — Inserts a blank line above the highlighted line so the user can keep items grouped.

Delete — Deletes the highlighted line

Comment — Brings up a comment dialog. The user can either enter miscellaneous comments or select from
previously created comments. When looking up the comments the user can add template ones to the list for
use later.

Serial Numbers — When an item with a serial number or lot number is added to an order this button will
highlight so the user can select a serial or lot number. If the item is setup to automatically select the serial/
lot number based on oldest it will populate the order with the serial number after selecting the item. The user
can still click the serial number button and change to another serial/lot number if required.

Add Job Header — Add a Job Header is like a comment but it adds a grouping to the order based on it. The
job header shows on the order bolded and by default prints bolded. They can also be sub-totaled on sales
order reports including invoices.

UDF — Allows the user to add data to the user defined fields. Each line of the sales order can have its own
data. The structure is also edited on the dialog, but only those with the right security permissions can edit
the structure.

Scan Items — Clicking this button brings up a quick POS like dialog to add items to the order. The user can
scan an item and it will be added to the order with quantity 1 and the dialog will remain open. Scanning
another of the same item will increase the quantity. The user can also directly scan a serial or lot number
and it will add the item with that number to the order.

Fill — Clicking this fills back orders for a product that is now in stock. It can be for the highlighted line(s) or
the complete order.



Prices — This is used refresh selected or all prices to the updated price for this customer. There is also the
option to store either the selected or all prices on the order to the customers price file (price matrix). When
you choose to store the price it will also ask if you want the prices that were not changed on the order to be
included in the customers price file. Additionally it will ask if you want to make this customers price apply to
all of the warehouses or just the one currently on the order. Lastly there is an option to only save the
price(s) to the ship-to that is on this order.
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Adding It t Ord
& & 0000300032 Jackson Fitness Center O
=1 [ = @
H F! % & s vewcompee
mp Shp g Reprocess  [i] Inwaice (D) Mextphase | F TotalsByOrdered Qty g Requisiton " Deposits |1 [€ € P I
There are notes for this customer View Notes Dismiss
1
Man Bl To Ship To Info Phaze Communications Sales Orders Sales History User Defined Attachments Fill Order
Customer Order Details
Customer No [Jack225 Q| [ Jackson Fitness Center | AR Balance | 9,063.71 | Credit Limit | 30,000.00| | Processed Standing =
PO No [ | Refrio | | other orders 2,180.10] Available  ([MMSIGSNE ~ CrderMo 0000800032
Notes [ Salesperson | JOHN Q| [0k Ather | Teritory | Q| Orderdate [4/172015 Q)
Required Date |4 /17/2015 Q)
Shipping
S i - - — IR E—
% Inventory - [m] % 11 Q
Contact = T -
B Oue Gromi - prensm | O [Frmbins  temdh s X & R
e feor Q]
of the following criteria ars true
] Warehouse - of = |VA-Inspire Systems ~
+ et x Delete |53 + X El is one Health
x -
Part No Description version Factor G.5.T. ﬂ
VA ] CHALK Gym Chak Warehouse Patrl..rrber Description Serialized Vendor Status N 1EA per EA ]
A e e [T O B [ B T S T S 6o
[va ] INTTK200 Tk TH2MN WA INSWP15 InSpire Weight .. Mormal Mon-Senalized  INSPIRE Active 1EA per EA []
[va ] INSDBSD InSpire Dun VA INSWP20 InSpire Weight .. Mormal Mon-Serialized INSPIRE Active 1EA per EA [7]
[Va ] INSKBS InSpire Ket VA INSWP25 InSpire Weight ..  Normal Mon-Serialized INSPIRE Active 1EA per EA 7]
INSWP3D InSpire \Weight ..  Mormal Mon-Senalized  INSPIRE Active
INSWP35 InSpire Weight ..  Normal Mon-Senalized INSPIRE Active
INSWPAD InSpire Weight ..  Normal Mon-5enalized INSPIRE Active
INSWPAS InSpire Weight .. Mormal Mon-Senalized INSPIRE Active
INSWPS InSpire Weight ...  Mormal Men-Senalized  INSPIRE Active
INSWPS0 InSpire Weight ...  Normal Mon-Senalized INSPIRE Active
INTR5400 Intek RS-400 Ro...  Mormal Mon-5enalized INTEK Active L
INT TK200 InTek TK200Cr..  Normal Mon-Senalized  INTEK Active Expected |8/26/2014
INTTK250 InTek TK250Cr...  Normal Men-Senalized  INTEK Active L )
INT TK500 InTek TK500 Sta...  Mormal NDn-SEr'!ulizztl INTEK. hct'!ve ol nts i Canadian dollars.
IRITTREAN Tebals FYT EAR AE Blacmaal Maw.Carkalicad IWITE o
>
BCRS.T. 0.00 0 . 00

AR

Created by 55 on 8/17/2015 7:02:51 AM Modified by 55 on 3/31/2015 3:02:11 PM
-

To add an item to a sales order you can type in a part number and it will auto-complete and show the 10

closest matches. Alternatively you can type in a portion of text and hit the lookup or F9 key and it will search

all inventory items for that text. It looks at code, description, notes, product codes, vendors and much more

and shows a shortlist of the items containing that text.

Notice that the inventory lookup dialog is also an inventory edit. The user can add/edit/delete items on the

fly if they have the security permissions to do so. This means that by editing the item on lookup they can

see everything about that item, including who has it on another sales order or what purchase orders the item

is coming in on and when.

They can also set a filter for what inventory they want to see.
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Once selected the item is added to the order. If the item has no stock and there is an ‘alternate’ part number
assigned to it in inventory then the user will see this screen.

G Alternate Part Available bl

'.g_. . Insufficient quantity on hand; use alternate item: {}with [VA ] PRETRM323

available or backorder selected item?

Backorder se Alternate

They can either back order the original item, or accept the alternate.

Video Instruction — Inventory Searches in a sales order


https://www.youtube.com/embed/qeJYVpTxXeM?rel=0
https://www.youtube.com/embed/qeJYVpTxXeM?rel=0
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Sales Iltem Status

o et € Delete | Comment ¥ Serieliumbers o AddJobHeader EJUDF P Scantems 7Rl (7 Prices
Part No Description Order Qty ShipQty B/OQty Retai Price Disc UnitPrice Levy Extlewy Margin (Curr) CurrentCost Average Cost UM Conversion Factor G.5.1 W

26.00 0,00 50.00 13.00 13.00 1EA per EA [
NSWP 1

1 ]
0 1 1 44.00 10.07976 10.03%81
hOD 1 ]

1 1

| 1

Available 46.000 On Hand 99.000 Committed 53.000 [Backorder 5.000 On Order | 12.000 Expected |8/26/2014

Total Weight 0.0 Discount 0.0 % 0.00 Current GP 21 % wn Subtotal 121.00 Al amounts shown in Canadian dollars.
Freight 0.00 Average GP  31.25 % 37.81 G.ST 6.05 1 3 5 52
BCPS.T. 8.47 .

Greated by 55 on 5/17/2015 7:02:51 AM Modifled by S5 on /312016 3:02: 11.PM
The image above shows that when an item on the order is highlighted, it shows the status of it in inventory.
Available — This is the onhand quantity minus the committed quantity.

On Hand - This is the amount that is in stock and includes inventory that has been committed.

Committed — Is the quantity that is in on sales orders, production orders and inventory adjustments/transfer
that are in transit

Back Order — Quantity that is is back ordered on a sales order
On Order — The quantity that is on an issued purchase order and not yet received.

Expected — The due date of the last PO created for this item
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Sales Line Details

o et 3 oeere commert. W sosivanies Tg AMkbtestes COuF Plsontes R 7 Pes

Cescription ey Qty  Ship Gty Ef0Qty Fetad Prioe D LnitProe CumentCost Average Cost UM Conwersenfacir GST  BCRST Vendor  Levy  EstPrice  Extlewy Morgn (Cun] Maegn (dvg)  Empioyes Employes heme  Frice Reason
u s

1 e mul o g g um s
[ W20 20 1400 AN M1 EA e = =] DEPIRE woo o ) [Ty
1 LE0S0 80 LXNGO mzo LT e e LETCY a0 L0
0 1830 &0 31800 430 #4350 EA Ty = DeplRE 1B30 B 500 500
[ 1580 an 1508 Bl FEEEN HEV Y = R = DEPIRE 1500 A 00 a5

R JLHALE Ry
[va | ISP InSpre Weaght Plate 20

Dk | DSBS ke erdebel §

Coitiof Goods (L Rivirus L Raferirce i Weght  Extwaght  LWC0sd  TwgitTroe
41300 2134577 F) o

1
] 1 LM | WERHT Tim0e T8 3600 5 =
] o AUIE EUF um3 et ] 41300 [ ]
o L AL | WEKHT 1 1160 43600 1] [
o 13 AU WERHT N i 43800 & &

-

The order of these fields will vary based on the way the user has set them. Some of the fields will not show
up for users that do not have the security permissions to see them.

Part No — The item selected from inventory or a miscellaneous code.

Description — This is the description pulled from inventory. If the item is miscellaneous then the user can
type their own description. If the user has the security setting Sales Orders/Edit Description turned on, they
can also edit the default description of an inventory item once it is on the order.

Order Qty — The quantity the customer orders

Ship Qty — The amount you are able to ship. The user can always reduce this amount and the remainder
will get back ordered. However unless the company setting Inventory/Prohibit overshipping is unchecked the
ship amount cannot be increased more that the inventory available amount.

B/O Qty — The amount that we are not able to ship because of shortages.

Retail Price — The price of the item based on the customers price. This includes price level and price
matrix.

Disc — This is the discount percentage off the retail price above

Unit Price — The discounted price

Current Cost — The cost of the item the last time it was received
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Average Cost — The average cost of all of the quantities of this item that we have in stock. This average
cost gets updated ever time more of it is received.

U/M — The selling unit of measure. The default unit of measure gets selected when the item is added to the
order but if there are other available selling units of measure for this item the user can select one from the
dropdown available. The item will then get re-priced based on its price set for that UOM in inventory.
Conversion Factor — The unit of measure conversion used if it has one

Tax1 — This tax flag gets set from the customer default but can be overridden

Tax2 — This tax flag gets set from the customer default but can be overridden

Vendor — The vendor that this item is purchased from by default, but can be edited to another vendor. This
vendor will be used if the user creates a requisition / PO from within the sales order.

Levy — These are setup in inventory so that a levy (aka environmental fee) can be charged when it is sold.

Ext Levy — The extended levy is calculated based on quantity shipped on this order line.

Ext Price -The extended discounted price for this line item

Margin (Curr) — The margin percentage made on this line based on the last price paid for this item

Margin (Avg) — The margin percentage made on this line based on the average price paid for this item

Employee — An employee can be added to each line if it is required for commission or tracking purposes

Employee Name — The employee name for this line

Price Reason — If the special price setup for this item in price matrix has a reason attached to it, it will be
displayed in the field. Many companies use this field for customer specific part numbers. The reason code
can be set with a colour so that it is prominent on the order.

Created By — The initials of the user that added this line to the order

Modified By — The initials of the user that last modified this line on the order

Location — The warehouse location/bin that this item is set to in inventory



Pack Size — The usual case size of this item

Memo — The user can enter many lines of text in this field that will be attached to this line of the order. By
default this memo is not printed on any reports/forms

Inv. Committed — This is the committed quantity of this line of the order based on the multiplier on the unit
of measure. If the UOM CASE has 12 of the stocking UOM and we are selling 10 of them the Inventory
Committed field will have 12

Required Date — The date the customer requires this line of the order. It defaults to the ‘Required Date’ in
the header of the order. If the date on the header is edited the user will be asked if they want to update all of
the detail lines as well.

Product Code — The product code of the inventory item on this order line

Inventory GL — The default inventory GL account for this inventory item. (see warning below)

Cost of Goods GL — The default cost of goods GL account for this inventory item (see warning below)

Revenue GL — The default revenue GL account for this inventory item (see warning below)

o=

If the user has the security setting General Ledger/Edit Journal Entry While Posting active,
then they can lookup or type in a different GL account. Use caution when doing this
because you are manipulating the default posting setup and if done without the correct
knowledge it can produce undesirable GL results.

Reference No — Text can be entered here so the user can track line info. For instance if an item’s warranty
needs to be tracked back to the supplier, the suppliers invoice number can go here. By default this field
does not print on any reports or forms.

Weight — The weight of an item multiplied or divided by its unit of measure conversion factor. Note that the
weight field will be red if there is no weight for this item. The total weight on the footer of the order will be
red as well if there is any item in the order that is missing its weight. The user can edit this weight field but it
does not update the weight in inventory so it is important to update it as well.

Ext Weight — The extended weight based on the shipped quantity of this item

UPC Code — The UPC code that was scanned or typed for this line of the order. Each item can have many
UPC codes and each unit of measure can also have its own UPC.



Target Type — When a purchase order is created through requisitions for this sales order it fills this field
with “Purchase Order”. If the item was sent to Production then it is “Production Order”.

Target No — The Purchase Order number or Production Order number that this line of the order got sent to.
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Sales Order Footer

VA ] CHALK Gym Chak 1 0 1 26.00| 0.0 26.00 13.00 13.00 | EA 1 EA per EA | ROGCAN o
VA ]INSWP10 InSpire Weight Plate 10 1 1 0 18.00| 0.0 18.00 10.07975 10.03981 EA 1EA per EA [ INSPIRE 1y
Available -3.000 on Hand | -3.000 Committed 0,000 Backorder | 2,000 On Order 0.000 Expected
Total Weight fos.0) Discount 0.0 % 0.00 Current GP 51.33 % 87.77 Subtotal 171.00 Al amounts shown in Canadian dollars.
Freight 25.00 Fuel Surcharge 20.00 Average GP 51.35 % 87.81 G.5.T 9.80 2 19 52
BCPS.T. 13.72 =

Created by 55 on 4/1/2016 11:07:54 AM Modified by 55 on 4/1/2016 12:45:44PM

By default these amounts are based on the shipped quantity except in the case of a quote and a booking
order, which are based on the order quantity.

T Sales Order - DOD0BO0036 Jackson Fitness Center - ) x

HE X & { --
T = @
¢4y Open Customer ":1- View Compact |© S Process Reprocess Invvoice Hew se I i Totals By Ordered Qty [ {ilp Reauisiton " Deposits |( ( ) )l

However if the user clicks the button on the header of the sales order called “Totals By Ordered Qty” the
totals will be based on order quantity of all sales order types.

* *This button will stay depressed until the user un-selects it, even if they close Spire
completely, so if the total is not as you expect check this setting.

Total Weight — The total weight of all items on the sales order. If this number is red then that means that
not all items on the order have a weight. The user can override this just before shipping if it is known to be
incorrect.

Freight — This is the freight for this order and it is calculated based on the shipping charges setup in
company settings default unless a shipping method has been setup with freight amounts under edit/Ship
Via. This freight is editable by the user if they want to change it before invoicing.

Discount — This discount comes from the customer default discount but is editable by the user. This total
order discount is applied after line by line discounts so be sure that is the result that you want.
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Surcharge — The surcharge is calculated based on the percentage put onto the inventory product code (aka
category). It can be overridden by the user but once it is it will never re-calculate for this order.

| Product Code - — O >
4
HF ®

Product code |LABOR |

Description | Labaor |

Marain | o |
Surcharge | 5
Dept E Q|

The main setup for the surcharges is done in company settings under sales orders/Surcharges. You have to
set:

+ Tax Code 1 — Select id tax 1 is charged on the surcharge

+ Tax Code2 — Select if tax 2 is charged on the surcharge

* Min — Set the minimum amount for each order’s surcharge

+ Max — Set the maximum amount to charge for each order’s surcharge

* GL Account — The GL income account to post the surcharge to

* Alias — What you want to call the surcharge. ie: ‘Fuel Surcharge’ or ‘Shop Charge’

Orders Process Invoicing Surcharges Messages Misc
Surcharges

Tax code 1 applies to surcharge
Tax code 2 applies to surcharge

Min | 10,00 |
Max | 50.00 |
GL account | 51900/ Q|
alizs |Fuel Surcharge |

Current GP — The gross profit amount and percentage for this sales order based on current cost.
Average GP — The gross profit amount and percentage for this sales order based on average cost.

Sub Total — The sub total of the order before taxes and freight
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Tax1 — Total tax 1 for the order

Tax2 — Total tax 2 for the order

Total — Grand total of the order.



Processing Sales Orders

H Sales Order - DDOOB00036 Jackson Fitness Center - ] X
O = 13
1y Open Customer -i:d- View Compact |~ W Process Reprocess i Invoice ext Phase E Totals By Ordered Qty [l Requision "] Deposits '( £ > )I

There are notes for this customer View MNotes Dismiss

Main Bill To ShipTe  Info Phase Communications Sales Orders Sales History User Defined Attachments Fil Order

P b Direder Nistaile

Save — Saves the order but leaves it open. This is useful if you are creating a sales order and the customer
wants the order number. Even though the order number is displayed, it is not permanent until saving
because another user on the network may save before you.

Save Close — This saves and closes the order.

Delete — Deletes the order and saves the details that were on it into a deleted archive for audit purposes.
You must enter a reason you deleted this order.

Print — Brings up the print dialog with all reports that have a template of ‘Sales Order’ in the Crystal Report
‘Summary Info’. These reports can be printed, emailed or both. If emailed, the user will be presented with all
of the email addresses available on that sales order including the main one, the 3 bill-to contacts and the 3
ship-to contacts. If the email addresses were not on the customer before the order was created they will not
be available unless when the user added the email addresses to the customer, they clicked the “Update
Orders’ button on the customer edit dialog. The user can also manually type in an email address.

Open Customer — This opens the customer edit for the customer that is one the order. This allows you to
see all information about this customer including their special pricing, sales history and accounts receivable
info.

View Compact — Once you have entered your header information this button collapses the a lot of the
header information to give you a lot more body room. This is especially helpful if you have a lower resolution
monitor. The button is remembered even if you exit Spire so if you find info missing it is probably because
this button is pressed.

Process — The ‘Process’ button only appears if the process feature is turned on in company settings. The
process button puts the order into a processed status and brings up the report dialog with all reports that
have the word ‘Process’ in the Crystal Report ‘Summary Info’. Usually the pick slips are printed here.



These reports can be printed, emailed or both. If emailed, the user will be presented with all of the email
addresses available on that sales order including the main one, the 3 bill-to contacts and the 3 ship-to
contacts. If the email addresses were not on the customer before the order was created they will not be
available unless when the user added the email addresses to the customer, they clicked the “Update
Orders’ button on the customer edit dialog. The user can also manually type in an email address.

Ship — The ‘Ship’ button only appears if the ship feature is turned on in company settings. The ship button
replaces the Process button once an order is processed and puts the order into a shipped status and brings
up the report dialog with all reports that have the words ‘Ship Order’ in the Crystal Report ‘Summary Info’.
Usually the packing slip is printed here.

These reports can be printed, emailed or both. If emailed, the user will be presented with all of the email
addresses available on that sales order including the main one, the 3 bill-to contacts and the 3 ship-to
contacts. If the email addresses were not on the customer before the order was created they will not be
available unless when the user added the email addresses to the customer, they clicked the “Update
Orders’ button on the customer edit dialog. The user can also manually type in an email address.

*Reprocess*- If the user has the security setting then they can process an order again. Caution should be
taken to make sure that the picking report that was previously printed is replaced and not duplicated to
prevent an order from being picked twice.

Invoice — This button assigns the invoice number to the order, unless the override invoice setting is turned
on. The payment method dialog will be presented unless the user setting “Sales Orders/Default to “On
Account” is turned on.
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& Sales Orde 36 Jackson Fitness Cente O " |
H
g -
HEX& ® |
1]
Open Customer  #3# View Compact Process M Reprocess Invoke | () Next Phase Totals By Ordered B siton " oeposits - [ € > I {
& us X - 8 Reproces: extPhass |1 3 TotalsBy Qty  Jlp Requisi i3 Deposits
4
There are notes for ths customer View Notes Desmiss £
[
T Payment Methods 7 x t
Man BlTo ShpTo Info  Fhase £
f
i BiTe  [1ack225 | [3ackson Fitness Center | Order Detsis i
Customer No |ch'(2;‘j q " Order No | DOODBOOO36 AR Balance 9,063.71 | Cred'tLimit_ 30,000 Open Sales Order - :
20 Mo | Refng | ImvokeNo Other Orders 613.22 Available 20,323.07| | Order No 0000200036 ] t
i [ Payment Method Amount Auth Code Order Date ;
Required Date |4/1/2016  Q £
Shipping t
Invaoice No
ShipTo | £
Invoice Date | [ / Q H
Contact Repeat MNone - :
Mame ¢ [ :
| Subtotal 151]  GsT 7.55 g Q :
o scast == [Ens | !
f
0| Grand Total 165.12)  palance
| : | D 169.12| |GST BCRS.T Vendor  Levy ExtP f
Invoice Cancel @ @ m 1w t
L L4 ]
Available -3.000 On Hand -3.000 Committed Backorder 2.000 On Order 0.000 Expected H
Total Weight 5.0 Dscount 0.0 % 0.00 CumentGP 4488 % 67.77 Subtotal 151.00 All amounts shown in Canadian dollars. :
Freight 0.00 Fuel Surcharge 0,00 Average GP 4491 % 67.81 GST. 7.55 169 12 1
BCRS.T. 10.57 - H
]
£

Ivaice and Pfy this Order Created I:m- 55 on 4/1/2016 11:07:54 AM Modified I;ur 55 on 4/1/2016 12:45:44 PM
This payment screen gives you the financial detail of the sames order including the customers credit
situation. If the customer does not have enough credit limit available then the user will be prompted for an
override. If they have the security they can just click OK, otherwise someone else with the security can
come and put in their user name and password.

The credit limit can also be increased if the user has the security permissions to do so by clicking the credit
limit button.

Select the payment method and click invoice. If there is insufficient credit then ‘On account’ cannot be
selected.

A shortcut to selected a payment method is to type the first character of the payment method. ie: V' for
Visa.

If cash is selected the user can enter the amount tendered and if it is more that the amount owing the
change will be displayed.

Once the payment method is selected all invoice formats with the word ‘Invoice’ in the in the Crystal Report
‘Summary Info’.
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These reports can be printed, emailed or both. If emailed, the user will be presented with all of the email
addresses available on that sales order including the main one, the 3 bill-to contacts and the 3 ship-to
contacts. If the email addresses were not on the customer before the order was created they will not be
available unless when the user added the email addresses to the customer, they clicked the “Update
Orders’ button on the customer edit dialog. The user can also manually type in an email address.

Next Phase — This button moves the sales order into the next phase in its sequence.

Total by Ordered Qty — Changes the footer totals to be calculated by the order quantity instead if the
shipped quantity. This is very useful for seeing what the complete order is worth when there are back orders
on it. This button stays depressed until the user clicks it again even if they exit the program.

Requisition — This brings up the requisition screen populated with all of the orders shortages but includes
items that do not need ordering with a zero quantity. The user can override the zero quantity with the order
quantity in case they want to drop ship the complete order from the supplier to the customer.

The requisition will have the vendor on the items that need ordering because it is passed from the sales
order detail line. The user can however still change the vendor on this requisition screen. The quantities and
prices can also be edited before processing.

If the process button is clicked the list of products on this screen will get put onto a PO for each vendor. It
will depend on the user setting “Purchase Orders/Add to existing Open Orders” as to whether a new
Purchase Order will be created or the items will get added to an existing open (un-issued) PO.

If the save button is clicked instead of process, the requisition for this sales order will be saved in the
requisition module for later ordering from the supplier.

When the PO is processed it will enter the PO number onto the sales order detail line for later reference. It
will also enter the customer and sales order number onto the purchase order detail line. Therefore if the
customer calls later to find out whre the product is for a particular order it will be easy to find the PO it was
placed onto.

This is very useful to the person receiving the product so that they know who it is for, and so they don’t
accidentally shelve the product.

Deposits
Navigation
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! CAUTION - do not enter an email address manually when you are sending a group of sales
orders. This will cause all of the orders to be sent to that one address instead of merging
them to each customer.
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Sales Orders — Included Reports

* Work Order

+ Sales Order List

+ Sales Order Details List

+ Sales Order

*+ RMA Order

* Quote

+ Pick Ticket

» Order Confirmation

+ Backorder Details by Customer
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Spire’s Price Matrix allows the user to set pricing for customers and groups of customers in many different

ways.

Add/Edit Price

m Price Matric - 10

H kB

Inventory Criteria

Whse |va

Q| |Inspire Health Systems |

Part No | 5P500FM

Q| |Sprir1gﬁeld 500 Floor Mat|

nit of Measure | (EA)

Product Code

Date Range

-

Q|

StartDate | / /

Q| End Date | / /

Pricing

Q)

Default Price |

25.00 | Average Cost

Vendor |

Q| Contract Cost

Pricing Method Price

+ X

* | Price Reason

Customer Criteria

Customer |DUPO192

Q| |DupontPhutographers |

shipTo | Q|
Territory | Q|
| Type | Q
Other Criteria
[] High Priority
15,000 | Current Cost 15.000
0,000
Q|

Min Qty Price  Price per EA  Margin

0.00 25.00 2300 40,00
4.00 22.00 22.00 31.82
6.00 20.00 20.00 25.00

Save — Saves the price.

Created by 55 on 4/15/2016 7:41:21 AM Modified by 55 on 4/15/2016 7:41:21 AM

Save & Close — Saves and closes the price.
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Copy — Copies a price record.

Whse — Warehouse for the price. If this is left blank then the price applies to all warehouses.

Part No — The item getting the price.

Unit of Measure — The UOM of the item getting the price.

Product Code — Used if applying the price to a product code. Can only be used if Part No is blank.

Customer — The customer getting the price.

Ship To — Use this if the price is restricted to only one of the customer’s Ship To’s.

Territory — Use this if the price applies to a complete territory.

Type — Select a ‘Type’ from the lookup list if the price is for a group of customers. Each customer would
then get assigned to that group in customer edit/General/Type.

Date Range — The starting and ending dates for this price. Many ranges can be added as long as they do
not overlap. If a sales order is created for a past date, and a price matrix record exists for that date the
order will be given this price.

High Priority — Makes this price the highest priority. It overrides all other methods that a could be assigned
even if there is a lower possible price for this customer for this item. (See Price Matrix Scoring Below)

Default Price — The price the customer would get if they did not get this special price. It comes from the
level that the customer is set for and this is the price that price matrix discounts would be based on.

Vendor — If there is a GL account in Company Settings/General Ledger/Differential GL Account then a
vendor can be added and a contract cost added below.

Price Method — The method for this price. The choices are:

* Price — A set price for this item.

» Discount — A discount off of ‘Default Price’ as described above.

* Margin — If selected the sell price will be based on this formula. InventoryCurrentCost /
(100-Margin%/100)

Average Cost — The average cost from inventory.



Contract Cost — The cost that will be applied when selling to this customer. If this cost is different than the
average cost, the difference will be posted to the GL account set in Company Settings/General Ledger/
Differential GL Account. This is usually a vendor rebate account. This way when selling an item that has a
contract cost the inventory GL account is still credited by the average cost.

Price Reason — The reason this price is being offered. It could be a contract number of something like
‘FLYER’. This reason will appear on the sales order detail line.

Current Cost — The current cost from Inventory.

Add — Add a price, discount or margin.

Delete — Deletes a price.

* Min Qty — Adds a quantity if the price has a minimum quantity.

* Price — The Price, Discount or Margin amount.

* Price per X — If an item and warehouse has been selected then a unit of measure can also be
selected for this price.

* Margin — The margin that this item will obtain based on this price. Only shows is item and warehouse
are selected.
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Price Matrix List

W Price Matrin {a [
Q Y e <[ (et e 7 BB & & rrmroos
10 Wichouse Partnumber  Description UM Product Code Cusstomer M. Custzmer Mame ShipTe  Temitory Misc Misrnum Oty Amount Tyt Amount Sta Date  EnciDate Reason Code Margin Curent Cost Avessge Cost Contract Cost Vendor Mo,
2 o Supp ALLZIE Ay Printing 000 Price 1.00 080
3 v INSDE4D InSpire Dumbbal &) 2] MOKZ25 Jockzom Feness Canter TORONT O 000 Price MBS Tann 5170 510 020
4 ELUBERR: GONERNMENT 000 Margin ooy s17ens w2s207s [ 0.00
5 WEIGHT on 00 Dncount WLDD TR0 443042016 WENGHT 0o
Y MS-RSID  Moet Sysberrs AS-1000 Treadmill EA BELLIED Bell Wit Crectit Unien 000 Price 2,250.00 E=T T R 153000 it}
T A sPa8 Springhieid &b Toner A BELL3E3 Bell Wist Credit Union 000 Price 4500 4000 21m 2r00 000
5 A INSWRS0 Inspire: Weight Plate 50 A BELL3E Bell West Credit Union 000 Price .00 45100 .30 3630 000
) VA INSKBES InSpire: Kettlekell 25 ) DuPo182 Dupont Photographers 000 Price 3500 4300 3025 3025 080
W VA SPIOIFI Springfickd 53 Floor Mat 123 DUPoial Dupeort Photagraphers 32 Price 2500 4000 500 500 00
i va WRLEQBELHAR Waloom Belt hamess 12 DUPGia2 Duport Photographers 080 Price 2500 s 1750 750 280
12 VA HATFIBA Hatignal Pushup Bars 123 DUPG1a2 Dupott Photegraphens 220 Price 4500 500 .75 375 280
1B VA ME-RSR00 Moet Syvberrs R5-300 Tresckmil  £A DUPDIE]  Duport Phoiographen 000 Price 157500 EET T T 107100 000
oA INSWR10 InSpiew Weight Plaie 10 A DUPDTS]  Dupors Phoiagraphers 000 Price 1800 4400 00T 100381 000
1 INSDEDS £ DELASST Delsware Contractor Ass 000 Price sE00 000
18 INSDES) £ DELASSS Delgware Contractors Azsn 000 Price 11800 000
17 INSWP25 ) DELASS3 Delsware Contractors dson 00 Price 3600 080
" INSBLETD0 (7} DEL&S5T Delaware Contractors dson 00 Price =oon 080
" INSWETS: A DELASS3 Delaware Contractors demn 000 Price a0 000
k) INSKB4O BA OPTIED Opima Limeusine Service 000 Price 500 000
2 INSDBS A oPTIED Opfima Limeunine Service 000 Price o 000
z INSWPI0 A oPTIIED Oiptirma Limeusing Service 000 Price 100 it}
F:} INSDETS EA oPTIIeD Optima Limeusine Service 000 Price 3400 000
1 WALEQRITRAN A OPTIIED Optima Limessing Service 000 Price 4500 080
5 INTTE2N Ea CPTIHRD Dptima Limouwsine Serdce 000 Price 150000 -]
] SRS 123 CPTHD Dptima Limgusine Serdce 32 Price 3500 00
) INTTPSN 2] QPTHED 000 Price B 280
n INSWP2D A OPTIED 000 Price £ 000
» SPPG A oPTINED 000 Price 4500 000
n INGKB3S A opTIIED rcising Serice 000 Price T (it}
E1l INSKES £ opTIIeD Optima Limausing Serice 000 Price 1500 000
2 INSKETD L 0PTIIED Optima Limausing Service 000 Price 2900 000
Iowa INSDE15 InSpire Dumbbed 15 B BLDEXY Elden M Knusdson Constr... 00 Price Aa0n 4206 18.66417 1921826 020
Moova INSCW00 Inspire Coconut Water (300mD  £4 ELDESI9 Eiden M Knusdson Constr.., 00 Price 50 4362 140558 139337 080
B VA SPRCHIN Springfiekd 52 Chin-up Bar 2] BELDES9 Elden H Knuadson Constr... 00 Price 12500 000 THOD TR0 000
W VA INGKBD InSpire Kettlebell 20 A BLDEXS Eiden H Knusdon Constr.., 000 Price 4500 4300 2475 2473 000
7 OVA INSKB1S InSgies Kettlsbell 15 A ELDERZY Elden H Knushen Constr... 000 Price 3500 4426 505 14516 0o
B VA INSKETR Insgies Kstleiall 10 A ELDERY Elden H Knuadicn Conslr... 000 Price 500 4500 13.75 1375 (=)
E T INSDETS Inpwe Dumbtel 13 A PENNSSS  Penna Paychologecal Asan 000 Price 3400 208 19ANT 1921824 000
@ va ACMFITIR ACME Jump Rope A PENNSSS  Penna Prpchologecal Assn 000 Price 1500 1200 10,05 103 080
Hova WS InSpire Weight Plate 30 Ea PENNZS Penna Peychological Assn 000 Price BR0N 4500 3630 363 [+l
£ VA INSDB4S inSpire Dumbbed £5 7} PENNGSS Penna Pspchological Assn 0 Price 060 4500 5b30 5b.30 20
4 VA INSBLE1RO InSpwe: 100 Max Blender 12 PENNOZO Penra Prpchologecsl Saan 030 Price =Ho0s 4180 2m%A0Y priRilot) 000
VA INSDBIS InSpwe Dumbbell 35 EA PENNDSO Penna Prychological faan 020 Price 20 4% 45,1420 45.50613 080

This list can be filtered and exported if mass updates need to be done using the Spire import routine. Be
sure to include the record number if the import should replace the prices that are already there. If it is not
included and a price already exists then the user will get a duplicate error on import.

Save Prices from Sales Order

Prices can also be added from a sales order or quote. Once an order is created the user can select the
prices button and choose:

» Store All Price — This will save the edited prices to the customers price matrix file.

» Store Selected prices — This will store all prices from this sales order to the customers price matrix
file.

Once clicked the user will be given these options.

Update Records in the price matrix based on the following criteria:
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& Update Customer Pricing/Tax ? >

|Ipdate records in the price matrix based on the following criteria.

Create records for regular prices
[ ] Apply to all Warehouses
[] Restrict records to shipping address

Ckay Cancel

+ Create Records for regular prices — Even if the price is note edited this will add a record to the
customers price matrix file. They will get regular price for this item. However if the regular price
changes they will still continue to get this stored price unless the user also updates it.

+ Apply to all Warehouses — Apply the price to all warehouses. This way the customer gets the same
price even if they go to another location.

* Restrict records to shipping address — If selected then only the ship to on this sales order gets this
added to their price matrix file. If not selected then the billing and all ship to addresses get this price.
If a ship to is not on the order then it is grayed out.

Once added and saved the user can view or edit them on the list.
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Price Matrix — Included Reports
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Contract Cost

The contract cost option in price matrix allows the cost of an item to be set for a customer or group. The true
margin is shown when the item is sold to the customer and the inventory GL account is credited with the
amount that was paid for for that inventory item.

Using this feature requires some setup.

Contract Cost Differential Account

In Company settings a GL account can be selected to post cost differences when using contract costs for
customers. Entering a differential account activates the feature. The vendor and vendor cost fields only
appear on price matrix records if this differential account has been configured.

Company Settings — O X
H h‘ : Search .:?)
C ~ General Fiscal Periods Segments Groups Subgroups Allocations
ompany
Spedial meaning can be applied to one or more segments in Spire, These settings will effect which accounts
General Ledger transactions are posted to.
Location
Reports The location segment typically denotes a branch of the company which maintains separate balance sheet and
income statement accounts.
Email Location Segment Disabled
Multi-Currency Profit Center

The profit center segment denotes a function of the company for which separate income statement accounts

Special Accounts
P are maintained.

Sequence Numbers Profit Center Segment Disabled
Variables Contract Cost

Differential GL Account | 11290 Q|
Sales Departments

3 a=/BE Kl

Price Matrix

After setting the item and the customer or group, select a vendor and the contract cost the vendor will give
for this customer. Then set the price the customer will pay for this item.
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)
W2

Inventory Criteria Customer Criteria

Whse VA Q |Inspire Health Systems | Customer |1ack225 Q| | 3ackson Fitness Center

Part No \NTTKz200 Q| [irTek TK200 Cross Traine| ~ ShipTo | Q|

Unit of Measure | (EA) - Territory |j|

Product Code Q | | User Type | Q|

Date Range Other Criteria

Start Date I Q End Date I Q [ High Priority

Pricing

Default Price 1,500.00 | Average Cost 885.000 | Current Cost 385.000
| vendor | INTEK Q,| Contract Cost | 7es.000| |

Pricing Method Price | Price Reason |2E]16 CONTRACT Q|

Min Qty Price  Price per EA  Margin

0.00 1,395.00 1,395.00  36.56

Created by 55 on 05/02/2016 9:21:20 AM Modified by 55 on 05/02/2016 9:26:31 AM

Sales

When this item is sold to the customer the cost and the sell price will come from the price matrix record. It

will show the contract cost and the margins based on that cost.
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|
m|
*

T Sales Order - 0000200038 Jackson Fitness Center
H k!

b ») Open Customer -):l- View Compact 93 Process Reprocess E Invoice Mext Phasze

)

ey

E Totals By Ordered Qty '*:EE') Deposits [y Requisition

Main Bill To Ship To Info Phase Communications Sales Orders Sales History User Defined Attachments Fill Order

Customer Order Details

Customer No [1ack22t Q| [ Jackson Fitness Center | AR Balance Credit Limit Open Sales Order M
PO No | | Ref No | | Other Orders Available l:l Order No
MNotes | | Salesperson |JDHN Ql |John Ather | Territory ljl Order Date

Required Date

Shipping

Ship To | Q| [3ackson Fitness Center | ship via [011 Q|| | Fos | |

Contact Repeat MNone -

Mame | Q| Phone | | # | Fax/Cel | | # | Email | | Phase Ijl
= . ) = Rl (" Pri

+ Insert x Delete 55 Comment Serial Numbers E Add Job Header [ UDF r = Scan Items F|||v ® Prlcesv

Part Mo Description Order Qty ShipQty  BfOQty Disc Vendor  Unit Price Current Cost  Average Cost  Margin (Curr)  Margin (Avg) |7

VA ]INTTK200 | IrTek TK200 Cross Trainer 1 1 o oo |mmex [TEEEEG 785.00 785,00 43,73 43,73 A

[va ] INSKBS InSpire Kettlebell 5 2 2 1] 0.0 | INSPIRE 15.00 8.25 8.25 45.00 45.00

[va ]INSKE10 InSpire Kettlebell 10 2 2 1] 0.0  INSPIRE 25,00 13.75 13.75 45.00 45.00

[va ] INSKB15 InSpire Kettlebell 15 3 3 1] 0.0 | INSPIRE 35.00 19,5106 194516 44.26 44.40

Mva 1 TNEKRIN TnGnira KatHahall 20 a a n NN INSDTRE as nn 74 75 74 75 a5 nn 45 nn

GL Posting

Once the invoice is posted, here is the journal entry that will be made. Note that the $100 difference is
posted to the ‘Vendor Rebates Receivable” account set in company settings.
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T GL Transaction - 0D0D0DOGES — O x
Post g Reverse - ":J View Source )- >I =
Entry Motes
Account Mo Account Name Base Debit  Base Credit Source Designation Memo  Type Entity Document Lz
7113070 1 Cost of Goods Sold - Equipment 0.00 Order Entry  Debit I, JACK225 | 00D0ROD352 S5
113030 1 Inventory at Cost - Equipment 0.00 OrderEntry  Debit Inv.  JACK225 000DGOD3SZ S5
41300 [ ] Sales - Equipment 0.00 1,385.00 Order Entry  Credit I, JACK225 | 000D0ROD352 S5
71160 [ 1] Cost of Goods Sold - Weights 32238 0.00 Order Entry  Debit [, JACK225  0000ROD352 S5
11306[ 1 Inventory at Cost - Weights 0.00 322,38 OrderEntry  Debit I, JACK225 | 000D0ROD352 S5
41600 [ ] Sales - Weights 0.00 585.00 OrderEntry  Credit [, JACK225  0000ROD352 S5
7110 1 Cost of Goods Sold - General 0.05 0.00 Order Entry  Debit I, JACK225 | 000D0ROD352 S5
11300 [ ] Inventory at Cost - General 0.00 0.05 Order Entry  Debit [, JACK225  000DDBOD35Z S5
41100[ 1] Sales - General 0.00 0.06 Order Entry  Credit I, JACK225 | 0000GOD352 S5
21400[ 1 GS.T. Collected 0.00 99.00 Order Entry  Credit [, JACK225  D00D0B0O0352 S8
2130010 1 BC Provincial Sales Tax Payable 0.00 138.60 Order Entry  Credit I, JACK225 | 0000GOD352 S5
1M60[ 1 Visa 2,217.66 0.00 Order Entry  Debit [, JACK225  D00D0B0O0352 S8
11290[ 1  Vendor Rebates Receivable 100.00| 0.00 Order Entry  Debit I, JACK225 | 0000GOD352 S5
[]

Instructional Video

Debits  3,425.09
Credits 3,425.09

Balance 0.00


https://www.youtube.com/embed/eaBVZ8L6Yng?rel=0
https://www.youtube.com/embed/eaBVZ8L6Yng?rel=0

Spire Systems Inc Spire User Manual - 2.2

Point of Sale

The Point-of-Sale (POS) module is a quick way to enter sales that can be processed without the use of a
mouse. There are keyboard shortcuts always visible at the top of the screen.

If there is a url set in Company Settings/Sales Orders/Misc/Home Page then it will be displayed on the POS
left pane. The html document (webpage) it points to can be on the local computer network or on the internet.
The example below shows a webpage that is a signup for the companies newsletter. In this view the user
can enter the required information and submit it.

spire — O *
Cloze (F2) Clear a (F3) Customer ‘& (F4) Edit Item % (F5) Invoice/Tender ?_F!. (F&) Order Entry 5% (F7) Edit Comment  * (F2) Inventory Lookup
. Customer
Newsletter Signup —
|CALI?’?5 | |CaI|Forn|a Thread Co | | |
Name: Address | 1312 valtecLn Contact I:I Credit
' — e e
Gerry Aldersaon . 20301 Fax 0 - Available
N Notes | | . | | Other Orders
Email:
galderson@getnet.ww Oty Whse  Part Mo Description Unit Price Ext Price UOM
Phonec 3.00 VA INSDB10 InSpire Dumbbell 10 22.00 66.00 EA
2.00 VA  INSKB5 InSpire Kettlebell 5 15.00 30.00 EA
4165554557 400 VA INSKB10 InSpire Kettlebell 10 25.00 100.00 EA
Company: 200 VA INSKB15 InSpire Kettlebell 15 3500 70.00 EA
3.00 VA INSKB20 InSpire Kettlebell 20 45.00 135.00 EA
500 VA INSKB25 InSpire Kettlebell 25 55.00 275.00 EA
Message: 4.00 VA INSKB30 InSpire Kettlebell 30 65.00 260.00 EA
Wants new fiyer when 1.00 VA INSKB35 InSpire Kettlebell 35 75.00 75.00 EA
they are printed. 1.00 VA INSKB40 InSpire Kettlebell 40 85.00 85.00 EA
“
Discount 0.0 | 0.00 | Subtotal  1,085.00
SN 1,227.52
BCRS.T. 76.72 ’ .

User SPIRE Whse VA Div 000 Date 2016-04-21
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F1-Help — Launches the help manual.

Close — Closes the order and if un-posted order exists, asks “Are You Sure...”

F2-Clear — Clears the items off the order.

F3-Customer — Click to select a customer. When the customer screen comes up, select a customer, and if
you want to use that customer as the default for future POS orders for this user, check “Default POS
Customer”

F4-Edit Items — Highlight a line and click the F4 key or enter to edit the line.

F5-Invoice/Tender — Brings up the payment screen. Choose a payment method by typing the first
character. ie- if selecting Visa enter a ‘V’. The payment can be split over more than one method.

F6-Order Entry — Transfers the POS order to a full sales order. This gives access to everything the user
can do when in a sales order. This includes seeing the customers sales history and therefore pricing. Hitting
F6 in the sales order brings it back to POS. If the order is invoiced in POS the report is usually a small POS
ticket, but if invoiced while in sales orders it prints a full size invoice.

F7-Edit Comment — Adds a comment to the POS order

F9-Inventory Lookup — Lookup for inventory

Video Instruction of POS

Sales Cash out


https://www.youtube.com/embed/T38hzuAS4wE?rel=0
https://www.youtube.com/embed/T38hzuAS4wE?rel=0
https://www.youtube.com/embed/HotjpkNHp9I?rel=0
https://www.youtube.com/embed/HotjpkNHp9I?rel=0

Spire Systems Inc Spire User Manual - 2.2

POS - Included Reports
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Accounts Receivable

Spire User Manual - 2.2

When first going into accounts receivable the aged list will be shown. This list can be sorted and filtered.

H Accounts Receivable

e 7 (5 vy France charges 774 ExportPAD

n
Custormer Mo,

AR

Add — Adds an AR entry.

MName

A1 Party Pleasess

Azan Attorney

Action Techneology Co
Advantage Computers Ine
Beegee Travel Consultants
Beierle & Beierle

Bell West Credit Union

C & G Barbegue Seafood & Ctig
Capital Electrical & Sec Inc
Care Laborataries Inc

Dales Automotive

Dale, William J Jr

Darwille Mursing Home

Data Management Services Inc
Delaware Contractors Assn
Dupont Photographers
Eastran Chemical Company
Elden H Knudson Constrctn Co
E R Patridge Ine

Fairfield Printing

Faidfield Inn By Marrictt

Forest Hist Ctr Mn Hist Scty
Gambina Dells

Harris, Baum E Esq

Hartzheim, Charles ) Esg
Harvest States Cooperative

Hastings Communications
bHakih Ramald £ Eem

| *

Over 30 Over 60 Crwer 80 Over 120
0.00 0.00 0.00 0.00
000 0.00 0.00 0.00
0.00 0.00 0.00 1,864.50
464403 306.23 0.00 0.00
0.00 0.00 268.80 0.00
000 13,7142 0.00 000
0.00 0.00 0.00 1,475.78
000 0.00 0.00 T3.45
0.00 1,230.57 10,786.72 0.00
000 127012 0.00 000
-250.00 0.00 0.00 000
0.00 93.39 0.00 0.00
0.00 0.00 0.00 000
0.00 BT04.02 0.00 0.00
16,020.44 0.00 T48.16 274
0.00 0.00 513184 7.621.85
0.00 0.00 525337 127012
0.00 1,581.34 694,40 29,906.58
0.00 4112093 T.117.60 000
000 0.00 0.00 000
0.00 0.00 0.00 000
B065.12 221028 187232 000
0.00 0.00 2266768 276,85
000 T.356.30 26,497 81 000
186148 1,233.96 0.00 0.00
000 0.00 33733 000
6,232.80 4,996.86 0.00 0.00
non nnn nnn 1714880

O Y s o[
Future Current
50.T 0.00
214022 0.00
E16.00 0.00
2,441.60 0.00
25,842.56 4,656,483
4377013 21,8730
0.00 12091
0,00 000
21,343.84 20,158.07
15,244.32 711957
0,00 5,198.00
141.25 0.00
1,080.28 0.00
0.00 0.00
16,020.44 21,7334
0.00 72,531.88
000 23,005.67
0.00 T1.375.89
0,00 30, 776.12
1,582.00 0.00
2,075.83 000
£,065.12 18,586.55
0.00 1,711.32
0.00 10,963.42
0.00 T34
000 2306443
13,543.89 794362
nnn /T A2

=

Export ey v

Balance Phone
50,71 (413) 738-7933 Ext. 0000
214022 (206) 447-0071 Ext. 0000
2,480,350 (405) 043-1609 Ext. 0000
7,391.86 (450) 645-6485 Ext. 0000
30,867.84 (615) T98-0803 Ext. 0000
79,363.06 (514) B17-0292 Ext. 0000
1,596.69 (416) 966-9836 Ext. 0000
7345 (519) B29-5502 Eat. D000
53,519.20 (602) 257-4111 Ext. 0000
23,634,001 (250) 282-5021 Eat. DOOO
4,848.00 (T78) B35-4075 Ext. 0000
234,54 (320) 587-1605 Ext. 0000
1,080.28 (613) T26-1731 Ext. 0000
BT04.02 (T14) 543-8353 Eat. 0000
57,231.82 (310) 556-9177 Ext. 0000
85,285.57 (T05) 443-6579 Eat. 0000
20,520.16 (516) 466-7437 Ext. 0000
103,558.21 (405) 495-7329 Ext. 0000
79,014,685 (418) T37-0284 Eat. D000
1,582.00 (604) 421-4238 Ext. 0000
2,075.83 (B4T) BBS-8042 Ext. 0000
36,899.39 (416) T98-4132 Ext. 0000
24 B55.85 (519 504-6441 Eat. 0000
44, B17.53 (T17) 531-8044 Ext. 0000
3,827,564 (Ta0) 832-8732 Eat. 0000
56,781.76 (B13) T53-4827 Ext. 0000

32,747 (T07) 466-1651 Ext. 0000
87 407 62 (T290 7372704 e AN

View Receivables — Opens the receivables records for the selected customer.

Last Payment Amount Last Payment Date  Last Invoice

0.00 07/02/2014
0.00 07/18/2014
-1,779.75 031472015 0/18/2016
0.00 09/11/2015
344537 031672015 04/14/2016
0.00 09/11/2015
0.00 04/11/2015

0.00 03/30/2015

0.00 04/11/2015

0.00 01/18/2016
250.00 03/14/2015 03/14/2015
0.00 02/13/2015
0.00 07/10/2014
0.00 09/11/2015
0.00 07/06,/2015
85,285.57 04/14/2016 01/06/2015
901853 031472015 01./06/2015
0.00 01/06/2015

0.00 02/13/2015

0.00 05/30/2014

0.00 09/16/2015

0.00 07/06/2015
719557 03/14/2015 03/27/2015
11,901.16 031472015 01./06/2015
0.00 02/19/2015

0.00 01./06/2015

0.00 09/11/2015

nn NAFRIINA

Apply Finance Charges — Applies finance charges to the selected customers. This relies on the finance

charge rate being set in Company Settings/Accounts Receivable/Monthly Interest Rate (%) and a setting on

each Customer/Billing/Apply finance charges.

Export PAD — Exports a EFT file in CPA1464 (aks005) format for all invoices that have the terms of PAD.

Refresh — Refreshes the AR list for any new transactions added by another user on the network.

Filters — Sets any number of filters that are required to only see the data wanted.

Search — Searches the customer records for word(s) entered.

Export — Exports the filtered list to Excel or .csv.
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Print — Prints reports with the template of ‘Accounts Receivable List’ for all filtered or selected records

reports.

Video Instruction — Accounts Receivable


https://www.youtube.com/embed/oPmKVaqPrrI?rel=0
https://www.youtube.com/embed/oPmKVaqPrrI?rel=0

Spire Systems Inc

Customer Open AR Items

Spire User Manual - 2.2

F] Accounts Receivable - Jackson Fitness Center e a *
@ Open Customer Apply Fnance Charges I< '< ) )I [l
Customer | JA0K225 | Jackson Fitness Center Currency |

Biling Address Contact Infa
Address | 2018 No. 3 Road Last invoic 04/18/2015
e Phone |{504) 249-0735 Ext. Name [3ason Pallen mone [() - Bt ; e o4g015 Q)
vex 283 - : 5 Credit it 30,000,00
Fau - ST m e
() Emai |jfalon @jacksonfitmess.net | Faxjcel () - L Average days to pay 73
- EY T Ta—
Openltems  MNotes  Attachments  User Defined
Q g - + Mew - O;J Apply - E] Payment - . Hold Y Show Al x Show Credits Expand A1 = A View Journal Entry G’;‘ Wiew Invosce
E| Tran;agtion Mo Date Debit Credit Applied Balance Terms Code Terms Desc. Customer PO Reference Ne Type Hold  Due Date Memao User
03/16/2015 140.08 0.00 140,08 123356 Service Charge D 03/16/2015 55
| 07/0T/2015  TH1.05 0.00 761.05 123588 0000600316 Invoice O 07/07/2015 85
_ioromams 155197 000 1,551.77 01 Met 30 days 123599 0000600317 Invoice 1 08/06/2015 TORONTO Jackson Fitness Center - TO 55
07/07/2015  5,591.75 0.00 5.391.75 123677 D000600318 Inveice D 07/07/2015 55
07/07/2015 67.06 0.00 67.06 123900 0000600319 Invoice O 07T/07/2015 TOROMNTO Jackson Fitness Center - TO 55
4/18/2015 58240 0.00 582.40 02 2% 10 days 124214 0000600345 Invoice (] 04/28/2015 85
04/18/2015 2, 714.88 0.00 2,714.88 02 2% 10 days | 124599 0000600346 Inveice ] 04/28/2015 TORONTO Jacksen Fitness Center - TO 55
04/18/2015 820.96 0.00 820.96 01 Net 30 days 124645 0000600347  Invoice O 05/18/2015 55
(4/18/2015  1,904.00 0.00 1,504.00 02 2% 10 days | 124859 0000600348 Invoice (] 04/28/2015 55

Header

Total Balance 8,066.32

Remaining

Total Amount 2,519.96

5,546.36

Open Customer — Opens the customer to see all their information including sales history and open sales

orders.

Apply Finance Charges — Applies finance charges to this customer. This relies on the finance charge rate

being set in Company Settings/Accounts Receivable/Monthly Interest Rate (%) and a setting on each

Customer/Billing/Apply finance charges.

Navigation — Navigates between AR records based on the filtered and sorted list.

Contact Info — Customer contact and credit information.

Items

Refresh — Refreshes any new entries other users have posted.

Print — Prints report with the template of '‘Accounts Receivable’

Page 301 of 462



Spire Systems Inc Spire User Manual - 2.2

Add — Adds an entry to the customer’s AR.
Apply — Applies payments or customer credits to an invoice.

Payment — Pays the selected invoice(s). The arrow beside the payment button is to void a selected
payment. When voided it will automatically unlink.

Hold — Holds an invoice so it cannot be paid.

Show All — Show all entries including paid and applied.

* NOTE that the payment is shown on each invoice but you will not see the payment total.

Show Debits — Puts the payment on top with the invoices it paid indented below. The Show All button will
also need to be depressed.

] Accounts Receivable - Jackson Fitness Center — O x
& Open Customer (V) AppiyFrancetharges | J€ € 9 I ®
Customer |140€225 Jackson Fitness Center Currency |

Billing Address Contact Infa
Address | 2015 No. 3 Road - Last invoice 04/18/2015 Q)
ity Phone | (504) 245-0735 Ext. | Name [3ason Faon [ ohone [(7 - et E
&k 288 Credit imit 30,000.00
Fax - & e
0 | Email | jfalion @jadsanfimess.net | Fesicen [ ) - | = Average days to pay 73
Tems [mody ]
Openltems  Notes  Attachments  User Defined
Q I"; ol + New - Apply - Fayment - Hedd | Y E‘WAII m shoncreditsl 'Eg Expand Al = [ View Journal Entry G\ Views Invoice
D Transaction Mo Date Debit Credit Applied Balance Terms Code TermsDesc. Customer PO ReferenceNo Type Hold Due Date Memo g
v [[] 0000000652 0d4/18/2015 0.00 310236 0.00 02 2% 10 days 23453 Payment ] /282015
[]ibooon0o648 | 04/18/2015 58240 000 58240 0.00 02 2% 10days 124214 0000600345 Invoice ] 04/28/2015
[ 0000000515 07/07/2015 67.06 000 6706 0.00 123900 D000E00319 Invoice 1 07/07/2015  TORONTO Jacksen Fitness Center - TO
[J 0000000511 07/07/2015  1,551.77 000 1,551.77 0.0 01 Met 30 days 123599 000DE0031T  Invoice ] 08/06/2015 TOROMTO Jackson Fitness Center - TO
] 0000000510 07/07/2015 76105 0.00  761.05 0.00 123568 0000600316 Invoice ] 07/07/2015
[] 0000000388 03/16/2015  140.08 0.00 140,08 0.00 123556 Service Charge ] 03/16/2005
VT8 [, 904 000 1,904.00 02 T 10 aay; ToaeT0 UL nvoice O 04/28/2015
] 0000000650 04/18/2015 82096 0.00 820.96 0 Net 30 days 124645 0000600347 Invoice O 05/18/2015
[ 0000000649 04/18/2015 2, 714.88 0.00 2,714.88 02 2% 10 days 124509 D000E00346 Invoice || 04/28/2015  TORONTO Jacksen Fitness Center - TO ¥
€ >

Total Balance 7,343,584

Total Amount 0.00

Remaiming  7,343,84

Payment is shown first with the invoices indented below. This makes it very clear what invoices the payment
included.

Expand All — Expands the links for all transactions so as to see the invoices and related payment.

View Journal Entry — Views the journal entry of the highlighted transaction.
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View Invoice — Views the invoice for the highlighted transaction.

Notes
Notes — Any number of notes can be added to accounts receivable.

Attachments

Attachments — Any number of attachments can be added to an item. Once attached the user simply double
clicks the attachment and it will open in the default viewer for that type of document.

User Defined

User Defined — User defined fields can be added to track and/or print. (Spire UDF license required).
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AR Entry

Accounts Receivable Entry

Receivable Entry - JACK225 Jackson Fitness Center — x
Y- PostEntry
Type Invoice -
Credit Memo -
Customer Debit Mema |Jacksun Fitness Center
Date Payment
Service Charge
Terms Write O Q| 2% 10 days
Transaction no. |uunnnun653 | Post automatically

Reference no. | 543546 |

Customer PO [ 15579 |

Mermo | |

G.5.T | 56.20| Subtotal | 1,124.00 |

BCRST | 78,68 | Total | 1,258.88 |

All amounts in currency

Type — AR entry can be one of 6 types.

+ Credit Memo

+ Debit Memo

* Invoice

+ Payment

+ Service Charge
+ Write Off

Customer — Select a vendor to post to.

Date — The date for the transaction.

Terms — The terms given for this invoice.

Transaction no. — The assumed GL transaction number. If another transaction is posted after this number
is assigned, then the transaction will be given the next available number.

Page 304 of 462



Post Automatically — If checked the entry will post using the default accounts set in company settings or
the customers default sales account. If unchecked the user can redirect all of the entry except the amount
posted to accounts receivable.

Reference no. — Usually the invoice number.
Customer PO — Customer’s purchase order number,
Memo — The user can enter a memo for this entry.

Tax1 — Tax 1 for this transaction that is automatically calculated based on how taxes are set for this
customer.

Tax2 — Tax 2 for this transaction that is automatically calculated based on how taxes are set for this
customer.

Subtotal — Total before taxes.

Total — Total of the entry including taxes.
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Processing Payments

HF '
D [} |\‘3
a Open Customer Apply Finance Charges l( ( ) >I
Customer | 1a0x225 | [3akson Fitness Center ; | euecancy [ 5|
R B Receivable Ent K325 Jackson Fitness Cent o .
Address | 2018 No, 3Road | ¥ PostEnt
; Phome 2490735 Ext. 4 ¥
Richmond, BC |(m | 1
V&X 268 d
Fx () - | NCET
Type Payment + Method Cash and Chegue Receipts ~ ]
Select amounts an
lick Pay Date
Open Items
[ Print receint
Q = + New = c,}) Apply - r._t Payment ~ () Hod Transaction no. |0000D00&38 | 2 Post automaticaly
N = Reference no.
[m] TdRsaction Mo  Reference No Debit Date Terms De !
EA 0000000512 0000600318 5,391,753 07/07/2015 Mema |
[ 0000000649 0O00600346 2, 714,88 04/18/2015 2% 10 da
D DOODDD0ES0  DOODE0034T 820,96 04/18/2015 Met 30 de Transaction No ~ Terms Code  Terms Description Balance  Pay Amount Discount Amount  Discount % Give Discount
E-1 0000000651  DOOOG00343 1,904.00 04/18/2015 2% 10da | 0000000512 5,591.73 5.391.75 0.00 000 O
B4 0000000676 0000600354 529.76 04/25/2016 2% 10da | 00DD000G4S 02 2% 10 days 2,714.88 271488 4848 2.00 B4
[ 0000000728 OOGOG00357 2462.88 05/09/2016 2% 10da | 000DOO0ETE 02 2% 10 days 529.76 529.76 946 200 4
[] 0000000754  0OO0E00370 61740 05/13/2016 2% 10da  |0ODDOOOES1 02 2% 10 days 1,904.00 1,904.00 3400 200 [
[] 0000000755  DOO0600359 566 05/10/20016 2% 10da
[] 0000000756 0000600372 1,232.00 03/29/2016 2% 10 da Discountis editable
[ 0000000757  0OO0600369 123.48 05/13/2016 2% 10 da
[] 0000000758  0O00600371 24697 02/09/2016 2% 10 da
[] 0000000784 0000600378 932,57 05/25/2016 2% 10da &l amounts in base currency
[ 0000000785 0000600379 37632 05/25/2016 2% 10 da
[ 0000000792 0000600386 12348 05/25/2016 2% 10dal Tota 10,648.45
<

Total Balance 17,707.71 Total Amount 10,74039

Remaining  6,967.32

Type — Hard coded with “Payment”.

Method — Payment method

Date — Date for the payment.

Print Receipt — Check if a payment receipt is required to print or email

Transaction — The assumed GL transaction number. If another transaction is posted after this number is
assigned, then the transaction will be given the next available number.

Post automatically — If checked then the journal entry will be posted without the user editing it. If un-

checked then the user will be given the opportunity to edit it before posting. The ability to edit the posting is
a user security setting in Users/General
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Reference — Usually the customers check number or if paid by credit card the user can enter Mastercard or
Visa.

Memo — A memo can be added for this payment.

Terms Code — The terms code that was used for the amount

Terms Description — The terms description that was used for the amount
Balance — The balance of the transaction

Pay Amount — User can override this and the invoice will get partially paid have the payment linked to the
amount.

Discount Amount — The discount amount. This is calculated by the terms but can be edited before posting.
Discount % — The discount % being offered.

Give Discount — Check to give the discount. Amounts that fall within terms will automatically be checked
but user can override.

Total — The amount being paid. It is the sum of the transactions selected for payment.
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AR - Included Reports

* Customer Statement Detailed

» Customer Statement
» Customer Payments List
» Ages Accounts Receivable List
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Vendor

Vendor List

The vendor list shows all vendors by default but the user can set filters and layouts to customize the view as
they require.

Q Yries - | 2 gt e 7 = v ®
V:ndt:; No.  MName Contact #1 Ermail Address 1 City Postal Code  Province Country  Phone Balance Terms Description
ACME ACME Systems Inc Bill Jonder bjonder@acmesys.ne 500 - 44882 Saperton 5t Port Moody V5T 5Y6 BC CAN (604) 555-7892. . -536.54
EMHEDE Empire Health Distribution 585 Fernand Street Toronto M2w 512 ON CAN (4165) 563-4585... 7.339.00 Net 60 Days
FIDEBU Fitness Development Equipment Bill Smith 3455 Ferdale Street Burmaby  W3MBYE BC CAN (504) 4434890, B,0GE.AE Met 80 Days
FORFOO Forester Food Ingredients Darren Hensen  dhenson@foresterfoods.ou 34729 Trent Street Toronto MTY HEH ON CAN (905) 555-7788... 1,000.00
INSPIRE Inspire China Toronto Oh CAN 32,030.36 Net 60 Days
INTEK. Intemational Technology Sally Lear sallyl@intek.ce 100 - 8855 Olson Calgary T5GEYE AB CAN (403) 555-7896... 3646254
MOESYS Maoet Systems Paul Hop phepe@maen.ci TT119 232nd Street Aldergreve VAEZEL BC CAN (604) 555-7228, 0.00
NATPRO National Equipment George Colot geolot@natpro.be 1677 Buver Ave Toronto MEYEDS ON CAN (416) 555-1889. . 39.00
MOLIFI Northern Lights Fitness Products Inc. P.0. Box 1748 Comwall  K&H 5V7 On CAN (B00) 461-1709... 6,787.00 Net 80 Days
OMEELE Omega Electranics Inc Abbie Blsan sellson@omegada 1000 - 600 West Georgia Street Vancouver VTYEKT BC CAN (504) 555-4422... 1,921.04
ROGCAMN Rogue Canada meet@roguecanada.ca 4242 - 99 Street Edmonton  TBE 383 AB CAN (780) 988-9665. . 3,306.44 Net 60 Days
SPEGAM Specialty Games LLC 33612 5. Fifth Avenue Honolulu 96313 HI UsA (180 855-5789.. -38.95
SPRFIT Sprngfield Fitness Albert Mamton  anamton@springfit.to 3477 Kingston Mew York 10007 MY USA (588) 964-2596... 2240
STRING Strategic Ingredients Sam Wheely swheelly@stategicFood.ve 6297 Stern Ave Vancouver VST 7G& BC CAN (504) 555-7822... 41,539.05
WA En [T PR e S P amibn Clmmenm | arimr @l £ TTN Aok A Y S LaEvDIn An an B e nonn

Add/Edit Vendor

To add a vendor, click the + (add) button and to edit an existing vendor click the vendor in the vendor list
and click the edit icon.
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— 1 [E] _
HF = K < > )l @
vendor No. |FIDEBU | Name |Fih‘|ess Development Equipment | [JonHold Status Active ~
Addresses General Billing Purchases Accounts Payable Vendor Prices Purchase Orders Purchase History
Billing Address Address Sales Taxes Order Defaults Communication Attachments User Defined
Remit to
Contact Information [1 Hold Address
Address 3455 Ferdale Street | contact#1  conmtact=z  Contactdd
Map |+ | | MName |Bi|| Smith |
| | Fhone |( ) - Ext | #
| | Fax/Cell |[ ) | #
City |Burnah\; | Email |bsmiﬂ1@ﬁb:|ev.com |
Postal Code |vsM ava | Province
Internet Addresses
Country Canada A
Email | | >
Phone [(604) 443-4830 Ext. | [=
Website | | [=
Fax [ (604 4434489 | [#
eE al

Vendor No — Select a unique code for this vendor

Name — Enter the vendors legal name

Created by 55 on 10/1/2014 2:39:35 PM Modified by 55 on 4/6/2016 7:39:22 AM

On Hold - Holds the vendor so no transaction can be entered

Status — Active or Inactive. Inactive hides the vendor from display unless the user has ‘Show inactive

Vendors’ set on in User Settings/vendors.

Billing Address — The company billing address and contact information. Contacts 1 — 3 labels can be

renamed to something that makes sense in Company Settings/Vendor

Remit to — The name and address that will print on checks if Remit to exists. To add a ‘Remit to’ click the +

at that the bottom of the list. Leave the address code blank and tab off. It will automatically add the ‘Remit

to’ code and then user can enter the name and address.
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Sales Tax Tab

Address Sales Taxes Order Defaults Communication Attachments IUser Defined

Sales Taxes

Tax Code Description Rate

E Qles | 50 | |
2 Q| lpsT | 70| |
[ Q| | 0.0 | |

Tax1 — Select a tax from list that was created in Edit/Sales Taxes
Tax2 — Select a tax from list that was created in Edit/Sales Taxes
Tax3 — Select a tax from list that was created in Edit/Sales Taxes

An exempt tax number can be added if this tax is not paid to the vendor. In Canada Tax 2 exempt number
from Company settings/General/Tax Info will be added automatically when creating a new vendor. Remove
this number if the tax is to be paid.

Order Defaults

Address Sales Taxes Order Defaults Communication Attachments User Defined

Order Defaults

Shipping Method Q| |

Shipping method — Shipping method that gets added to purchase orders by default for this vendor.
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Communications

Address Sales Taxes Order Defaults Communication Attachments ser Defined

Q Y Fiters ~ | A Export wm 2 oy, v
Attention  Subject -’ Created Date  Created By Due Date Completion Date  Display Type
Alert PO minimum 53,000 4/6/2016 55 Purchase Order

Any number of communications or notes can be added to a vendor. The example above shows how you can

add a note that is set as an alert. When the vendor is added to a purchase order the message “PO Minimum
$5,000” will pop up.

Attachments

Address Sales Taxes Order Defaults Communication Attachments User Defined

+ X

Subject Document Type  Document Path User Added Date Added
Warehouse Location https: {fwww.google. cafmaps place f1234-+Knight+ 55 20156-04-05

-

Any number of attachments can be added to a vendor. The user browses for the file to attach to the record
and gives it a subject and saves it. Then by double clicking it the attachment will open in the computers
default program for that type of file. The example above shows a link that was saved to a Google map.
When double clicked Google Maps will open to that location.
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User Defined (UDF)

Address Sales Tanes Order Defaults Communication Attachments ser Defined

Uzer Defined Page - ? x ()

Labe|| |

Mew
Edit
Delete
Move Lip
Mowve Down
Ok

Cancel

| AUUFagE || COLFoge | [REmUve Fage | | rove Left Move Right

If a UDF license for Spire is owned, fields can be added of various types to track extra information about this
vendor that can also be added to custom reports and forms. See User Defined Fields section for more info

on setting up and using UDFs.

General
Vendor - FIDEBU - ] X
HEX&S K< >l ®
Vendor No. |FIDEEU | Name |Fih'1ess Development Equipment | [JonHold Status |Actve =

Addresses General Billing Purchaszes Accounts Payable Vendor Prices Purchase Orders Purchase History

User Defined Fields

Motes |Always place order with Bil |

suver [0 |
Purchase Order Defaults Reporting
Payment Terms |03 Q| [niet 60 Days | Print CPRS (T5018/T1204)

CPRS Identification Type |Business Mumber -

CPRS Identification |
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Notes — A note that will appear on the PO in yellow. Use this for one important note about the vendor.
Buyer — The company buyer that is in charge of purchases for this vendor

Payment Terms — Default payment terms for this vendor. This can be changed on each PO or when
processing the accounts payable.

Print CPRS (T5018/T1204) — If the vendor is a contractor and the company needs to report their income to
the government then check this option.

CPRS Identification Type — Select either Business number or Social Insurance Number

CPRS Identification — The actual business number or social insurance number

Billing
Vendor - FIDEBU — O *
HEXa K € > ®
Vendor Mo, |FIDEEU | Mame |Fimess Development Equipment | []onHold Status |Active =

Addresses General Biling Purchases Accounts Payable Vendor Prices Purchase Orders Purchase History

GL Accounts
Payahles |2112[J Q| |.ﬁ.|:|:nunts Payable |
Expense | 11300 Q| |In'u'enb::ry at Cost - General |

Print Cheques

Use Remit To

Account

Account Mo | |

Credit Limit | o

Currency | Q| |Canadian dollars |

Created by 55 on 10/1/2014 2:39:35 PM Modified by 55 on 4/6/2016 7:17:34 AM

Payables — The GL payables account that will be used to post for this vendor. Once posted to this account
cannot be edited.

Expenses — The default expense account for this vendor. This can be edited at time of entering a AP entry.
This is not used for purchase orders

Print Checks — Select if cheques are printed for this vendor. When a payment is issued in accounts payable



they the next available check number will be presented. If they are paid by another means leave it un-

checked.

Use Remit To — Select if the check is sent to a different name or address.

Account No — The companies account number with this supplier.
Credit Limit — The AP limit allowed for this vendor,

Currency — What currency this vendor bill in. Once posted to the currency cannot be changed, The code

show blank if the currency is in base.

Purchases

Vendor - FIDEBU

HEXa K< >)I

Vendor Mo. |FIDEBU | Mame |Fih'|ess Development Equipment

|JonHod Status |Active

Addresses General Billing Purchases Accounts Payable Viendor Prices Purchase Orders

Summary

Purchase History

Present Balance | 20,624.80| Last paymentref. (0000024682

Last payment date |4 /5 (2016 Q

Current P.O. number |DDDD?DDDSD |

Purchases

Year-to-date | 41,554.05 | Last Year

Present Balance — What is presently owed to the vendor

Current PO number — The last purchase order number issued to this vendor

Last Payment ref. — The last payment reference number (i.e.: Check number)

Last payment date — Date of the last payment to this vendor
Year-To-Date — Year to date purchases to this vendor
Last Year — Last years purchases to this vendor
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Accounts Payable

Vendor - FIDEBU - O *
HEX&a K< > ®
‘endor Mo, |FIDEEU | Mame |Fi1:ness Development Equipment | [JonHold Status |Active

Addresses General Biling Purchases Accounts Payable vendaor Prices Purchase Orders Purchase History

f;'l g - + Mew - o'/o Apply - E Payment Hold Y Show all :}’3 Show Debits Expand &l £ 4 View Journal Entry »
[®] Transaction Mo Date Debit Credit  Applied Balance Terms Desc. Purchaze Mo Reference Mo Due Date Type
0000000379 31472015 0.00 3,702.16 3,702.16 Net 60 Days 0000700023 9226 5/13/2015 Invoice
0000000428  7/6/2015 0.00 4,366.32 4366.32 2% 10 days 0000700016 48733 771642015 Invoice
9/16/2015 0.00 8,120.00 8,120.00 Net 60 Days 0000700034 113344 11/15/2015 Invoice
] o0DODDO579  2/19/2016 0.00 1,973.44 1,973.44 Net 60 Days 0000700041 23456 41972016 Invoice
] 00DODDDSE0 47472016 0.00 1,231.44 1,231.44 2% 10 days 0000700045 41472018 Invoice
] 000000051 37162016 0.00 1,231.44 1,231.44 Net 60 Days 0000700050 2434535 5/15/2016 Invoice
< 3

Total Balance 16,1898 11 A o) ot 8,068.48

Remaining 8,120.00

Created by 55 on 10/1/2014 2:39:35 PM Modified by 55 an 46,2016 6:50:04 AM

The Accounts Payable tab allows the user to do AP transactions for this vendor just as if they were in the
accounts payable module. See Accounts Payable section for more details
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Vendor Prices

Vendor - FIDEBU

Spire User Manual - 2.2

— O *
HEXas K < > ) @ |
Vendor Mo, |FIDEBU | Name |Fi1r|ess Development Equipment | [JonHod Status |Active
Addresses General Billing Purchases Accounts Payable Vendor Prices Purchase Orders Purchase History
+ 7 R * Export
'n’l.n'arel?ouse Part No Description Unit of Measure Cost Price Vendor Part Mo Start Date
VA PRETRMS333  Precor 9.33 Treadmill EA 2,688.00 457373 9/14/2015
VA PREEFX423  Precor EFX 425 Elliptical Finess Crosstrainer  EA 2,105.00 5T5865 1/1/2015 |
Wendor Price Edit — O >
k! @
Vendor
Inventory | [V ]PREEFX425 Q| |Precor EFX 425 Eliptical Finess Crosstrainer |
Vendor |FIDEBU Q| |Fitr|ess Development Equipment | |
Vendor PartNo |ST5865 |
Start Date
< End Date ] automatically delete price after expiry
Details
1 Unit of Measure EA -
Minimum Order Qty | []|
Cost Price | 2,105.00 | [] automatically update vender cost in receiving
Variance | -4.45 |
Quantity Breaks
Quantity Cost Price ~
3.00 2,000.00
0.00 0.00
.00 0.00 hd

Add — Adds a new vendor price
Edit — Edits a vendor price

Delete — Deletes a vendor price
Export — Exports vendor prices

Inventory — Inventory Code
Vendor — Vendor
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Vendor Part No — Vendor part numbers that will be printed on the purchase order if it exists,

Start Date — Date to start this price. Note that overlapping dates cannot exist.

End Date — Date to end this price

Automatically delete prices after expiry — Delete this record once the end date is reached

Unit of Measure — UOM for this price

Minimum Order Qty — Minimum quantity the vendor will allow this item to me purchased in. When the item
is added to a purchase order this amount will be added to at minimum.

Cost Price — Cost for this item

Variance — Difference between this cost and the items current cost.

Automatically update vendor cost in receiving — When the PO is received and the cost is different than
this record, this cost will be updated.

Quantity breaks — Breaks in prices can be added for various quantities.

Purchase Orders

Vendor - FIDEBU - O X
H k! = K < > )l ®
Vendor Mo, |FIDEBI_I | Mame |Fimess Development Equipment | [JonHold Status |Active -

Addresses General Billing Purchases Accounts Payable ‘iendor Prices Purchase Orders Purchase History

l':] Y Filters +|Search | + Export + % - |__ Ii—_):l MextPhazse . Refresh Priges
Order Mo Status Order Date  Required Date Received Date  Sub Total Received Amount Remaining Amount Total
Q000700057 Received | 4/5/2016 4/5/2016 4/5/2016 10,263.00 5,376.00 488700 602112
0000700058 lssued 45,2016 4/5/2016 2 899.00 0.00 2.899.00 324688
Q000700059 lssued 2/9/2016 475/2016 8,558.00 0.00 8,598.00 9,629.76

Purchase Orders can be added/edited for this vendor just like they can be in the Purchase Order Module.
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Purchase History

Vendor - FIDEBU

Xa K< >l

H ke

Vendor No. |FIDEBU

| Mame |Fimess Development Equipment

Addresses

General Billing

D Invoices Items

Q Y Fiters -

] Nurﬁber COrder Date

0000700016 2/16/2015
0000700023 2/19/2015
0000700034 3/16/2015
0000700041 3772015
0000700045 317/2015

0000700050 | 7/7/2015 3/16/2016 7/7/2015 10095 | | ]

Purchases Accounts Payable Vendor Prices Purchase Orders Purchase History
Search * Export Q é h

Received Date Required Date Ordered Value Buyer Ship Via
2/16/2015 2/15/2015 3,888.50

3472015 2/19/2015 3,305.50

9/16/2015 31672015 7.250.00

9/16/2015 37205 1,762.00

47472016 3725 1,089.50

Spire User Manual - 2.2

|JonHold Status |Active

|f‘_3\|

Ry

FOB

All of the closed purchase orders for this vendor show up in this tab. The user can sort, search, filter and

export POs from this screen. They can also drill down into the PO and see the details. While viewing a PO

they can copy or credit it.

Vendor - FIDEBU

|Oontold status |Acive

i)

Oty Received  Unit Price Ordered Value ™

-1 11 =
HEXes K < >

Vendor No, |FIDEBU | MName |Fih-1ess Development Equipment
Addresses General Billing Purchases Accounts Payable Viendor Prices Purchase Orders Purchase History

D Invoices Items
L‘.'i 'i' Filters = |Search o Export O g -

PC Number Order Date Received Date Product Code Whse Part Mo Part Description City Ordered
0000700016 2/16/2015  2/16/2015 ECQUIP VA PRES323 Precor 53.23 Functional Trainer 2.00 2.00
0000700016 2/16/2015  2/16/2015 EQUIP VA PRES323 Precor 53.23 Functional Trainer 1.00 1.00
0000700023 2/19/2015  3/14/2015 ECQUIP VA VICELBEN Vicore Elite Core Bench 6.00 6.00
0000700023 2/19/2015 3/14/2015 ACC VA RESCAB100 Resistance Cable 100lb Black 5.00 5.00
0000700023 21192015 3/M14/2015 ACC VA RESCAB30 Resistance Cable 30Ib Pink 2.00 2.00
0000700023  2/19/2015 3/14/2015 EQUIP VA INSFITLEGEX  Inspire Fitness Leg Ext. Option fo... 2.00 2.00
0000700023 21192015 3/M14/2015 ECQUIP VA SMSM35 Stairmaster StepMill 5M3 1.00 1.00
0000700023 271972015 3/14/2015 ACC VA POOXBASEDVD P90%3 Tony Horton's Workout D.... 4.00 4.00
0000700023 21192015 3/M14/2015 ACC VA RESCABGD Resistance Cable 60lb Red 3.00 3.00
0000700034 3/16/2015  9/16/2015 ACC VA TRICABPR Handle for Triple Cable (pair) 1.00 1.00
0000700034 3/16/2015  9/16/2015 ECUIP VA PREEFX222 Precor EFX 222 Elliptical Finess C... 5.00 5.00
0000700041 3/17/2015  9/116/2015 EQUIP VA SMSC5 Stairmaster Stairclimber SC5 1.00 1.00
0000700041 371772015 9M16/2015 ACC VA WODGYM Wooden Gymnastic Ring 1.25" 3... 2.00 2.00
<

1,299.50
1,299.50
124,00
5.00
2,00
59,00
2,244,00
40.00
3.50
2.50
1,449.50
1,744.00
9,00

3,898,50
3,898.50
3,305.50
3,305.50
3,305.50
3,305.50
3,305.50
3,305.50
3,305.50
7,250.00
7,250.00
1,762.00
1,762.00 w
>

Created by 55 on 10,/1/2014 2:39:35 PM Modified by 55 on 4/6/2016 7:39:22 AM
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If the items tab is selected every item from every purchase order is available to sort, search, filter and
export.
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Vendor — Included Reports

» Vendor Transaction Activity
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Purchase Orders

% Purchase Order - 00D0700059 — O X
H FI:II g h‘ Open Vendor i:!- View Compact =
. Refresh Prices hl Unissue (ﬁi Receive Invoice hl Close Z Totals by Receiving Qty I—:)I MNext Phase I( < ) )I

Main Bill To Ship To Info Communications Receive Crder Sales History Phase User Defined Attachments Purchase History

Vendor Order Details

‘iendor Mo, | IDEBL| Q| |Fitr1ess Development Equipment Motes |Always place order with Bill | Status 5L -
PONa [0000700053

Vendar Crder No I:I Reference Mo |534846 |

OrderDate  |2/2/2018 Q@
General Required Date

Ship To Customer |JACK225 Q| ship Address D | Q| Fos | | LastRecsived
Warehouse |VA Q| Buyer |Terry | Receive Date
Ship Via |03 Q| Description |Federal Express | Phase | Q|
Items
+ W Serial Numbers r'; Scan Items Comment [ Show UDF "::_. Receiving Q Labels
Part No Description UOM Min Qty Order Oty To Date Oty Receive Oty Cost  Extended Cost Duty % Freight %
[VA ] PRETRM331 Precor 9.31Treadmill EA 0.000 4.000 0.000 0.000 2,149.50000 8,598.00000 0.00 0.00
[VA ]1PREEFX222 Precor EFX 222 Elliptical Finess Crosstrainer EA 0.000 2.000 0.000 0.000 1,449.50000 2,899.00000 0.00 0.00
[VA ]1PRETRM933 Precor 9.33 Treadmill EA 0.000 3.000 0.000 0.000 2,449,50000 7,348.50000 0.00 0.00
[VA ] PRETRM335 Precor 9.35 Treadmill EA 0.000 1.000 0.000 0.000 2,688.00000 2,688.00000 0.00 0.00
[VA ]PREEFX425 Precor EFX 425 Elliptical Finess Crosstrainer EA 0.000 2.000 0.000 0.000 2,105.00000 4,210.00000 0.00 0.00

£ >

Total Vendor Freight 0,00 Discount 0.0 % 0.00 Subtotal 25,743.50 All amounts shown in Canadian dollars.

Landed Freight 0.00 Weight 0.00 G.5.T 1,287.18

Landed Duty 0.00 BCRS.T 1,302.05 28, 83 2 -73

Created by 55 on 4/6/2016 7:39:22 AM Modified by 55 on 4/6/2016 10:48:41 AM
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Purchase Order List

Spire User Manual - 2.2

T Purchase Orders

Q Y riters v[seach
Order No Vender No.
0000700003 SPRFIT
0000700004 OMEELE
0000700009 MATPRO
0000700010 INSPIRE
0000700014 WALEQU
0000700017 INTEK
0000700018 INSPIRE
0000700019 SPRFIT
0000700020 MNATPRO
0000700021 OMEELE
0000700026 IMNSPIRE
0000700028 INSPIRE
0000700029 MOESYS
0000700031 WALEQU
0000700032 ACME
0000700035 ROGCAN
0000700036 ACME
0000700038 NATPRO
0000700039 ROGCAN
0000700040 MNOLIFI
0000700042 INTEK
0000700043 MOESYS
0000700044 INSPIRE
0000700046 INTEK
0000700047 MOESYS

<

Vendor Name
Springfield Fitness
Omega Electronics Inc
National Equipment
Inspire China

Walcom Equipment Ltd
International Technology
Inspire China
Spningfield Fitness
Mational Equipment
Omega Electranics Inc
Inspire China

Inspire China

Moet Systems

Walcom Equipment Ltd
ACME Systems Inc
Rogue Canada

ACME Systems Inc
Mational Equipment
Roque Canada

MNorthern Lights Fitness Products Inc.

International Technology
Moet Systems

Inspire China
International Technelogy
Moet Systems

Status
Received
Issued
Received
Received
Open
Open
Open
Received
Received
Open
Open
Received
Open
Open
Issued
Open
Open
Received
Open
Open
Open
Open
Open
Open
lssued

Order Date
8/26/2014
8/6/2014
2/13/2015
2/13/2015
2/13/2015
2/16/2015
2/16/2015
2/16/2015
2/16/2015
2/16/2015
2/20/2015
31442015
3/14/2015
311442015
31442015
3/16/2015
3/16/2015
3/16/2015
3/17/2015
31772015
3/17/2015
31772015
31772015
72015
2015

EXaT

VA
VA

év @Nextphase “a Refresh Prices

Warehouse Required Date Received Date

B/26/2014
&/7/2014

2/13/2015
8/26/2014
21137205
2/15/2015
2/15/2015
2/15/2M5
2/15/2015
215205
2/20/2M5
&/26/2014
8/26/2014
8/26/204
8/26/2014
316/2015
316/2015
3/16/2015
31772015
3/17/2015
3/17/2015
372015
31772015
7772015

7/7/2015

2/16/2015

2/13/2015
371472015

3/16/2015

3/16/2015

3/14/2015

3Mef20s

2,441.4D
2,408.34
248338
10,456.87
570.50
11,741.00
37411
535.80
213563
176.22
57.75
17,728.80
22,380.00
499.80
15,594.00
1851
36.35
933.04
27360
14.00
£,195.00
32,130.00
125.94
27,435.00
3,060.00

Sub Total Received Amount Remaining Amount

244140

= O X
)
Total ™
0.00 273437
240834 269734
2455.88 4201
000 11,711.69

370.50 63897
11,741.00 1314952

374N 41501
0.00 60010

000 239190
176.22 197,37
57.75 64.68
0.00 19856.26
22,380.00 25,065.60
499.80 559.78
1559400 17.465.28
1851 20,74
36.85 4.27
0.00  1,046.02
273.60 306.43
14.00 15.68
619500 693840
32,130.00 3598560
125.94 141.06

2743500 30,727.20
342720,

>

This list may not be in the same order because the columns can be moved and removed. Also some

columns, like costs have security settings so some users may not see them at all.

Order No — Purchase order number. This is assigned sequentially when creating the PO. The starting

number can be edited in Company Settings/Sequence Numbers

Vendor No. — The vendor’s code

Vendor Name — The vendor’s name

Status — The status on the PO. It can be:

+ Open - This means that is is still editable and has not been sent to the vendor yet.

+ Issued — Usually means that the vendor has received a copy of the purchase order. With the correct

security permissions the user can un-issue and then edit the PO. Care should be taken to make sure

the vendor has the correct copy of the PO.

+ Received — Means that this PO has had some product received on it. It can be un-issued and edited,

but the lines that have had receipts cannot be changed.
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Order Date — The date the order was created. This date can be edited.

Warehouse — The warehouse the user was set to when the PO was created

Required Date — The date that is required for the items on the PO to arrive

Received Date — The date of the last receiving on this PO

Sub Total — The sub total of this PO before freight and taxes

Received Amount — The received to date value

Remaining Amount — The value still to be received

Total — The total with taxes and freight

Reference No — An external document number

FOB — Free On Board is a term in international commercial law specifying at what point the seller transfers
ownership of the goods to the buyer. Many companies use this field for other data they want on the order
instead of FOB.

Vendor Order Number — A confirmation number given by the vendor for this PO.

Buyer — The person that placed the order with the vendor.

Ship Via — How the product on this PO is to be shipped

Created By — Users initials that created this PO

Modified By — User initials that last edited this PO

Terms Code — Payment terms for this PO

Currency — The currency that the vendor sells product in.

Phase ID — The Phase that this PO is currently in.
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Purchase Order Header

Main
T Purchase Order - 0000700059 - O bt
L_—I| F' g &I Open Vendor -):(- View Compact Y
Refresh Prices ﬁl Unissue "_,;._ Receive Invoice &I Close z Totals by Receiving Qty Mext Phase ) )I

Main Bill To Ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History

Vendor Order Details
vendar No. |m Q| |Fi1ﬂess Development Equipment Notes |AJways place order with Bil | Status E2Ei
PO No 0000700053
‘iendor Order Mo I:I Reference Mo | 534346 |
General Required Date
Ship To Customer |JACK225 Q| ship Address I0 | Q| FoB | | LastReceived
Warehouse |vp. Q| Buyer |Terry | Receive Date
Ship Via |03 Q| Description |Federal Express | Phase | Ql

Vendor — The vendor’s code and name
Vendor Order Number — A confirmation number given by the vendor for this PO.

Notes — This note comes from the vendor record in a field called ‘Notes’ Used for that one important item
like in the example where it says “Always place order with Bill”

Reference No — An external document number
Status — The status of the PO can be:
* Open - This means that it is still editable and has not usually been sent to the vendor yet.
+ Issued — Usually means that the vendor has received a copy of the purchase order. With the correct
security permissions the user can un-issue and then edit the PO. Case should be taken to make sure

the vendor has the correct copy of the PO.

+ Received — Means that this PO has had some product received on it. It can be un-issued and edited,
but the lines that have had receipts cannot be changed.
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PO No — Purchase order number. This is assigned sequentially when creating the PO. The starting number
can be edited in Company Settings/Sequence Numbers

Order Date — The date the order was created

Required Date — The date that is required for the items on the PO to arrive

Last Received — The date of the last receiving on this PO

Receive Date — Enter the date just before receiving the PO

Phase — The Phase that this PO is currently in.

Ship To Customer — The customer that this PO is being shipped to.

Warehouse — The warehouse the user was set to when the PO was created

Ship Via — How the product on this PO is to be shipped

Ship Address ID — Address ID of Ship-to customer.

Buyer — The person that placed the order wit the vendor.

FOB - Free On Board is a term in international commercial law specifying at what point the seller transfers
ownership of the goods to the buyer. Many companies use this field for other data they want on the order
instead of FOB.
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Bill To

% Purchase Qrder - 0000700059 - O %

L_'-' F' x g &ll]pen endor i:!- View Compact

. . » » . -
) Refresh Prices hl Issue & Receive Invoice Close Totals by Receiving Qty I—_)I Mext Phase I( ( ) )I

Main Bill To Ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History

Contact Information [] Hold Address

Address |3455 Ferdale Street Contact #1  Contact #2  Contact #3

|
Map v | | Name [l smith |
| | Phaone |{} - Ext | i
| | Faxjcell [( ) - | [#
City |Eurr1ab\-I | Emil |bsmiﬂ1@‘ﬁtdev.com |
postal Code [v5M 88 | Province [5c |
Internet Addresses
Country Canada -
Emal | | [
Phone [ (g04) 243-4890 Ext. | [#
Website | | [=
Fax [ (604 243-4489 | [=

This is the billing information for this PO. It includes the email addresses that will be available for emailing
the purchase order to the vendor. The addresses can be edited but will not get updated to the vendor
record. If the vendor record is edited the purchase orders that already exist will not be updated.

Ship To

T Purchase Order - 0000700059 - O st

H F' x g &|Openh\endor -b:d- View Compact

® Refresh Prices h‘ Issue i Receive Invaice Close Totals by Receiving Qty I—_)I MNext Phase I( ( ) )I

Main Bill To Ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History

Name |Jad<sor| Fitress Center | [ Hold Address
Contact Information Contact #1  Contact #2  Contact #3

Address
|2018 Mo, 3 Road Mame |Jason Fallan |

|
Map |+ | | Fhone |(} - Ext | #
| | Fax/Cell [( ) - | [#
| | Emiail |jhllon@jad<sonﬁt'1ess.net |

City |chhmor1d |

. Internet Addresses

Postal Code |V6>< 263 | Province |BC |
Email |info@jad<sonﬁtness.net | E

Country Canada -
website | | [

Phone [ (604) 243-0735 Ext, | =

Fax (O - | [#
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This is the ship-to information for this PO. It includes the email addresses that will be available for emailing
the purchase order to the vendor. The addresses can be edited but will not get updated to the vendor
record. If the vendor record is edited the purchase orders that already exist will not be updated.

Info
T Purchase Order - 0000700059 — O
L_-' F' g hl Open Vendor -):(- Wiew Compact
(Q Refresh Prices hl Issue Receive Inwvoice Close Totals by Receiving Qty Mext Phase )- >|

Main Bill To Ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History

Vendar

Terms |D3 Q| |Net 60 Days |

Account Information

Limit. [Unlimited || o]

AP Balance | |

Sales Tanes

Code Description Rate Exemption Mo

i Q|[ss || 5 | |
2 Qfpst || 7% | |
[0 Q| I of% | |

Terms — The terms fro this purchase order. It is populated by default from the terms on the vendor record.
Limit — The credit limit for this vendor
AP Balance — How much is owed to the vendor at this time

Tax1 — The default tax 1
Tax2 — The default tax 2
Tax3 — The default tax 3

Exempt — If an exemption number is added to the PO that tax will not be charged. If there is an exemption
number on the vendor it will be populated in the exempt field by default.



Spire Systems Inc

Spire User Manual - 2.2

Created by 55 on 4/6/2016 10:47:50 AM Modified by 55 on 4/6/2016 10:47:50 AM

Communications
i ase Order - 00DO700059 — O X
L_'-' F' g hl Open Vendor -):(- View Compact =
(Q Refresh Prices &I Issue Receive Invoice Close Totals by Receiving Qty Mext Phase ) )I
Main Bill To Ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History ‘
i;’ Y Filters +(Search | L Export + g M @ .
Attention  Subject Created Date  Created By Due Date Completion Date  Display Type Assigned To Group Type Modified Date Modified ‘
Alert Drop Ship 4/6/2016 SS 4/6/2016 SS i
|
|
Mote - Drop Ship — O X i
H L- 1 Lﬂ® Insert DatefTime .’?} i
Subject |Drop Ship | e | Q| i
This will be drop shipped to Jackson Fitness |
|
Details Repaorts Display |
Assigned To ljl Due Date [ Print !
Mumber 0.000 | Completed Date Where b |
|
|
|

Any number of communications can be added to a PO. They can be set as alerts so that they popup when

the PO is edited. The example above shows a popup that lets the user know to drop ship the items to a

customer.
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Receiver Order

T Purchase Order - 0000700059 - [m] *
HEXEHMM.:‘MM ®
 Refresh Prices du.u- T Recsive 17 Invoice du—: 3, Totals by Receiving Qty @NextPhase K < >

Main Bill To Ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History

Quentty [ 1] parthumber [l | Zero Qty

=
Whse Part Mumber Description Order Qty ToDate Qty Receive Qty Cost Extended Cost  Sell 01 Location ‘Viendor Part Mo b4
2.000 0.000 9,500 9,00 2

Precor 9, 31Treadmil
Precor 9,33 Treadmil
Precor 9,35 Treadmil

Available | 5.000 | On Hand | 5.000 | Committed | 0,000 | Backorder 0.000 | On Order | 4000 Expected [2015-0401 |
Total Vendar Freight 0.00 Discount 0.0 % 0.00 Subtotal 25,743.50 Al amounts shown in Canadian dollars.
Landed Freight 0,00 Weight 0.00 GS5.T. 1,287.18
Landed Duty 0.00 BCRS.T. 1,802.05 28;83 2 173

Created by 55 on 4/6/2016 7:39:22 AM Modified by S5 on 4/6/2016 10:46:41 AM

This screen allows the user to scan in the items as they are being received. Start by clicking on “Zero Qty”
to start from zero received. It will not allow a scan on an item that is not on the order, and will not allow over
receiving of an item on an order. It will sound an alert by beeping in both cases. The user can enter the
quantity before scanning the item. The receive quantities will all go black when the order is fully received.
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Sales History

U Purchase Order - 0000700059

H E: g &lOpenlkndor -v:+ View Compact

L Refresh Prices &l Unissue fﬁl Receive 1 Invoice &I Close E Totals by Receiving Qty (=) Next Phase |< ( ) >|

Main Bl To Ship To Info Communications Recsive Order Sales History Phase User Defined Attachments Purchase History

= ~ @
(b Yﬂm v| | * Export () g ~ < L View Joumnal Entry

Invoice No Invoice Date Customer No. Customer Name Order Oty ShipQty B/O Uni{Prict Extended price
0000600272 2/20/2015 ACCEBGE Access Answering Service 1.00 1.00) 0.00 3,488.00 3,488.00
0000600316 /T/2M5 JACK225 Jacksen Fitness Center 2.00 000 200 2599.00 0.00
0000600023 5/15/2014 CARE252 Care Laboratories Inc 3.00 300 000 2500.00 7.500.00
0000600034 5/15/2014 HARVEE3 Harvest States Cooperative 5.00 500 000 2500.00 12,500.00
0000600035 6/15/2014 HART426 Hartzheim, Charles J Esq 5.00 500 000 2500.00 12,500.00
0000600067 9/20/2014 HARRB52 Harris, Baum E Esq 4.00 400 000 2500.00 10,000.00
0000600068 972072014 HARVE63 Harvest States Cooperative 6.00 6.00 000 2500.00 15,000.00
0000600093 9/20/2014 TRAVSAT Travel Resources 7.00 700 000 2500.00 17,500.00
0000600095 9/20/2014 BEIE3%6 Beierle & Beierle 12.00 1200 0.00 250000 30,000.00
0000600095 9/20/2014 BEIE3%6 Beierle & Beierle 200 800 000 2500.00 20,000.00
0000600104 1204 JANCE49 Jancy Engineering Co 4.00 400 000 250000 10,000.00
0000600110 1111172014 JACK225 Jackson Fitness Center 1.00 100 000 2500.00 2,500.00
0000600122 12/7/2014 QPTIOD Optima Limousine Service 4.00 400 000 250000 10,000.00
0000600123 12/7/2014 JANCH49 Jancy Engineering Co 4.00 400 000 2500.00 10,000.00
0000600126 12/7/2004 ELDEZ29 Elden H Knudson Constrctn Co 9.00 900 000 2500.00 22,500.00
0000600132 12/7/2004 ER118 E R Partridge Inc 14.00 1400 000 250000 35,000.00
€

Spire User Manual - 2.2

@

%)

Margin % (Average) Margin % (Current)

50.00 5000
50.00 5000
41.00 £1.00
41.00 41.00
41.00 41,00
41.00 4100
41.00 £1.00
41.00 41.00
41.00 £1.00
41.00 41.00
41.00 £1.00
41.00 41.00
41.00 41,00
41.00 100
41.00 £1.00
41.00 5100

From this tab all of the sales history for the items on the PO are shown. This is useful to see how well the

items are selling when deciding how many to purchase.

Phase

¥ Purchase Order - 0000700059

H K &= gl Openvendor  3Je view Compact

% Refresh Prices ﬁl Unissue (7 Receive  § Invoice d Tose 3, Totaks by Receiving Qty @ netphase - € € > M
Main Bl To ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History
Phase Desoiption Operator Carrier Reference Started Ended Motes

NEW  New 55 4/6/20... 4/6/2016 11:01:05 AM

APP.. Approved S5 4/6/20...

@

From this tab, the user can see what phases a purchase order has been in and how long it was there. The

Dates and times are editable and the user can also add shipping into, reference numbers and a memo in

case this PO had some sublet work done.
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User Defined

User Defined fields allows you to add any number of extra fields to a PO that pertain to your business. To
be able to edit the design of the UDF (User Defined Fields) the user needs to have the correct security
access. For a full description on UDF see User Defined Section

W Purchase Order - 0000700059

E' k2 g gl Open vendor 97 view Compact ®

<, Refreshprices gaed Unissue (g Receive 1 Invoce gl Cose 3, TotalsbyReceiving Qty @Nerlpl'lase‘ K < >

Main BllTo ShipTo Info Communications Receive Order  Sales History Phase User Defined Attachments  Purchase History

¥ User Defined Page - ? X

Label |

P heek

AddPage | EdtPage | RemovePage| Moveleft | | MoveRiht |

Attachments

% Purchase Order - DDDO700059 _ O x
11 e : "

H kEl] by g‘ ﬁlﬁpen'.ﬁendor Q'Olﬁewl:ompact @

(ﬁ* Refresh Prices ﬁ. Unissue "'n Receive I Invoice ﬁ. Close E Totals by Receiving Qty @ Mext Phase I( ( ) )I

Main Bill To Ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History

+ X

Subject Document Type Document Path User Added Date Added
Instuctions Adobe Acrobat  C:fUsersfaromeyn,Desktop/INSWPS Ins 55

)“

Any number of attachments can be added to a PO. When double clicked it will open the attachment with the
default viewer for that type of document.
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Purchase History

% Purchase Qrder - 0000700059 — O >
H FEI| g hl Open Vendor -Ib:ﬂ- View Compact @
.. Refresh Prices hl Unissue fﬁi Receive Invoice hl Close E Totals by Receiving Qty @ Mext Phase I< < ) )I

Main Eill To Ship To Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History
D Invoices Items

l,‘.‘i ‘i" Fiters v [search | ® Export Q v Py
PO Nur;ber Order Date Received Date Required Date Ordered Value Buyer Ship Via FOB Reference
0000700016 | 2/16/2015 2/16/2015 2/15/2015 . 3ees | ] | |
0000700023 2/19/2015 3/14/2015 2/19/2015 3,305.50
0000700034 3/16/2015 9/16/2015 3/16/2015 7.250.00
0000700041 31772015 9/16/2015 372015 1,762.00
0000700045 317/205 A/4/2016 3172015 1,099.50
0000700050 T7r2015 3/16/2016 T2015 1,099.50

Shows the purchase history for this vendor for items on this purchase order.

Purchase History Details

Shows the purchase history for the items that are on this PO even if they were bought from a different
vendor. This is helpful to see past cost and to make sure of getting the best deal.

T Purchase Order - DDDO700059 — a ey
H FI:I| 5 hl Open Yendor -b:d- View Compact &
. Refresh Prices hl Unissue & Receive Invoice hl Close Z Totals by Receiving Qty @ Mext Phase I< < ) )I

Main Bill To Ship Ta Info Communications Receive Order Sales History Phase User Defined Attachments Purchase History
D Invoices Items

Q Yrites +|] *oepart O S - .
PO Number Order Date Received Date Product Code Whse Part No Part Description Oty Ordered Oty Received  Unit
0000700034 3,/16/2015 911672015 EQUIP VA PREEFX222 Precor EFY 222 Elliptical Finess C... 5.00 500 1
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Purchase Order Details

This is where items are added, edited and received on a PO.

Items

Serial Numbers  JF'E Scan Items Comment E=J ShowUDF = (¥ Receiving €5 Labels

Part No Description Order Qty Receive Qty To Date Oty Min Qty Cost Extended Cost Duty % Freight % Freight Duty UOM Vendor Part No
[VA ]PRETRMI31 Precor 9.31Treadmill 4.000 0.000 0.000  0.000 2,149.50000  §,5%8.00000  0.00 0.00 0.00 0.00 EA

[VA ]PREEFX222  Precor EFX 222 Elliptical Finess Crosstrainer 2.000 0.000 0.000  0.000 144950000  2,899.00000  0.00 0.00 0.00 0.00 EA

[VA ]PRETRM933  Precor 9.33 Treadmill 3.000 0.000 0.000  0.000 2449.50000  7,348.50000  0.00 0.00 0.00 0.00 EA

[VA 1PRETRM935 Precor 9.35 Treadmill 1.000 0.000 0.000  0.000 2,688.00000  2,6B8.00000  0.00 0.00 0.00 0.00 EA 457878

[VA ] PREEFX425  Precor EFX 425 Elliptical Finess Crosstrainer 2.000 0.000 0.000 0000 270500000  4.210.00000  0.00 0.00 0.00 0.00 EA  5T3365

< >

Available q_ouo: On Hand 5,000 Committed | 1,000 Backorder 0,000 On Order 4,000 Expected | 2016-04-01

* Note that the item that is highlighted on a PO shows its status in inventory. The user can
see Available, On Hand, Committed, Back Ordered, On Order, and Expected Due Date.

Add — Adds a new line above the line that is highlighted.
Delete — Deletes the selected line.
Serial Numbers — Selects serial or lot numbers when receiving the items.

Scan Items — Puts the PO into scan mode so that items can be added with a bar code scanner one at a
time.

Comment — Adds a comment line that is printed on the PO.
Show UDF - Allows the user to add data to the user defined fields. Each line of the purchase order can

have its own data. The structure is also edited on the dialog, but only those with the allowed security can
edit the structure.

Receiving — Clicking the receiving button allows the user to receive the complete PO. They can also select
‘None’ to remove the received quantity before clicking the ‘receive button in the header of the PO.

Labels — Clicking the labels button passes the quantity received on this PO to the dialog below to print
labels for the items.
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+ Set Quantity to one of each label

+ Set quantity to on-hand for each item

+ Set how many blanks to print first in case some of the labels on the sheet are used
* Once all selections are made they can print the labels required

Items
Print Label — O >
Serial Numbers : rint b
o = SetQuantityto 1§48 SetQuantity to BOH | —
Part Mo = Cost Invento
[Va& ]PRETRMS31 | Oty Fart Description Location v 0000 2,149.50(
H: } EEE‘Er;MQB : 2 1PRETRMS31 | Precor 9,31 cadiil I | lﬁi?ﬁ
[VA ]PRETRMA3S | 2 [VvA ]PREEFX222 Precor EFY 222 Blliptical Finess Crosstrainer ?_,E‘EEIDD
3 [vA ]PRETRMS33  Precor 9.33 Treadmil '
[vA 1PREEFX425 I 1 [vA ]PRETRM335 Precor 9,35 Treadmil J00] 2,105.00
2 [VA ] PREEFX425 Precor EFX 425 Elliptical Finess Crosstrainer
£ >
Available OnHand [ € > 2016-04-01
Total Labels | 1[J|
Total Viendor Freight 0.00 in Canadian dallars.
Blank Labels | 2|

Landed Freight 0,00

Landed Duty 0.00 BCPS.T. 1,802.05 LU’832-73

Created by 55 on 4/6/2016 7:39:22 AM Modified by 55 on 4/11/2016 6:34:50 AM

Detail Lines Info

Partno — The warehouse and part number. The item can be selected from inventory or a miscellaneous

non-inventory code. Each user has a setting under Edit/Users/Purchase Orders to set permission for
purchasing non-inventory items. The choices are ‘Okay, Not Allowed or Prompt”.

Description — Description of the item ordered that comes from inventory but is editable by the user.

Min Qty — The minimum quantity the vendor sells of this item.

Order Qty — Quantity ordered. By default this will be filled with the suggested order quantity that is
calculated by “BackOrderQty+CommittedQty+ReOrder-OnOrder-OnHand” It will then be rounded up to the
minimum order quantity.

To Date Qty — The quantity that have previously been received for this line of the PO.

Receive Qty — Quantity being received now.

Cost — Cost of the item.
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Inventory Cost — Unit of measure converted cost.

UOM — Unit of measure of this line. Defaults to the purchase UOM but the user can select another available
UOM that has a purchase UOM in inventory.

Tax1 — Tax 1 from the vendor.

Tax2 — Tax 2 from the vendor.

Extended Cost — Extended cost for this PO line.

Duty% — Percentage of duty used to calculate landed cost that gets posted to the accrued duty GL account
setup in Company Settings/Special Accounts. This is populated from the duty% in the inventory item, but

can be edited by the user. If Company Settings/Inventory/Save Landed Costs is turned on, then the duty in

inventory will be updated to the change that the user made.

Duty — Duty accrued for this line of the purchase order.

Freight% — Percentage of freight used to calculate landed cost that gets posted to the accrued freight GL
account setup in Company Settings/Special Accounts. This is populated from the freight% in the inventory

item, but can be edited by the user. If Company Settings/Inventory/Save Landed Costs is turned on, then

the freight in inventory will be updated to the change that the user made.
Freight — Freight accrued for this line of the purchase order.
Reqd Date — The date this line of the PO is required to be received. By default this is not printed on the PO.

Vendor Part No — The vendors part number for this item. On the Spire default purchase order report this
code is printed instead of the inventory part number.

Inventory GL — The GL account that this line will be debited to. This can be edited if the user has
permission.

If the user has the security setting General Ledger/Edit Journal Entry While Posting active,
then they can lookup or type in a different GL account. Use caution when doing this
because you are manipulating the default posting setup and if done without the correct
knowledge it can produce undesirable GL results.

=



Location — The location that this item is stored in the warehouse. The user can edit this and the inventory
will be updated when the PO line is received.

Pack Size — The standard pack size that an item is bought and or sold in. The user can edit this and
inventory will be updated when the PO line is received.

Sell Price 1 — Level 1 pricing for this item. The user can edit this and inventory will be updated when the PO
line is received.

Memo — A memo that can be added on each line, that is not printed on the PO by default.

Reference — A reference that can be added on each line, that is not printed on the PO by default.

Source Type — If a PO was created by the requisition module this will be populated with “Inventory, Sales
Order or Production Order” depending where it was requisitioned from.

Source No — The Sales Order or Production Order number that this line was requisitioned from.

Customer — The customer code for the sales order that requisitioned this PO line. This is very useful so that
the person receiving this PO does not put this item on the shelf instead of putting it aside for the customer.

Employee — An employee can be selected from the Canadian payroll list for tracking purposes.

Employee Name — The name of the employee selected for this line.

Ship To — The Ship To ID for the sales order where this line was requisitioned from.

Weight — The default weight of this item from inventory. This can be edited by the user but is not written
back to inventory.

Ext Weight — The extended weight of this line of the PO.



Purchase Order Footer

Total Vendor Freight 0.00 Discount 0.0 % 0.00 Subtotal 25,743.50 All amounts shown in Canadian dollars.
Landed Freight 0.00 Weight 5,030.00 G.5.T- 1,287.18 28 83 2 73
Landed Duty 0.00 BCPS.T. 1,802.05 r -

Created by 55 on 4/6/2016 7:39:22 AM Modified by 55 on 4/11/2016 7:34:35 AM

Total Vendor Freight — The freight that the vendor will include on their invoice. If “Enable Landed Cost” is
on in Company Settings/Inventory then this cost will get included in the cost of the items received. If it is not

on, then the freight amount will get posted to freight expense.

Landed Freight — The estimated freight that gets charged by another vendor that gets included in the cost
of the items received. When the user enters the amount to the landed freight field they get prompted for how
the freight should be distributed to each PO line. The choices are “Quantity, Weight or cost. The user can
then edit each line of the PO if required.

Landed Duty -The estimated duty that gets charged by another vendor that gets included in the cost of the
items received. When the user enters the amount to the landed duty field they get prompted for how the
duty should be distributed to each PO line. The choices are “Quantity, Weight or cost. The user can then
edit each line of the PO if required.

Weight — The total weight of the items on the purchase order.

Sub Total — The total of the PO before taxes and freight.

Tax1 — Total of Tax 1

Tax2 — Total of Tax 2

Total — Total of the purchase order.



Processing Purchase Orders

A purchase order can have 4 different statuses.

Open — Open means that the PO has not yet been sent to the vendor and the items are not put ‘On Order’
in inventory.

Issued — Means that the vendor has received a copy of the purchase order. With the correct security
permissions the user can un-issue and then edit the PO. If un-issuing a PO, care should be taken to make
sure that the vendor has the correct copy of it. When the PO is issued and sent to the vendor the items on it
get the ‘On Order’ quantity increased and the PO number gets saved to the ‘PO No” field in inventory.

Received — Means that this PO has had some product received on it. It can be un-issued and edited, but
the lines that have had products received cannot be changed.

When the items are received and the user clicks the ‘Receive’ button in the header of the purchase order,
the On-Hand quantity of the items are increased and the ‘On-Order’ quantities get decreased. If the user
has the setting Purchase Orders/“Post Invoices to AP” on they will be asked “Would you like to create a
vendor invoice?”. If they click “Yes” then the user will get the dialog below and the GL account for the item
will be debited and the accounts payable GL account will be credited. If they don’t have permission or they
say no to closing, then the inventory GL account will be debited with the received amount and the ‘Accrued
Purchases’ account setup in Company Settings/Special Accounts will be credited,

* Note — If an item on-hand quantity had been allowed to go negative, and the replacement
cost is now different, the PO receiving will adjust the ‘cost of goods’ GL account for the
difference. See this link for more details




% Post Vendor Invoice ? >

Expected vendor invoice amount | 6,938.40
Actual vendor inveice amount | f,935.40]
Vendor freight amount | 0.00|
GST | 30975
BC P.S.T. | 43365
Vendor invaice number | |
Terms | Q|
|
Invoice date l4/11j2016 Q|
Due date l4/1j2016 Q|

Post automatically

* All amounts shown in base currency

Corcel

Enter in the vendor’s invoice number, date of the invoice and edit the terms as required. The values can
also be edited but if it does not match the received amount of the PO then the difference will be posted to

the ‘Inventory Variance’ GL account that was set in Company Settings/Special Accounts.

If the user does not enter an AP invoice, the inventory GL account still gets debited, but credit goes to the
‘Accrued Purchases’ account that was setup in Company Settings/Special Accounts. When the accounts
payable invoice is eventually entered via the purchase order it will debit the accrual and credit accounts
payable.

! Note - If the user enters the the vendors invoice in accounts payable instead of through the
PO then the accrual will not automatically be reversed. Click Here for more details.

If the user has the setting Purchase Orders/Close Purchases then once the vendor invoice is posted the
user will be asked if they want to close the purchase order. If the amount of the accruals received on the PO
do not match the amount posted to AP then the remaining amount will get posted to the GL account setup
as ‘Inventory Variance’ in company settings.

Hold — PO is on hold and cannot be edited.



Standing — A repeat purchase order that once closed stays in the PO list so user can issue it again.

Video Instruction — Purchase Orders

Video Instruction — Accounts Payable Accruals


https://www.youtube.com/embed/W78A2Uui6vk?rel=0
https://www.youtube.com/embed/W78A2Uui6vk?rel=0
https://www.youtube.com/embed/PFVtNiBKyCs?rel=0
https://www.youtube.com/embed/PFVtNiBKyCs?rel=0

Spire Systems Inc Spire User Manual - 2.2

PO - Included Reports

* Purchase Order Summary

* Purchase Order Details

* Purchase Order

» Accrued Payable Summary
» Purchase Order Reprint
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Accounts Payable

When first going into accounts payable the aged list will be shown. This list can be sorted and filtered.

e/ B Q Y s v[5en | 2 et gy - -
Vendor No. Name Cument  Future Over30 Over80 Ower90 Ower120  Balance Account City Province Postal Code Phone Fax Currency Terms
ACME ACME Systems Inc 336,34 0.00 0.00 0.00 0.00 0.00 336.54 Pert Moedy BC VST 5v6 (504) 555-7892 Ext. ODDD
EMHEDE  Empire Health Distribution 0.00 0.00 0.00 0.00 7,339.00 000 7339.00 Toronto ON M2W5T2  (416) 563-4585 Ext. 0000 (416) 563-4586 03
FIDEBL Fitness Development Equipment 0.00  794.00 0.00 0.00 0.00 0.00 Te4.00 Burnaby  BC VEMEYE  (604) 2434390 Et. 0 (604) 443-4489 03
FORFOO Forester Food Ingredients 0.00 0.00  1,000.00 0.00 0.00 000  1,000.00 Teronto 0N M7Y HEH  (905) 555-7788 Ext. 0000
INTEK Internaticnal Techniology 0.00 1M1.00 36,462.94 0.00 10.00 0.00 36573.94 Calgary AB T5GEYE (403) 555-T896 Ext. 0000
MATPRO  National Equipment 0.00 1,234.00 0.00 0.00 0.00 3900  1,273.00 Toronto ON MBEYEDS  (416) 555-1889 Bxt. 0000
NOLIFI Merthemn Lights Fitness Preducts Inc. 0.00 112200 0,00 0.00 6,7ET.00 000  7,909.00 Cornwall  ON KGH W7  (500) 461-1709 Ext. 0000 03
OMEELE Omiega Electronics Inc 0.00 0.00 0.00 0.00 921.04 1,00000 1,921.04 Vancouver BC VTYEKT (604) 555-4422 Ext. 0000
ROGCAN  Rogue Canada 0.00 0.00 199601 0.00 131043 000 330644 Edmonton  AE TEE 583 (TEO) 988-9668 Ext. D000 03
SPEGAM  Specialty Games LLC 0.00 0.00 0.00 0.00 -38.95 0.00 -38.95 Honolulu  HI 96813 (180) 855-5789 ESt. D000 usD
SPRFIT Springfield Fitness 0.00 22.40 0.00 0.00 0.00 0.00 22.40 Mew York MY 10007 (568) 964-2596 Ext. 0000 usD
STRING Strategic Ingredients 0.00 10,584.00 41,539.05 0.00 0.00 000 52,123.05 Vancouver BC V3T 7G6 (604) 555-7822 Ext. 0000

Add — Adds an AP entry and the user can select from any vendor.

Open - Opens highlighted vendors AP

Batch — Opens the ‘Batch Payables’ module. See link for more information.

Refresh — Refreshes the AP list to see any changes others may have made since clicking on Accounts
Payable.

Filter — The user can set a filter to see only the records required.

Search — Searches the vendor record for word(s) entered.

Export — Exports the filtered list to Excel or .csv in the order that the user laid out.

Print — Print all filtered, or selected records.

Video Instruction — Accounts Payable
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Vendor Open ltems
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IF| Accounts Payable - Nestors Fitness Products Inc. — W] x
gl openvenar | K € > D ®
Vendor [NOLIFT | [Mestors Fitness Praducts Inc. Currency |

Biling Address Contact Info
Address ﬁsﬁf’&ﬂh Phone [ (800) 777-5577 Ext. | # Name |Gerry Alston | Phore  [(416) 5554789 Ext. Last payment 03ps/01s  Q
wall, :
KeH 7HE Fax () - | '# Emal |galstongnesfit.das Faxfcell () - CASRIRe 0.00]
Purchases year to date 33.565.3.
Open Items MNotes Attachments User Dafined
© &~ furew v P Ay v [F rayment ~ @) rold Y showal D show Debits Boand Al L4 view JoumnalEntry (32 View Purchase Order

[®] Transaction No  Date Dehit Credit  Applied Balance Terms Code Terms Desc.
4] 0000000432 07/06/2015 0.00 6,787.00 6,787.00 02 2% 10 days
[] 0000000589 04/11/2016 000 12200 122.00 03 Net 60 Days
4] 0000000500  04/11/2016 0.00 1,000.00 1,000.00 03 Net 60 Days

{_ i 000 448000 4,480.00 02 2% 10 days

[] 0000000629  04/06/2016 0.00 503832 503832 03 Met 60 Days

£

Header

00007000571 | 3499

Purchase No Reference Mo Type

98785 Invoice

Invoice

Inveoice

0000700040 3445 Invaice

Invaice

Total Balance 17,427.32

Void Payment Hold Due Date

opoon

Remaining

5,160.32

07/16/2015
06/10/2016
06/10/2016
03/19/2016
06/05/2016

aooood

Memo  User
55
55
55
55
55

>

Total Amount 12,267.00

Open Vendor — Allows the user to open the vendor to see all information including purchase orders not yet

closed.

Navigation — Navigates from vendor to vendor in the order that the list AP list was in.

Contact Info — Shows the vendors current contact, credit and year to date purchases.

Items

Refresh — Refreshes any new entries other users have posted.

Print — Prints report with the template of ‘Accounts Payable’

Add — Adds an entry to the vendors AP.

Apply — Applies payments or vendor credits to an invoice.
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Payment — Pays the selected invoice(s). The arrow beside the payment button is to void a selected
payment. When voided it will automatically unlink.

Hold — Holds an invoice so it cannot be paid.
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AP Entry

Accounts Payable Entry

Payable Entry - MOLIFI Mestors Fitness Products Inc. — *

Y PostEntry

Type Invoice b

Vendor Credit
Vendor Debit

() One Time Vendor

Vendaor Q| |Nestors Fitness Products Inc.
Date
Transaction no. |UUUUUUUES& | Post automatically

Reference no. | 232435 |

Purchase no. | |

Terms 03 Q.| [Net 60 Days |

Due date

GLaccount  [11300 Q| |inventory at Cost - General |

Memo | |
G.5.T. | 55.83 | Subtotal | 1,117.86 |
BCRST | 78,25 Total | 1,252.00 |

All amounts in base currency

Type — AP entry can be one of 4 types.

* Vendor Credit
* Vendor Debit
* Invoice

+ Payment

Vendor — Select a vendor to post to.

Date — The date for the transaction.

Transaction no. — The assumed GL transaction number. If another transaction is posted after this number
is assigned, then the transaction will be given the next available number.
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Reference no. — Usually the vendors invoice number.

Terms — The terms given for this invoice.

Due Date — The due date for this invoice that is automatically calculated based on the terms selected
above.

GL Account — The default GL account that was set for this vendor.

Memo — The user can enter a memo for this entry.

Tax1 — Tax 1 for this transaction that is automatically calculated based on how taxes are set for this vendor.

Tax2 — Tax 2 for this transaction that is automatically calculated based on how taxes are set for this vendor.

Subtotal — Total before taxes.

Total — Total of the entry including taxes.
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One Time Vendors

Misc Payments

To enter a miscellaneous payment to a vendor that does not exist, select ‘One Time Vendor'.

Payable Entry - Mone - x
Y PostEntry
Type Invoice hd
() Existing Vendor (®) One Time Vendor

One Time Vendor — Address

Mame Angelo's Pizza

Address | 35953 First Ave

City |Vancouver |
Postal Code |v5T6T6 | Province [BC |
Country | Canada -
Date
Cheque no. | nooa024688 | B Print cheque
Transaction no. | 0000000633 | [4 Post automatically
Referenceno.  |Pizza |
Purchaseno. | |
| al| |
GLaccount 82385 Q| |Meals & Entertainment |
Memo |Pizza for Inventory Count |
G5 | 12.11] Subtotal | 242.14|
BCPST | | Total | 254,25 |

All amounts in base currency

In addition to the info for a regular vendor the user also enters the vendor address.
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«¥» Note — A vendor will be created with a numeric sequence number. These miscellaneous
vendors can be filtered out so they are not seen on the list. If the vendor is used again there
is no need to use this one-time option.
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Processing Payments

Open Iteme Selecttransadions to pay
and dick ‘Payment

Eaction No DateA
0000000432 07/06/2015
| 0000000628 03/09/2016
0000000629 04/06/2016
[ 0000000550 04/11/2016 1,000.00 et 60 Days
|:| 00D0D0ODOSEY 0471172016 122.00 Net 60 Days
| A oooooooe31 0471872016 17,427.32
0000000241 04/18/2016 12,267.00
| 0000000246 04/18/2016 12,267.00

Balance Terms Desc.
6,747.00 2% 10 days
442000 2% 10 days
5,038.32 Net 60 Days

DIE Jestors Fitness Products Inc
] L1
K ( ) )I H "a': I Payzble Entry - NOLIFI Nestors Fitness Preducts Inc., - O X
&l Open Vendor 97 postEntry #
Vendor [NOLIFI [Nestors Fitness Products Inc. | iy 10b
Biling Address
Type Payment >
Address | geeg caventh Phane | (800) 777-5577 Ext. Sy et
Cornwal, OM Vendor Existing Vendor One Time Vendor
KEH HB Fax -
Q) NOLIFI Q| [ Nestors Fitness Products Inc.
Date osf24/016  Q

| Reference no.

Paymentno.  |0000024735 [4] print cheque
Transaction no. | DDO0O00S4E E] Post automatically

Edit discounts as required
and click Post Enfry

Bark account  [11120/ Q| [rec gank
TransactionMo  Terms Code  Terms Description Balance Pay Amount Discount Amount Discount % Discount
0000000628 02 2% 10 days 4,430.00 4.480.00 80.00 2.00
0D0DDODE29 03 Met 60 Days 5,038.32 5,038.32 0.00 oo O
0000000590 03 Met 60 Days 1,000.00 1,000.00 0.00 0.00 O
0000000846 12,267.00 12,267.00 0.00 0.00
0000000432 02 2% 10 days 6,787.00 6,787.00 121.20 2.00 b7
0000000841 12,267.00 12,267.00 0.00 a0 [
0000000631 1742732 1742732 0.00 0.00
All amourtts in base currency
Total 59,065, 44
Total Balance 59,388.64
S —— Total Amount 59,266.64

Type — Hard coded with ‘Payment.

Vendor — If done from inside AP for an existing vendor, this will be the vendors code and it is not editable.

Date — Date for the payment that will be printed on the cheque

Payment no. — The cheque number. This field is alpha numeric so if the payment is done electronically the
user can enter something like ‘Online’ or ‘EFT’

Print Check — Each vendor has a field for if a printed check is used for them, however the user can override
this. If selected, a check will be printed using the check number displayed.

* Note that check number can be edited just before posting. Then the next check will
automatically advance to the one after the edited number.
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Transaction — The assumed GL transaction number. If another transaction is posted after this
number is assigned, then the transaction will be given the next available number.

Post automatically — If checked then the journal entry will be posted without the user editing it. If un-
checked then the user will be given the opportunity to edit it before posting. The ability to edit the posting is
a user security setting in Users/General

Reference — Grayed out for payments.

Bank Account — Select the back account for this payment. Uses the default account set in Company
Settings/Special Accounts.

Memo — A memo can be added for this payment.

Transaction Number — The GL transaction number from the amount of the AP transaction.
Terms Code — The terms code that was used for the amount

Terms Description — The terms description that was used for the amount

Balance — The balance of the transaction

Pay Amount — User can override this and the invoice will get partially paid have the payment linked to the
amount.

Discount Amount — The discount amount. This is calculated by the terms but can be edited before posting.
Discount % — The discount % being offered.

Take Discount — Check to give the discount. Amounts that fall within terms will automatically be checked
but user can override.

Total — The amount being paid. It is the sum of the transactions selected for payment.
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AP — Included Reports

* Accounts Payable by Due Date

* Accounts Payable List
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Batch Payables List

W] AP Batches — O x
{:‘ ? Filters = |Search * Export + % - &
D Date Due By Currency Total Payment Account Mote User
1 041872016 43,801.94 11120 Due now 55
2 041872016 58,600.07 11120 Due Mext Week 55
3 04182016 34 838,96 11120 Due end of month 55
4 041872016 UsD 208,40 11120 USD - Due now 55

Batch ID — The batch number.

Date — Date the batch was created.

Due By — The due date of the batch if selected.

Currency — The currency of the batch. Note that currencies cannot be mixed.

Total — The total amount to be paid for this batch.

Payment Account — The GL account for this batch. If the batch is in a foreign currency then the currency

will be appended to the account shown.

Note — A note that the user can add to the batch for the reviewer.

User — The user that created the batch.
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Creating a Batch

F] AP Batch-2 - ] P

ARX& B
il Load Payables o SelectAllDue  of) Discounts = 37 Post  pul Cpenvender (R viewimeee | [ € 2 3
Due By 11 Q)
Currency Q
Payment Account | 11120 Q
Starting Cheaue Mo | 24638
Mote [

[] Pay TakeDimcount Discount Pay Amount  Balance Type Wendor No Vendor Name Dus Date Terms Code Terme Desc.  Hold ]
%] [l 0.00 536,54 53654 Inveice ACME ACME Systems Ine 10,09/ 20 O
(%] O 0,00 92104 Inveice OMEELE Omega Electrenics Inc 2015 O
(%) || 1,310.43 Inveice ROGCAMN  Rogue Canada 2015 2% 10days [

(=) O 6,7T87.00 Invoice MOLIFI Nestors Fitness Products Inc. 2015 02 2% 10days [J
(| ] 3905 41,539.05 Invoice STRING  Strategic Ingredients 05/08/2015 ] 6208776
=) O 1,996.01 Invoice ROGCAN  Rogue Canada M&20M5 03 Net 60 Days [ 3456789
E O 4,480.00 Invoice NOLIFI Nestors Fitness Products Inc, 6 03192016 02 2% Wdays [ 0 | 3445
[} ] 10,584.00 Invoice STRING  Strategic Ingredients 0472412016 02 2% 10days [ 46567
O O 5,038.32 Invoice MOLIFI Nestors Fitness Products Inc. 04/06/2016  DE/05/2016 03 Net 60 Days  [] 3409
(%] O 1,000.00 Invoice NOLIFI estors Fitness Products Inc. 0471172016 0BNOV2016 03 et 60 Days []

O O 122,00 Irveice MOLIFI Nestors Fitness Products Ine. 04/11/2016  0B0V20M6 03 Met 60 Days [

O 0 T34.00 Inveice FIDEBU Fitness Development Equipment 04142016 06M13/20016 03 Net60 Days [] 00DO0ODS19  0OOOT000T3
i) O 30,00 Invoice MATPRC  Mational Equiprment 03/08/2015 [0 0000000252
(] a 1,000.00 Invoice OMEELE  Omega Electronics Inc 03/D8/2015 [0  oooooo03ss
O a 1,000.00 Inveice FORFOQ  Forester Food Ingredients 09M11,/2013 [0 0000000342
O O 1,234.00 Invoice MATPRO  Mational Equipment 04/14/2016 [0 0000000508 4
E L . e e T T E— —— —— TP =

All amounts shown in base currency,

58,609.07

Created by 55 on 04/18/2016 11:32:13 AM Madified by 55 on 04/18/2016 11:40:04 AM

Batch Payables Header

Save — Saves current batch.
Save and Close — Saves the batch and returns to the AP batch list.
Delete — Deletes the batch.

Print — Prints reports with template of ‘AP Batch’

Load Payables — Loads all payables that are not yet in a saved batch.

Select All Due — Puts a check mark on all invoices that are due today or earlier.

Discounts — Adds a check to the discount field and applies the discount amount. The user can select from:

+ Take Expired Discounts
« Take Available Discounts
» Don’t Take Discounts
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«¥s Note- The user can edit the discount even if the terms did not offer one.

Post — Posts payments and prints cheques.

Open Vendor — Opens this vendor so the user can look at other information like open purchase orders and
purchase history.

View PO — View the purchase order that is associated with this amount.
Due By — When the invoice is due for payment.

Currency — The currency of the invoice.

«¥s Note that currencies cannot be mixed in a batch.

Payment Account — The GL account (usually a bank account) being used for this payment. All payments in
the batch must come from the same account.

Starting Check Number — The next cheque number in the sequence. This number comes from the GL
account but can be overridden.

Note — A note that gets saved with the batch usually for the reviewer. For example ‘All payments due this
week’

Batch Payables Details
Pay — Check to pay this invoice.

Take Discount — When checking the invoice to pay, the discount will automatically be taken if the discount
is within the terms. The user can also take the discount if the discount terms have expired.

Discount — The amount of the discount. If the terms have a discount applied this will be populated when
selected. The user can also override or enter a manual discount.

Pay Amount — Amount that will be paid after discount.

Balance — The outstanding amount of the invoice before discount.



Type — Invoice, credit memo, debit memo or payment..
Vendor No — The vendor code.

Vendor Name — The Vendor’'s name.

Date — The date of the invoice.

Due Date — The due date of the invoice.

Terms Code — The terms code for the invoice.

Terms Desc. — The description of the terms.

Hold — Shows if the invoice is on hold and cannot be paid.
Transaction No — The GL transaction number for the invoice.
Purchase No — The PO number for the invoice.

Reference No — In the invoice, memo or check number for the transaction.
Memo — The memo that was put on the transaction.

Printing Checks

Once a batch of transactions are checked for payment, click the ‘Post’ button and this screen will be
presented.
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HE =

] Load Payables J Select All Due Vf, Discounts 1 Post hl Open Viendor (::‘\ View Invoice I( ( ) )I

Due By I Q

Currency Q

Payment Account | 11120 Q\|

Starting Cheque Mo | 24589 |

Note | Due Next Week |

El Spire
[] pay TakeDiscount  Discount  Pay Amount Balance . Date
S . 2
[ 0.00 536,54 536.5¢ | ] Are you sure you want to pay 9 items? 10/09/2015
] 0.00 921.04 927.0« nc 07/07/2015
] 20.21 131043 1,310.43 - 07/06,2015
O 13574 6,787.00 6,787.00 Cancel uctsInc.  07/06/2015
D :'.:':' 41.,539.:'5 41.,539.:'5 myoiee 21 RIa SLTdLELIC IMyreEdienLs: :'g_-'r:'g_-'r :'15
<) <)
] 0.00 1,996.01  1,996.01 Invoice ROGCAMN  Rogue Canada 09/17/2015
[l 89.60 4.480,00  4.480.00 Invoice MOLIF] Mestors Fitness Products Inc. 03/09/2016
] 0.00 1,000.00  1,000.00 Invoice MOLIFI Mestors Fitness Products Inc. 0411/2016
[l 0.00 35,00 35,00 Invoice MATPRO Mational Equipment 03/08/2015
quip
£

Click ‘Continue’ and the report with the template of “AP Batch Payment’ will be presented.

Choose the correct report and click on print. The user will be asked if the checks printed correctly. If Yes is
selected the screen closes. If ‘N0’ is selected then the print screen comes up again.

If there are more items than will print on a cheque stub then the user will be asked to load blank paper so
the cheque remittance can be printed. The number of items that will fit on a stub is set by going into
Company Settings/Accounts Payable/Cheque Detail Limit.

E| Spire e

./ = .\'.

Please change paper in printer if necessary and click Continue to print
attachments.

Video Instruction — Batch Payables
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Batch Payables- Included Reports
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Inventory

I Inspire Health Systems. - [u] ®
File Edit Customers Vendors |mvertory Purchasing  Production Sales Paymll Teoks  Help

cry Customers T Labels 75, Adiust > g Reausiton - ) W Flters v [scarch ? ot wfm g = v =
%{ Sales Warehouse Product Code  Pat numdber Description Wender Status Aovailabile OnHand Sales Dept.  Backorder Committed On Order Swggested Order Oty Buy *

: VA 4ARTT 5556 Active 500,00 500,00 1 0.00 0.00 .00 0.00 EA

‘ﬂ‘:l‘ Point of Sale VA ACC ABMAT ApMat ROGCAN Active -3.00 -3 1 1.0 000 2400 000 EA

VA ACAl Acai Fruit Extract STRING Active 4,500.00 4,500.00 1 0.00 000 000 000 GM

Q:-\ Sales History va e ACMFITIR ACME Jump Rope ACME Active 76.00 8200 1 400 7.00 500 000 EA

bl Vi e ACMFITME ACME Medicine Ball ACME Active 43,00 T1.00 1 0.00 28,00 7.00 000 EA

.Ey Aceounts Recaivable | RAW ACC ACMFITSE ACME Seeiss Ball ACME Active 100 100 1 000 000 000 0.00 EA

VA ACC ACMFITSE ACME Swiss Ball ACME Active 47.00 10200 1 0.00 55.00 000 000 EA

EE Price Matrix VA EQUIP AFRARCINZ ARC-102 Air Rawer MOLIFI Active 100 100 2 0.00 000 000 1.00 EA

i VA ALMONDS Akmaonds FORFOO Active B,499.00 8,495.00 1 0.00 0.00 0.00 0.00 GM

b vendons va AcC BALPODG.3 Balance Pad 6.3° FIDEBU Active 0.00 0.00 1 0.00 000 0.00 000 EA

== VA ELUBERR Bluberies FORFOOQ Active 5,049.,00 5,0949.00 1 0.00 0.00 0.00 000 GM

E‘!l Accounts Payable VA ELUSYRP Elub-ermy Syrug FORFOQ Active 3,835.00 3.835.00 1 0.00 000 Q00 000 GM

- VA ERNRICE Erown Fice Syrup FORFOO  Active 15,000.00 15,000.00 1 0.00 0.00 000 000 GM

U Purchases va ERNSUG Erown Sugar STRING Active 1,675.00 3,675.00 1 0.00 000 000 000 GM

Vi e CBHALFRACKFS Cross box Half Rack Floar Braces HOLIF Active 0.00 0.00 1 0.00 000 0.00 000 EA

CC\ Purchase History VA ACC CBSSOTZNG Cross Box Squat Stand 72° NOLIFI Active 0.00 0.00 1 000 000 0.00 000 EA

VA EQUIP CBss092se Crogs Bow Squat Stand with Chin Bar 92° WOLIF Active 0,00 000 2 0.00 0.00 0.00 0.00 EA

v [# inventory VA EQUIP CBSS110TE Cross Box Squat Stand wTriple Bar 110° HOLIFI Active 7.00 700 2 0.00 000 000 0.00 EA

VA acc CHSSARNS Crass Box Half Rack Safety Spotter Arms HOLIFI Active 0.00 000 1 0.00 0.00 000 000 EA

SerializedfLot Items VA Acc CCFPKG Charlie CrossFit Package ROGCAN  Active 0.00 0.00 2 0.00 000 0.00 0.00 EA

Negative On Hand VA ACC CHALK Gym Chalk ROGCAN  Active -3.00 -3.00 1 200 0.00 0.00 500 EA

Items not Seld in 2 Years. | yu Ace CMATS Crash Mats ROGCAN  Active 000 0.00 1 0.00 00 oW 000 EA

Moy Drdeving VA COCONUT Coconut FORFOO  Active £,500.00 §,500.00 1 000 000 000 000 GM

e a FAroAw P o 7100 Tiann nma A A Ara ke

Inventory List — When inventory is selected from the main menu, the inventory list is presented to the user
either the last way they left it, or using the default, if it was set by the user. It remembers column position,
width and the column it was sorted by.

Copy — If a user selects an item and clicks copy, the item is opened and the user can select what to copy to
the new item. Then enter a new part number for the item and click OK. The item will then be editable before
saving it.

)
>

spire
Copy from... va INSDBES0

Copyto... |VA | [mspB73l | cancel

Copy customer spedfic prices
Copy zelling price list

Copy extended description
Copy all units of measure

[] Place on hald

» Customer Specific Prices
+ Selling Price List

Extended Description
* Units of Measure
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« Place on Hold

Labels — Any number of item scan be selected and then click on the labels button.
The following dialog will come up and the user can:

+ Set Quantity to one of each label

+ Set quantity to on-hand for each item (default)

+ Set how many blanks to print first in case some of the labels on the sheet are used
* Once all selections are made they can print the labels required

W Print Labels — O >

% = Set Quantity to 1 ﬁi Set Quantity to BOH

Qty  Part Description Location Stock UOM - Sell LOM b4
63 [va ] INSDBEZ0 InSpire Dumbbell 20 EA EA

53 [va ] IMNSKB10 InSpire Kettlebell 10 EA EA

12 [vA ] CUCBETHG1048 ChinUp Bar 1% x 438" Bent Bar W /Hammer Grips EA EA

97 | [WA ] INSBELE100 InSpire 100 Max Blender EA EA

65  [vA ]INSDB10 InSpire Dumbbell 10 EA EA

a6 [va ]INSPOME3-100 | Inspire Omeaga 3 Supplement (100 cap) EA EA

] [va ] MLLATP Lat Machine Plate Loaded EA EA

< b3
Total Labels | 382|

Blank Labels | 4|

Adjust — Any number of inventory items can be selected and then click on adjust. By clicking the down
arrow next the the adjust button, it will become a warehouse transfer instead. The items will then be passed
to a list that the user can edit and add to. The quantities default to zero so the user can edit them to
whatever quantity is required to adjust. The default GL credit account that was setup in Company Settings
Inventory is on each line by default but can be edited. See Inventory Adjustments for more detail.

Requisition — Highlight any number of items and click the requisition button. Usually the user will sort ot
filter by the column “Suggested Order Qty’ and click the requisition button. The items will get passed to the
requisition screen where they can be saved for later ordering, or by processing them direct to a purchase
order. See ‘Requisitions’ for more detail.
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Whss
VA
VA
VA
& va
[ va
VA
VA
VA
VA
B va
B va
VA
VA
VA
RAW
[ raw
A raw

Part No
RESCAB10
RESCAB20
RESCAELD
RESCAESD
RESCABED
RESCABS0
RESCAB30
RESCABGO
PPEARCYC
RESCAB100
PPBARCSC..

PPEARGYSH..
PPBARCCC ...

RESCABFAS

RUBHOSES...

B IRHMSEY

Description

Resistance Cable 10lb Teal
Resistance Cable 20Ib Purple
Resistance Cable 40k Magenta
Resistance Cable 50lb Orange
Resistance Cable 80lb Green
Resistance Cable $0lb Blue
Resistance Cable 30lb Pink
Resistance Cable 60lb Red

PP Bar Double Chocolate Va
Resistance Cable 1001b Black
PP Bar Chacolate Salted Cara..
PP Bar Dark Chocolate Coco....
PP Bar Greek Yogurt Strawber..
PP Bar Chewy Chocolate Chi...
Resigtance cable - Handle Fa
Rubber Hose - Blue

Ruthhar Hrca = Yallnw

Required Qty LOM

12.00 EA
1200 EA
12.00 EA
12,00 EA
1200 EA
12.00 EA
10,00 EA
9.00 EA
8.00 PK
7.00 EA
6.00 PK
6.00 PK
6.00 PK
4.00 PK
0,00 EA
108.00 MET
T2 00 MFT

Urit Cost  Minimum Order  Reorder Qty  Target Type

0.00 Production Order FIDESU

0.00 Production Order FIDEBU -
0.00 Production Order FIDEBU -
0.00 Production Order FIDEBU -

0.00 Production Order FIDEBU
0.00 Production Order FIDEBU
0.00 Production Order FIDEBU

0.00 Production Order FIDEBU -

0.00 Production Order

0.00 Production Order FIDEBU -

0.00 Production Order
0.00 Production Order
0.00 Production Order
0.00 Production Order
0.00 Purchase Order
0.00 Purchase Order
MmN Purchaes Ordse

Vendor No,

- Fitness Develop...
Fitness Develop,.,

Fitress Develop

Fitness Develop...
- Fitness Develop ..
- Fitness Develop...
- Fitness Develap. .
Fitness Develop...

Fitness Develop...

Committed  Backordersd

0.00 12.00
0.00 12.00
0.00 12.00
0.00 12.00
0.00 12.00
0.00 30.00
2.00 10.00
3.00 9.00
0.00 3.00
5.00 7.00
0.00 6.00
0.00 6.00
0.00 6.00
0.00 4.00
120,00 0.00
108.00 0.00
7200 nnn

Refresh — Refreshes the list with any changes made by another user or a process like invoices and

purchase order changing on-hand and costs,

Filters — Allows the user to filter the list to only show what they want. See ‘Filters’ for more information.

Export — Exports the current list layout and sort to Excel or .csv in the same order as listed.

Add - Click to add an inventory item

Edit — Click to edit an inventory item,

Delete — Click to delete an inventory item. There cannot be any on-hand, back ordered, committed or on-

order inventory items of this type to be able to delete the item.

Print — Prints inventory reports. Users can select ‘Print All’ for every item on the filtered list, or ‘Print

Selected’ and then only items highlighted will be passed to the report.
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Details

Inventory Header

I inventory - [VA  1INSKES - m] bt
- & 2
K<>»XM HE = B 2
Warehouse 4 Q, sart Number |NSkBS |DE£I'D‘Dm |InSpire Kettiebell 5 Active ¥
Details Prices and Linits Price Matrix Wendor Prices Sales Sales Hstory Purchases Purchase History Statistics Liser Defined Receipts Serial Mumbers Image Communications: Attachments Components
General
Imventory Type  Normal = | Mon Serialzed =
Productcode | WEIGHT Q| wtemate [inswes Q Price per €4 | 15.00]
SalesDest. |5 [} Accessory [va ]ACMFITR Q) Margin% | 45,00 |
[] Abow Backorders 7] Alow Returns Harmonized Customs Code | 8405847609 Country of Orign | Belgium x
Cost Physical User Defined Display Colars
Average cost 5| Padsie | Looo| | User Type Q) AT -
Current cost 5.2s|  weght | 5.000|  Misc 0
Stendard cost 00a|  Locstion [shelfs B ]
Purchasing UPC Mumbers
Primary Vendor |TN5P:IRE Q| .Ir\wr: China Canadian dolars | TBE34I
Reorder Pont | 12| PG | 0000700044 | Due date [4 /152015 Q)
Min. Order Qty | 12| Duty % s| Freight % 5| Default Expiry Days a + x
Extendad Deseription

.These «can be purchased as a padage with all avalable weghts

©On Hand 115.000 | Committed 18.000 | Backorder 35.000 | On Order 12.000 | Avaiable Qty 97.000

Crested by 55 on 8/25/2014 4:50: 16 PM Modified by 55 on 4/4/2016 12:21:39 PM

Navigation Arrows — Navigates between inventory records keeping the list filtered and sorted as it was
when the item was edited.

Save — Saves and keeps the item open

Save/Close — Saves and closes the window back to the main inventory list.

Delete — Deletes the item if there is none on-hand, back ordered, committed or on-order

Print — Prints reports related to this item

Copy — Copies the item allowing user to edit the warehouse and part number before saving.

Inventory Details
Inventory Type — Inventory items can be set as:

* Normal — For normal buy/sell items
* Non-Physical — For items that are not physically in inventory. Use this for things like labor or
miscellaneous items that belong in a particular sales department. Use caution with cost on non
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physical items. Be sure that the sales department used does not credit the inventory GL account,
unless the user makes sure that an corresponding AP entry gets debited to the inventory asset
account.

» Manufactured — For items where a template is created to deplete raw material items from stock when
building and receiving the finished product into stock. The build process will credit inventory raw
material and debit inventory finished goods, if their sales departments are different.

+ Kitted — Items that are built ‘on-the-fly’ then invoiced to a customer. When a kit is added to a sales
order it commits the components in inventory. When the order gets invoiced the components are
depleted from stock and the kit is put into stock and then immediately removed as the invoice is
posted.

+ Raw Material — Treated the same as normal items. The only reason for a different type is that some
companies want to see raw material separately in stock from normal items.

Serial/Lot — Inventory items can be set as serialized or lot controlled. When serial numbers are received
into stock each serial number has a quantity of 1. Lot numbers can be received with many to the same lot
number. When the item is added to a sales order the user is presented with the serial/lot number(s) to
select. For more details on Inventory Lot Control See this link.

Product Code — This is used to group common inventory items together. The product code can be related
to ‘Sales Dept’ so that when an items product code is edited the related sales department is also changed.

Sales Dept — The sales department is how the GL posting is defined. Each of the 200 sales departments
has an inventory, sales and cost of goods account. See ‘Sales Dept’ in company settings.

Alternate — Sets an alternate inventory item so that if an item is out of stock and it is added to a sales order
the user is prompted if they would like to replace it with the alternate, or to back order the item that is short.
This is also useful if the item has been replaced and the user accidentally uses the old part number.

N Alternate Part Available »

f - . Insufficient quantity on hand; use alternate item: {} with [VA ] PRETRM323
\ available or backorder selected item?

Backorder IUse Alternate

Accessory — An accessory will automatically get added to a sales order under the item that was sold. The
accessory can be a kit, that will ‘explode’ onto the order. Therefore several items will get added under the
item sold. This is very useful because the user will not forget to include the items. An example would be to
add labor and a package of install items for something that needs to be assembled.



Allow Backorders — If unchecked this item cannot be back ordered.
Allow Returns — If unchecked this item cannot have a negative quantity shipped.
Harmonized Customs Code — The customs code that needs to go onto an international bill of lading.

Country of Origin — The country where an item came from that needs to go onto an international bill of
lading.

Average Cost — The average cost of an item based on receipts of items. This is the default method of
costing and is the most common used

* Average Cost = (on-hand x original average cost) + (quantity received x received cost) /
(on-hand quantity + quantity received)

Current Cost — What was last paid for an item or what the user edited the cost to. If the on-hand quantity is
zero and the user edits the current cost the average cost will get the same value.

Standard Cost — A cost that only changes if the user sets it. This is commonly used to inflate the cost by
adding overhead to it. This cost can be used to post to sales history instead of current cost in company
settings/Sales Orders/Process/Post Standard Cost to Sales History Current Cost.

* A user can be set to see all or any of the above costs in inventory, sales and sales history,
in user settings/inventory

Pack Size — The standard pack size that an item is bought and or sold in. This field appears on the sales
order line to encourage the salesperson to sell full packs, but does not warn or use full packs automatically.

Weight — The weight of the stocking unit of measure for this item
Location — The location of this item in inventory.

User Type — This alphanumeric field can have its label defined in Company Settings/Variables and has a
lookup tables associated with it.

Misc. — This numeric field can have its label defined in Company Settings/Variables



Foreground Colour — The foreground or text colour of an item. The colors are user configured for any
purpose the company requires. For instance items that are discontinued can be green.

Background Colour — The background colour of an item.

* The colors of items appear in inventory, on inventory lists, in sales orders, on purchase
orders and on inventory adjustments.

Primary Vendor — The vendor that the item is usually purchased from.

Reorder Point — How many are required to be in stock for this item. The reorder point is used to calculate
the ‘Suggested Order Qty’

Min. Order Qty — The minimum the supplier will sell. This is used in the ‘Suggested Order Qty’
PO Number The last purchase order number issued for this item. This field is editable.
Due Date The due date of the last purchase order issued for this item. This field is editable.

Duty % — The usual duty charged on this item. This field is editable, and if the ‘Save Landed Cost’ is turned
on in Company Settings/Inventory this will be updated when receiving a purchase order and the user has
edited it on the PO line.

Freight — The usual freight charged on this item. This field is editable, and if the ‘Save Landed Cost’ is
turned on in Company Settings/Inventory this will be updated when receiving a purchase order and the user
has edited it on the PO line.

Default Expiry Days — When an item that is lot controlled is received this number is added to the receive
date to calculate the expiration or best before date.

Extended Description — A long description an be added here for this item. It can be printed on sales
reports and invoices. There is a sub report for this purpose on the Spire stock reports but is hidden by
default. Contact your Spire partner if you do not have the knowledge to edit this.

On-hand — Quantity on-hand of this item. It includes all committed items.

Committed — Quantity that are committed on sales orders, production orders and inventory adjustments/
transfers in transit.



Backorder — Quantity on back order on sales orders.

On Order — Quantity on issued purchase orders not yet received.

Available — On-hand quantity minus committed quantity.
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Prices and Units

Unit of Measure (UOM)

B Inventory - [VA 1INSKBS - o x|
TK<H>)N HRx&E B @ |
Warshouse [vA Q parthiber IS | [InSpre Kettebell 5 | [acve ~]

Detais Prices and Linits Price Matrix Vendor Prices Gales  Sales History Purchases  Purchase History  Statistics User Defined  Receipts Serial Mumbers Image  Communications  Attachments Components
Uinit: of Measure

¥ Set Inventory LIOM SetSalesUOM | 1| SetPurchase LOM
+ % o 7

Desoiptian Qiy. Factor  Direct Conwersion  Fractional Quantities

Code Sel Bur
TeA =) =) %) 0
CASE

12 [ A per CASE
A -]

Pricing Taxes Tax Rebates
Level Sel Price (EA) Sel Price (PAIR)  Margin (Curr)  Margin (Avg)  Currency » [esT [ Aberta O Munaut
2 ~
01 15.00 30.00 45.00 45.00
02 0.00 0.00
03 0.00 0.00
04 0,00 0.00
05 0.00 0.00
05 0.00 0.00
07 0.00 0.00
1] 0.00 0.00
©On Hand 115.000 | Committed | 18.000 | Backorder | 35.000 | On Crder 12,000 | Avaiable Qty | 97.000

Created by S5 on 8/25/2014 4:50: 16 PM Medified by 55 on 4/4/2016 12:21:39PM |

Unit of Measure

+ Add

Delete

» Set Inventory UOM
+ Set Sales UOM

» Set Purchase UOM

Each unit of measure has a:

+ Code — A unique code for the UOM

» Description — Optional description for the UOM

* Qty. Factor — How many stocking units in the conversion

» Direct Conversion — Stocking per Unit or Unit per Stocking

» Fractional Qty Allowed — Can this UOM be sold in anything but whole numbers
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+ Sell Allowed — Can this UOM be sold

+ Buy Allowed — Can this UOM be purchased
*+ UPC Code — UPC code for this UOM

* Location — Warehouse location for this UOM
+ Weight — The weight of this UOM.

¥e The stocking unit of measure cannot be edited unless there are zero of the item in stock.

Pricing

Each sell level can have its own price. The amount can be entered as a price and it will calculate margin, or
it can be entered as a margin and it will calculate price. The customer then gets setup with one of the sell
levels.

* When the cost changes the *margin will not be maintained. *

Sell level can be setup in the multi currency module to be assigned to a certain currency. Then when a
customer is added with that currency it uses that level as the customers default sell price.

When a unit of measure is added the price is also added and by default it is multiplied or dived by the
conversion factor. The user can then edit the UOM sell price,

Taxes

Tax1 — Tax1 charged by default on this item
Tax2 — Tax2 charged by default on this item

Levy Code — The levy or environmental fee charged on this item. There is a lookup to select the levy and
they can be added as needed
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Levy - - O X
_. _
H

Code Description |Electronic Disaposal 1

Taxes

[1esT []ECRST

Adjustment Type

(® Amount Adjustment () Percentage Adjustment

Amount | 20,000 |

GL Account | 21410| Q|

Tax Rebates — Canada — Select each Canadian jurisdiction where there is a tax rebate offered for this item.
The rebate percentage is defined in Edit/Sales Taxes.
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Inventory - [VA  ]INSKBS

o ] X
K<>) HEX& @
Warehouse VA Q, Part Number |INSKBS | Deseription | 1nSpire Kettiebel 5 | Actve =
Details Prices and Units Price Matrix \iendor Prices Sales Sales History Purchases Purchase History Statistics User Defined Receipts Serial Mumbers Image dch
Q ?Flhrs v P Export + _?° x {‘-':PurgePrevious 7 Show allinventory matches . .. Show all customer matches
0" Warehouse UM Average Cost  Amount Margin  Minimum Oty Amount Type  Product Code  Customer No. Customer Name Ship To Te
20 VA EA 8.25 15.00 45,00 0.00 Price JACK225 Jackson Fitness Center
46 VA 8.25 12.00 3.25 0.00 Price ARAIZ5E A ar Conditioning ...
47 VA 8.25 5.00 0.00 Discount YMT735 ¥ M Products Inc
48 VA 825 22.00 0.00 Margin PERR915 Permi Sausage Inc
49 VA 8.25 10.00 17.50 10.00 Price WHITE92 Whitney Florists

This displays all of the customers special pricing for this item. Prices can be added and edited from this
screen.See ‘Price Matrix’ for more details.
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K<O>N HRXS @
Warehouse VA Q Part Number |:|NSKBS Description | InSpire Kettlebell 5 Active =
Details Prices and Units Price Mafrix vendor Prices Sales Sales History Purchases Purchase History Statistics User Defined Recepts Serial Numbers Image “ ch
+ 4 * Export
Vendor Code Vendor Name Unit of Measure Cost Price Vendor Part No Start Date End Date
INSPIRE Inspire China EA 8.50 435776 3/2/2014
FIDEBU Fitness Development Equipment  EA 9.00 65657
| vendor Price Edit - ] x
2
Vendor
Inventory [VA ]INSKBS Q| |1nspire Kettiebel 5 |
Vendar | msPrRE Q| [inspre china ||
Vendor PartlNo [435776 |
Start Date 3/2 /2014 Q
End Date D [] Automatically delete price after expiry
Details
Unit of Measure EA -
Minimum Order Qty i]
Cost Price [ 8.50 | [ Automatically update vendor cost in receiving
Variance 2 94:
Quantity Breaks B |
Quantity Cost Price e
ooverd [ sisom)] conmted [ ol i o
25.00 5.00
000 non > B

Allows multiple vendor prices to be added to each item.

* Inventory — Warehouse and part number
* Vendor — Vendor name

* Vendor Part No — Part number the vendor uses and will print on Spire’s default purchase order

number instead of companies part number.
+ Start Date — Starting date for this price
» End Date — Ending date for this price

+ Automatically delete price after expiry — Deletes the modified price when it expires

* Unit of Measure — Unit of measure for this price

* Minimum Order Qty — Minimum order quantity for this price. When the item is added to the PO it will
put at least this quantity on the order. (uses the suggested order quantity from the inventory list)

» Cost Price — Your cost from the vendor
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+ Variance — Difference from the current cost in inventory

+ Automatically update vendor cost in receiving — When a PO is received and the cost is different
than this, this price will be updated.

* Quantity breaks — Prices for different quantities ordered
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| inventory - [V ]IMSKBS - [m] .
— — = =

K<) HREXE& B °

Warehouse ||/ Q, PartNumber |INSKBS | Description |Inspre Kettebell 5 Actve v
Details  Pricesand Units ~ Price Matrix ~ Vendor Prices  Sales  SalesHistory  Purchases  PurchaseMistory  Statistics  UserDefned  Receipts  Serial Humbers mage  Commuricaions  Attachments

Q Yﬁlbs 'l-'-rnul- * . Export @

Drd:r?llo OrderDate InvoiceDate  Customer Mo, Customer Name Order Oty Ship Gty Backordered Gty Retail Price Discount Unit Price Total GP % (Cumrent) GP % [Average] Status
00000119056 | 9/13/2015 ELDEJ2 Elden H Knudson Constretn Co 4.00 4.00 0.00 15.00 0.00 15.00 313.60 45.00 4500 Shipped
0000011938 9/13/2015  9/14/2015 TRAVSST Travel Resources 24,00 0.00 24.00 13.00 0.00 15.00 0.00 Open
0000102618 | 5/13/2015 ELDES29 Elden H Knudson Constretn Co 1.00 1.00 0.00 15.00 0.00 15.00  1,554.56 3240 33.60 Open
0000102673 12/13/2015 711/2015 QPTHOO Optima Limousine Senvice 1.00 1.00 0.00 15.00 0.00 15.00  23,466.24 4110 41.10 Open
0000102673 12/13/2015 CAPIBED Capital Electrical & Sec Inc 9.00 9,00 0.00 15.00 000 1500 5353392 40,30 40.50 Open
0000800007 2/16/2015 JENIG22 Jenkins, Robert L Esq 1.00 1.00 0.00 15.00 0.00 15.00 565.60 44.80 44.70 Open
0000800011 | 2/20/2015 JACK225 Jackson Fitness Center 2.00 0.00 2.00 15.00 0.00 15.00 0.00 Open
0000200011 2/20/2015 JACK225 Jackson Fitness Center 5.00 0.00 5.00 15.00 0.00 34.00 0.00 Open
0000200015 | 3/16/2015 JACK225 Jackson Fitness Center 2.00 0.00 2.00 15.00 0.00 15.00 0.00 Open
0000800018 3/17/2015 JACK225 Jackson Fitness Center 2.00 0.00 200 15.00 .00 15.00 0.00 Open
0000800032 | 4/17/2015 JACK225 Jackson Fitness Center 1.00 1.00 0.00 15.00 0.00 15.00 135.52 31.20 31.20 Processed
QO0DD000T  2/20/2015 JACK225 Jackson Fitness Center 1.00 1.00 0.00 15.00 0.00 15.00 352.80 4470 4450 Processed

Shows all sales order that have this item on it. Also shows the detail of each order as to who the customer

is, the quantities ordered and the sell price. These orders can be edited in the same way as in the sales

order module.
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I Inventory - [VA ] INSKBS

K<>M HEX&

Warshouse V4 q Part Number | [NSKBS

| Description [1nspire Kettiebel 5

— m] x
@
| [Active  ~

Detais Prices and Units Price Matrix Vendor Prices Sales Sales History Purchases Purchase History Statistics

User Defined Receipis

Serial Numbers

Image

Communications  4.tH

Q Y Filtlers = |Search * Bpart O é v 2 L View Journal Eniry P
Irvoice Mo Irvoice Date Customer No. Customer Name Order Qty Ship Qty B/O Unit Price  Extended price Margin % (Average) Margin % (Current) ™
000600026 5/15/2014 DELAS53 Delaware Contractors Assn 1.00 1.00 0.00 15.00 15.00 45.00 45.00
0000600026 3M15/204 DELASS3 Delaware Contractors Assn 3.00 3.00 0.00 15.00 45.00 4500 45.00
0000600037 6/13/2014 BEEG100 Beegee Travel Consultants 3.00 3.00 0.00 15.00 45.00 45.00 45.00
000600060 9/20/2014 DELAS53 Delaware Contractors Assn 2.00 2.00 0.00 15.00 30.00 45.00 45.00
000000034 92072004 LEON158 Leona Mama Pza & Ital Rstmt 10.00 10.00 0.00 15.00 150.00 45.00 45.00
0000600091 9/20/2004 HARRG52 Harris, Baumn E Esq 20.00 20.00 0.00 15.00 300,00 45.00 45.00
0000600103 171172004 LISs141 Liss, Philip A Esq 9.00 9.00 0.00 15.00 135.00 45.00 45.00
0000e00112 1naiz2ma HARVE63 Harvest States Cooperative 3.00 3.00 0.00 15.00 45.00 45.00 45.00
0000600121 12/7/2004 MATE37 Mater Dei College 3.00 3.00 0.00 15.00 45.00 45.00 45,00
0000600124 12/7/2014 HARVE63 Harvest States Cooperative 5.00 5.00 0.00 15.00 75.00 45.00 45.00
DD00G00126 12777214 ELDES29 Elden H Enudson Constretn Co 9.00 9.00 0.00 15.00 135.00 4500 45.00
0000600140 2/3/2015 HARTA28 Hartzheim, Charles J Esg 5.00 5.00 0.00 15.00 75.00 45.00 45.00
0000600152 27372015 BEEG100 Beegee Travel Consultants 3.00 3.00 0.00 15.00 45.00 45.00 45.00
0000s00154 2/3/2015 CARE252 Care Laboratories Inc 5.00 5.00 0.00 15.00 75.00 45.00 45.00
000000165 320725 TRAVIST Travel Resources 13.00 13.00 0.00 15.00 195.00 45.00 45.00
0000600170 3/20/2015 CARE252 Care Laboratories Inc 5.00 5.00 0.00 15.00 75.00 45.00 45.00
0000600172 3/20/2015 CRES143 Crescent Hotel 1.00 1.00 0.00 15.00 15.00 45.00 45.00
0000s00211 416/2005 HARRES2 Harris, Baum E Esq 200 2.00 0.00 15.00 30,00 4500 45.00
0000600217 416/2013 EASTST1 Eastman Chemical Company 1.00 1.00 0.00 15.00 15.00 45.00 45.00
0000600242 1/6/2015 ELDES29 Elden H Knudsen Constretn Co 2.00 2.00 0.00 15.00 30.00 4500 45.00
000000254 Ve 2015 EASTST1 Eastrman Chemical Company 1.00 1.00 0.00 15.00 15.00 45.00 45.00
0000600274 31472015 QPTIN0D Optima Limousine Senvice 1.00 1.00 0.00 15.00 15.00 45.00 45.00
0000600273 3N14/2015 TRAVSST Travel Resources 24.00 0.00 24.00 15.00 0.00 45.00 45.00
0000600285 3Ne/20M5 JACKZ25 Jackson Fitness Center 2.00 0.00 2.00 15.00 0.00 45.00 4500

On Hand 115,000 | Committed 18,000 | Backorder 35.000 | On Order 12.000 | Available Qty | 97.000

Created by 55 on 8/25/2014 4:50: 16 PM Modified by 55 on 4/4/2016 12:21:39 PM

This screen shows all the customers that have purchased this item along with the quantity, price and

margin. The user can drill down into an invoice to print, copy or credit it. If they have the security

permissions to do so they can edit non-financial information on the invoice. This is especially helpful if the

customers PO number was missed or if the wrong sales person was put on the invoice when it was posted.

Once edited and saved the invoice can be sent to the customer with the correct Purchase Order number

and the commission report can be re-printed with the correct salesperson.

This list can be filtered by many criteria and then exported to Excel or .csv.

The original GL transaction that got posted with this invoice can also be viewed.
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Purchases

W inventory - [VA ] INSKBS - m| ®
K<>3M HEX& ®
Warehouse yA Q Part umber |INSKBS | Description [1nspire Kettiebel 5 | [Actve =

Detais Prices and Units Price Matrix Viendor Prices Sales Sales History Purchases Purchase History Statistics User Defined Receipts Serial Mumbers Image Lok

¢ ? Filters V|Scu' ch | + Export + f a bt (Z
PO Number Status Order Date Required Date  Vendor No. Vendor Name  Order Qiy Received Qty Rernaining Q‘ty Unit Price Received Date  UOM
0000700010 Rec Ew'e:l ln"l 3.-"201 3 8/26/2015 INSPIRE Insplre C hl na 8.250 3/14/2015 EA
o 8/26/2015 [ 3/14/2015 _I

Issued 33’1?;"2015 4/14/2016 INSPIRE Inspne China IEDOD 12 ooo 3250

These are all of the purchase orders for this item that are not yet closed to purchase history. You can see at
a glance how many are on each PO, what the price is and when the PO is due. The user can double click on
any PO an edit, issue, receive, apply Accounts Payable entries and close the PO right from this screen.
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Purchase History

Inventery - [VA ] INSKBS - [m] X
Warehouse VA Q, Part Number | INSKES | Deseription [1npire Kettiebel 5 | [Acive  ~]
Details Prices and Units Price Matrix  Wendor Prices Sales SalesHistory  Purchases  Purchase History  Statistics User Defined Receipts Serial Numbers Image  Communications Attadirlk
Q‘ Y Fiiters 'thﬁu ch ] T Export Q é - )
PO Num?:u Vendor Mo. Vendor Name Vendor Order Mo Gty Ordered Cty Received Unit Price Base Unit Price Received Date UomM Product Code Order Date
INSPIRE p 354 .00 3/28/2016 2/20/2015
INSPIRE Inspire China 123354r 2.00 2.00 825 8.25 3/28/2M8 EA WEIGHT 2/20/2015
INSPIRE Inspire China 2.00 2.00 8.25 8.25 3/30/2015 EA WEIGHT 3/16/2015
200.00 200.00 825 825 217204 EA WEIGHT 21172013

In this screen the user can see all purchase orders that have been closed to purchase history. A filter can
be set to just view the range that the user wants. The user can double click on a Purchase Order and see
what was ordered and than copy or credit it.
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K<) HEX&s B
Warehouse VA Q, Part Number |IN5K:E|5 Description | InSpire Kettlebell 5

Details Prices and Units Price Matrix Vendor Prices Sales Sales History Purchases Purchase History Statistics
Year End Period Period Ended Oty Sold  Total Sell  Total Cost  Gross Profit GP %% Average Sell  Average Cost UOM
12/31/2016 4 4/30/2016 1.000 15.000 8.250 6730 450 15.00 8.25 EA
1273172015 8 9/30/2015 8.000 120.000 2.000 54.000 450 15.00 8.25 EA
1273172015 ] 3205 1.000 15.000 8.250 6,730 45.0 15.00 8.25 EA
12/31/2015 3 4/30/2015 3.000 45.000 24.750 20250 45.0 15.00 8.25 EA
12/31/2015 2 3/31/2015 23.000  345.000 189,750 155.250 450 15.00 8.25 EA
1273172015 1 2/28/2015 13.000  195.000 107.250 87750 45.0 15.00 8.25 EA
173172015 12 173172015 3.000 45.000 24.750 20,2500 45.0 15.00 8.25 EA
1/31/2015 11 1273172014 17.000  255.000 140.250 114.750 450 15.00 8.25 EA
1/31/2015 10 1173072014 12.000 120,000 99,000 81.000 450 15.00 8.25 EA
1/31/2015 8 9/30/2014 32.000 430.000  264.000 216,000 45.0 15.00 8.25 EA
173172015 5 B/30/2014 3.000 45.000 24.750 20,2500 45.0 15.00 8.25 EA
1/31/2015 4 573172014 4,000 20.000 33.000 27.000 450 15.00 8.25 EA

From this screen every sale of this item is summarized by year and period. The user can see the totals sold

for each month along with the profit.

Displayed is:

* Year

* Period

» Period Ending
* Qty Sold

+ Total Sell

» Total Cost

* Gross Profit
* GP %

* Average Sell
* Average Cost
+ UOM
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nventory - [VA ] INSKBS

[ ] — O b |
=1 1 = =
K<O>N HEX& B @ |
Warehouse | VA Q, Part Number |INSI<EE Description | InSpire Kettlebell 5 | Active ¥ |
Details Prices and Units Price Matrix ‘iendar Prices Sales Sales History Purchases Purchase History Statistics User Defined Receipts seriaih |
Food Info Preparation Info @
Gluten Free O
Kosher O
Store Temp (Degress C) |
User Defined Page - Food Info ?
Label |Food Infol
GlutenFree MNew
Kosher
StoreTemp Edit
Delete
Move Up
Maove Down
Ok
Cancel
Add Page Edit Page Remove Page Mave Left Mave Right

In this tab the user can enter data into user defined fields that can be created for data not stored in Spire by
default. If they have the user setting General/Edit UDF Structure checked, they can also edit, add and
delete different types of fields to the UDF structure. See User Defined Fields for more details.
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I inventory - [VA ]INSKBS

K<>M HEX &

)

Warehouse VA Q| PartNumber |INSKBS

Description | InSpire Kettiebell 5

| [actve =

Details Prices and Units Price Matrix ~ Vendor Prices
Q Yoriters ~ * Bpot  F viewro

P.0. No. Recei;t Ne VWendor No Vendor Name
ROOO0O000T 40

0000700010 159 INSPIRE  Inspire China
0000700010 178 INSPIRE Inspire China
0000700037 204 INSPIRE Inspire China
0000700026 320 INSPIRE Inspire China
0000700026 321 INSPIRE  Inspire China

Sales Sales History Purchases Purchasa History

Date
2/1/2m4
3/1472015
3/14/2015
3/30/2015
3/28/2016
3/28/2016

Location Stock Qty Stock UOM
200,00 EA
24.00 EA
2.00 EA
2.00 EA
2.00 EA
5.00 EA

Statistics ~ User Defined Receipts

Receipt Oty Receipt UOM
200.00 EA
24.00 EA
2.00 EA
2.00 EA
2.00 EA
5.00 EA

Serial Numbers Imagé »

Cost Sell Price ¢
8.25 15.00 F
825 15.00 F
8.25 15.00 F
8.25 15.00 F
8.25 15.00 F
825 15.00 F

Similar to the purchase history tab, this shows receipts for the item. Unlike purchase history this includes all
receipts done from purchase orders not yet closed, and it shows all receipts done from the inventory

adjustments module.

The PO and the adjustment can be viewed to see what else was on it.
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m Inventory - [VA ] YOGURTCOATING - O X
=1 1 = =
>N HRX& B
Warehouse va Q Part Number |YDGURTCO.A‘I'ING Description |High Protein Yogurt Coating | Active -
Prices and Units Price Matrix Vendar Prices Sales Sales History Purchases Purchase History Statistics User Defined Receipts Lot Numbers 1m.?
Available - g
Mumber Hold Available Oty Unit Cost Sell Price Expiry Date
4363520577 900,00 0.45 0.529 6172016
47657756 2,200.00 0.45 0.529 5/5/27
5678909 | 2,900.00 0.45 0.529 1/8/206
MNumber Type Mo Receipt Mo Date Unit Cost Received City Sales Oty
5678909 PORD 0000700055 220 9/9/2015 0.45 6,000.00 0.00
5678909 SHIS 0000600342 47472016 0.00 0.00 100,00
5678909 SHIS 0000600343 47472016 0.00 0.00 1,000.00
5678909 PORD 0000000007 345 47472016 0.45 -200.00 0.00
5678909 PORD 0000000008 358 47472016 0.45 -1,800.00 0.00

Cn Hand 6,000,000 | Committed

0.000 | Backorder

0.000 | On Order | 0.000 | Available Qty 6,000,000

On the upper section it shows:

* Number — The lot number
* Hold — Whether it is on hold. This is used to quarantine lot numbers
» Available Qty — How many are still available to sell or for production
» Unit Cost — Cost of this lot number

+ Sell Price — Sell price of this lot number

+ Expiry Date — Expiration or best before date

Created by 55 on 9/9/2015 10:57:04 AM Modified by 55 on 4/4/2016 3:41:17FM

You can select a lot number and see its disposition. The information shown is:
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* Number — The lot number

+ Type — Type of movement. Can be PORD for PO receipt or Production consumption

* No — The document number. Can be a Purchase order, an Invoice, a Production or adjustment
number

* Receipt No — Receipt number

+ Date — Date of transaction

* Unit Cost — Cost of the lot receipt

+ Received Qty — How many were received on a PO or consumed in production

+ Sales Qty — How many were sold

As you can see by the data saved on a lot number a full tractability can be done. It takes literally seconds to
find out where an item came from, who it got sold to, what other item it was consumed by and how many are
left in stock.
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Inventory - [VA ] PRES323

I

Warehouse va

rices and Units

Available

A [ H X

B3

Q, Part Number |PRE5323

Price Matrix Vendor Prices

=1

Description

Sales Sales History Purchases

(i)}
\

Precor 53.23 Functional Trainer

| Active -

Purchase Histary Statistics

UserDefined ~ Receipts  Serial Mumbers  4mk

[— ]

Al

Depleted Hold vailable Oty Unit Cost

T | 1.00 1,299.50

224345 O 1.00 1,299.50

2epa0p42 [ 1.00 1,299.50

34567 O 1.00 1,299.50

46765196 [ 1.00 1,299.50

56405604 [ 1.00 1,299.50

gaddsass [ 1.00 1,209.50

MNumber Type Mo Receipt Mo Date Unit Cost Received Cty Sales Gty
234345 PORD  DODOTD0016 114 2/16/2015 1,209.50 1.00 0.00
On Hand Committed 0.000 | Backorder 4.000 | On Ordler | 0.000 | Available Qty

Created by 55 on 10/2/2014 10:10:23 AM Modified by 55 on 3/16/2015 3:55:44 FM

The serial number tab shows the serial numbers for this item. By default it shows the available serial

numbers but the user can select ‘Depleted’ and ‘All’ as well.

The upper area shows the serial, the hold flag and the unit cost, and the lower area shows the PO that it

was received on, and if sold, the invoice that it was sold on.
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Image

W inventory - [VA ] PRES323 - ] %
] L1 =] = _
HE = |-— @
Warehouse VA Q, Part Number |PRE5323 Description | Precor 53,23 Functional Trainer | Active -

sles History Purchases Purchase History Statistics User Defined Receipts Serial Mumbers Image Communications Attachments Components 4)

7

| C: Users/aromeyn /PicturesManuallmages ftreadmil. jpg Browse... Clear Open...

Browse to any image on your computer and select it to have it show on this page. You can then click on the
‘Open’ button to view/edit it with your default image viewer/editor. This image will show up on the left hand
pane in POS when the item is added or selected.
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Communications

wentory - [VA ] INSWPS — ] *
K< HEX&E B ®
Warehouse va Q, Part Number |IN5WP5 | Description |In5pire Weight Plate 5 | Active  +

Vendaor Prices Sales Sales History Purchases Purchase History Statistics User Defined Receipts Serial Mumbers Image Communications 4t

Q Y Fiters v[search | 2 eport wfm F v &
Subject N Created Date Created By Due Date Completion Date Attention Display Type Assigned To Group Type
Package Available 4/4/2016 S5 Alert
Check Inventory 4/4/2016 55 4/8/2016 SHIPPER

Mote - Package Available - O *
L_—Il F' ‘H-_lg') Insert Date/Time ) )I Y
Subject | Package Available | Type | Q|

Be sure to tell the customer that this item is avalable at a better price if bought as a package with all weights

Details Reports Display

Assigned To ljl [ue Date [ rint
Number 0.000 | Completed Date Where -

Created by 55 on 4/4/2016 4: 18:56 PM Modified by 55 on 4/4/2016 4: 18:56 PM

On Hand 151.000 | Committed | 51,000 | Backorder | 0.000 | On Order | 0.000 | Available Gty 100.000

Alert on Orders

Notes can be added to inventory items for various reasons. If the alert flag is set like the example above this
note will pop up when adding the item to an order. The note can also be assigned to a user so that when the
user logs into Spire and the note is due or overdue it will be included on their alerts list.

This note can also be included on any report. Many of Spire’s stock reports have a sub report on them that
is hidden and using Crystal Reports your Spire partner can assist to have them print where required.
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Attachments

| inventory - [VA  ]INSWPS - O %
K<) HRxXE B ®
Warehouse VA Q, Part Number |INSWPS Description | InSpire Weight Plate 5 | [active  ~|

sles History Purchases Purchase History Statistics User Defined Receipts Serial Mumbers Image Communications Attachments Components 4)

+ X

Subject Document Type Document Path User Added Date Added v
~

Video Demo TechSmith Recording C: /Usersfaromeyn/Desktop/capture-1.trec 55 2016-04-04
Instruction Book | Adobe Acrobat Document | C:Usersfaromeyn/Desktop/INSWPS Instructions. pdf Mone ;

Any number of attachments can be added to an item. Once attached the user simply double clicks the
attachment and it will open in the default viewer for that type of document.

In this example there is a demonstration video attached as well as an instruction book.
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I inventory - [VA ] PPBARCSCAEPK - O X
— g m =
HE Xa B3 7
Warehouse Q, Part humber |PPBARC5C4E=K Desaiption | PP Bar Chocolate Salted Caramel S0g (48 pack) | |Pctive
Prices and Linits Price Matrix Vendor Prices Sales Sales History Purchases Purchaze History Statistics User Defined Receipts Lot Numbers: Image Communications Attachments Components 4
L buid o L subassembi 12 comv &
- = assemblies 12} Cony Companents
Inwentory Deseription Quantity Extended Qty Uit Cost  Extended Cost UOM  Comw. Factor Ty, Ussge Lead vender Mo, Exp, Srap %
@ [vA ]PPBARCSCAZPK PP Bar Chocolate Salted Caramel 50g (48 pack) 100.00000 100.00000 233.65000  25,365.00000 PK 0
@ va 1WHEPRO Whey Protein 100.00000  10,000.00000 0.2 2,500.00000 G 10, 0F ster Food Ingredients
@ VA 150YLEC Soylecithin 2000000 2000.00000 0.90000  1,800.00000 GM | 1GM per GM  2000.00 r Food Ingredients
@ va Mozt Milk GM per od Ingredients
@ va Eggs GM per 2
@ va Brown Sugar GM pes 5 :
@ va Salt M per 2 er Food Ingredients
@1 Salted Caramel GM per GP 12 - Forester Food Ingredients
@ va High Oleic Sunflower Oil GM per ( 3 tester Food Ingredients
g va Xantham Gum GM per Gh ter Food Ingredients
@ va Madified Tapicoa Starch M per GM STRIN ategic Ingredients
< >
Manufacturing Notes Instructions
This item may contain peanut resdue
On Hand 0.000| Committed | 10.000 | Backorder 6.000 | On Grder | o.eou| Avalable Gty | 0.000)

Created by 55 on 10/2/2014 10:10:33 AM Medified by 55 o0 9/15/2015 12:27:23PM

If an item is set as manufactured or kitted it will have a components tab. You can see very visually if you

have enough stock to be able to build the item. The green dots mean that there is enough of the component,

the red dot means that there is not, and the yellow dot means that there is enough for this build but we are

over-committed. There is also an orange dot to indicate that we are short, but a purchase Order has already

been issued for the shortage.

» Build — Click to relieve the components of a manufactured item and add the finished product to stock.

A journal entry will be posted to credit the raw materials and debit finished goods, if the GL account

for the items are different.
+ Add - Adds a component
* Delete — Deletes a component
* Print — Prints a report for this template

+ Sub Assemblies — Shows and expands sub assemblies. If there is a + in front of the sub assemblies

the components of that sub-assembly will be depleted instead of the finished sub-assembly

+ Switch to Alternate — If a component is out of stock, clicking this button will switch to the alternate

part number if it is setup
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+ Copy Components — If creating a new manufactured item clicking the ‘Key Components’ button will
prompt the user to select another item to copy the components from.

Manufacturing notes — Can be entered here to post notes to history. These notes will not be saved to the

components template.

Instructions — Can be added to the top item and line by line on the components. These notes are save to

the manufactured item template.
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Inventory — Included Reports
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Inventory Labels

Labels can be printed from a purchase order or from the inventory list.

Purchase Orders

Click on the label button on the details toolbar of the purchase order and a screen will come up that is
populated with the items on the purchase order. The quantities will be set to the receive quantity of if they
have not yet been received, the order quantity.

HE 6 | gl Coenendor 3% View Compact @
% Refresh Prices a'u-m: 7@ Reaive 3 invaice ﬁlem E Totabs by Receiving Qty () tiextphose |- € € D I

Main Bill To Ship To Infio Communications Sales History Receive Order Receipts Phase User Defined Attachments Purchase History
Vendar Order Detais

Status Issued K
vendor Na, [mseme Q| [tnspire china | mates |

| rore
vedorOrderbo [ | Reference No | OrderCate  [05/10/2015 Q)
Seowsions ot
f = Y

Ship To Customer Ql Ship Address ID | ql Fod Receive Date |05|"10.|'2016 q

- e e

Ship Via Ql Description | Lacation -
Ttems E Print Labels - ] bt
[ =
+ ¥ seriadtumbers  PPE Scan Ttems Comment =] Show UDF (m Recefving a ‘ Set Quantity to 1 m Set Quantity to BOH
H . . = . — = :
Part Mo Description Orcler Qty Receive Qty | |Qty Part Deseription ¥ | Freight % Freig *
| VA 1IMSDB40 InSpire Dumbbell 40 £,000 8.000/| |8 WA ] INSDB40 InSpire Dumbbell 40 ~ 000 0.
[Va 1INSCW30D Inspire Coconut Water (300mil) 50.000 3000) 3 [¥A ] INSCW300 Inspire Coconut Water (300m) [ 000 0
! [VA 1INSDB30 InSpire Dumbbell 30 5000 5000 | |5 [va ] INSDEID InSpire Dumbbel 30 0.00 0.
[Va ]INSDB40 InSpire Dumbbell 40 4,000 4000 |4 [va ] INSDE40 InSpire Dumbbel 40 000 W
| [VA ]INSDB25 InSpire Dumbbell 25 14,000 2,000 | 2 [va ]INSDE2S InSpire Dumbbell 25 0.00 o
V& 1INSWP4S InSpire Weight Plate 45 12,000 5000 | (S [va ] INSWP4S InSgpire Weight Plate 45 000 0
[ VA 1INSKBS InSpire Kettlebell 5 24,000 12000 | |12 [va ] INskBS InSpire Kettiebell § 000 0.
VA ] INSWP3S InSpire Weight Plate 35 16,000 0,000 | | 15 W& ] INSWP35 InSpire Weight Plate 35 0.00 L17]
' [va 1iMSDB3S InSpire Dumbbell 35 10.000 5.000 | inSpire Dumbbell 35 000 0.
VA ]INSPOME3-100 Inspire Omega 3 Supplement (100 cap) 10.000 10000 | |10 [¥A ] INSPOME3-100 Inspire Omega 3 Supplement (100 cap) 000 v
| < ] |4 WA ] INSDB25 InSpire Dumbbell 25 >
1 [WA ] INSDB45 InSpire Dumbbel 45 I .
avatatle [ 181000] onvand [ 202.000] Conmited 2000 |l s meosts Insowe Dumbbel 15 o p
K » |
Tatal Vendor Freight 0.00 Discount 0.0 % WLMlj = shown in Canadian dollars.
Landed Freight 0,00 Weight
e ™ e | 11,711.70
Crea 55 6n D! 16 3:21:34PM S5on 05/10/2016 3:21:34PM

Inventory List

To print labels from the inventory list, highlight the ones required and click on the ‘Labels’™* button on the
inventory toolbar.
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Print — Prints quantities of each item on the list.

3 . Adjust ~ I Requisition Q Y Fiters v [search P Epot wm W e
Part numAber Descriptiol OnHand Status Available Backorder Committed On On
CMATS Crash Mats TR - oo oo oo
COCONUT ( ut | Print Labels - O X o
COCPOW )
CUBEAMKIT gy & setquantityto 1§58 St Quantity to BOH 0
CUCBBT12548K 0
CUCBBTHG1048  [ChinUpEs " ient Bar W Hamme Qty Fart Description w0
CUCBST12548K  Chin Up Bar 1.25" x 48" Straight Bar 1 [VA ] CUCBST12543K Chin Up Bar 1.25" x 43" Straight Bar o
CUCHINKITS Chin Up Kits 0 VA ] CUCHINKITS Chin Up Kits U
CUHGHANDLES  Hammer Grip Handles Kit 0 VA ] CUHGHANDLES Hammer Grip Handles Kit a
DRECHOC Dark Checolate 9500 | [VA ]DRKCHOC Dark Chocolate g
EGGS Eggs 7851  [VA ]EGGS Eaas a
HARWY Human X Weighted Vest 0 VA ] HARWY Human X Weighted Vest o
INSELE10D InSpire 100 Max Blender 92 [vA ]INSBLE100 InSpire 100 Max Blender 4
INSCW300 Inspire Coconut Water (300ml) 202 VA ]INSCW300 Inspire Coconut Water {300m) 2
INSDETD InSpire Dumbbell 10 63 VA ]INSDE10 InSpire Dumbbel 10 2
INSDEB15 InSpire Dumbbell 15 216 [vA ]INSDE15 InSpire Dumbbell 15 4
INSDB20 InSpire Dumbbell 20 38 [VA ]INSDB20 InSpire Dumbbell 20 1
INSDB25 InSpire Dumbbell 25 100 [vA ]INSDEZS InSpire Dumbbell 25 4
INSDE30 In5pire Dumbbell 30 179 [va ]INSDB30 InSpire Dumbbell 30 3
IN5DE33 InSpire Dumbbell 35 % VA ]INSDE3S InSpire Dumbbel 35 o
INSDB40 InSpire Dumbbell 40 115 [VA ]INSDB40 InSpire Dumbbell 40 a
INSDE43 InSpire Dumbbell 45 103 [VA ]INSDE45 InSpire Dumbbell 45 0
IMSDEBS InSpire Dumbbell 5 5
INSDBS0 InSpire Dumbbell 50 — )
INSFITFT2 Inspire Fitness Weight Bench for FT2 < > 0
INSFITLEGEX |||.:2i|'=' Fitness Le | Ext. £ o for FT2 ||
INSKB10 InSpire Kettlebell 10 Total Labels | 18,506 | U
INSKEB15 InSpire Kettlebell 15 a
INSKB20 InSpire Kettlebell 20 Blank Labels | | 1
INSKB25 InSpire Kettlebell 25 0
INSKE30 InSpire Kettlebell 30 82.00 Active 63.00 18.00 19.00 30

Set Quantity to 1 — Clicking this sets all quantities to 1 so only 1 label will be printed for each item.

Set Quantity to BOH — Changes the quantity of labels for each item to the balance on-hand.

Qty — Gets populated with the receive or order quantity from a purchase order and the On-Hand quantity if

printed from inventory list. These quantities can be manually edited.

Part — The item for which labels will be printed.

Description — The description of the item for which labels will be printed.

Total Labels — Total quantity of labels that will be printed. This is helpful so that the user loads enough

labels in the printer.
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Blank Labels — How many blank labels to print before starting the first one. This is helpful if the user is
printing on sheets of labels and some were used the last time labels were printed.

Video Instruction — Inventory Labels


https://www.youtube.com/embed/UI3TotPG9Ws?rel=0
https://www.youtube.com/embed/UI3TotPG9Ws?rel=0
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Requisitions is the step in between Sales/Production/Inventory and Purchase orders. Items sent to

requisition stay on the list until the purchase order is closed or the production order is built.

E Requisition List - o
F,I x Q g b Y Hide Processed WG, Process

Whse Part No Description Required Oty Unit Cost Target Type Vendor No. Order No OnHand On Order Committed Backordered
VA INTRS400 Intek R5-400 Rowing Machine 1.00 20680 Purchase Order INTEK - International Technology 0000700046 138,00 0.00 13.00 4,00
VA INTTK200 InTek TK200 Cross Trainer 7.00 885.00 Purchase Order INTEK - International Technology 0000700042 29.00 0.00 38.00 11.00
VA INTTK200 InTek TK200 Cross Trainer 29.00 835.00 Purchase Order INTEK - International Technology 0000700046 29.00 0.00 38.00 11.00
VA INTTK200 InTek TK200 Cross Trainer 2.00 885.00 Purchase Order INTEK - International Technology 0000700046 29.00 0.00 38.00 11.00
VA INTTP300 Intek PT-500 Vibration Plate 4.00 472.00 Purchase Order INTEK - International Technology  00D0T00046 91.00 0.00 4.00 400
VA MISC This descrption passes to req... 3.00 0.00 Purchase Order INTEK. - International Technology 00007000486

VA MS-RS1000  Moet Systems RS-1000 Tread... 62.00 1,530.00 Purchase Order MOESYS - Moet Systems 1200 2.00 12.00 23.00
VA MS-RS1000  Moet Systems RS-1000 Tread... 20.00 1,530.00 Purchase Order MOESYS - Moet Systems 0000700043 12.00 2.00 12.00 23.00
VA MS-RS1000  Moet Systems RS-1000 Tread... 2.00 1,530.00 Purchase Order MOESYS - Moet Systems 0000700047 12.00 2.00 12.00 23.00
VA MS-RS1000  Moet Systems R5-1000 Tread... 1.00 1,530.00 Purchase Order MOESYS - Moet Systems 0000700043 12.00 2.00 12.00 23.00
VA NATBELSS  Weight Lifting Belt Model 55 7.00 66.00 Purchase Order MATPRO - National Equipment DDOOTO0005 54.00 29.00 3.00 12.00
VA MATBEL5S  Weight Lifting Belt Model 55 10.00 66.00 Purchase Order NATPRO - National Equipment 0000700003 .00 29.00 3.00 12.00
VA MNATBELSS  Weight Lifting Belt Model 55 12.00 66.00 Purchase Order MATPRO - National Equipment  DDDOT00009 54.00 29.00 3.00 12.00
VA NATPUBA  National Pushup Bars a.00 33.75 Purchase Order MATPRO - National Equipment 0000700003 62.00 8.00 13.00 6.00
VA NATWR Mational Wrist Roller 5.00 21.75 Purchase Order MATPRO - National Equipment 00DOTO0048 59.00 0.00 64.00 0.00
VA NATYMZ0D  Matienal 900 Yoga Mat 5.00 9.375 Purchase Order MATPRO - National Equipment DDODTOO000S 173.00 29.00 31.00 1.00
VA MWATYME00  National %00 Yoga Mat 22.00 9.375 Purchase Order MATPRO - National Equipment DODOTO000S 173.00 29.00 31.00 1.00
VA NATYMS00  National 900 Yoga Mat 6.00 9.375 Purchase Order MATPRO - National Equipment 0DO0T0000% 173.00 29.00 31.00 1.00
VA OMEIOOHHM Omega 300 Heart Rate Monitor 41.00 58.74 Purchase Order OMEELE - Omega Electronics Inc 0000700004 64,00 41.00 16.00 6.00
VA OME300HHM Omega 300 Heart Rate Monitor 1.00 58.74 Purchasze Order OMEELE - Omega Electronics Inc  D0DOT00021 64.00 41.00 16.00 6.00
VA OME200HHM Omega 300 Heart Rate Menitor 1.00 58.74 Purchase Order OMEELE - Omega Electronics Inc 0000700021 64.00 41.00 16.00 6.00
VA OME300HHM Omiega 300 Heart Rate Monitor 1.00 58.74 Purchase Order OMEELE - Omega Electronics Inc 0000700021 64.00 41.00 16.00 6.00
VA PPBARCCC... PP Bar Chewy Chocolate Chip... 3.00 36.26 Production Order 0000000019 0.00 0.00 0.00 4.00
VA PPBARCCC... PP Bar Chewy Chocolate Chip... 4.00 36.26 Production Order 0.00 0.00 0.00 4.00
VA PPBARCCC... PP Bar Chewy Chocolate Chip... 5.00 36.26 Production Order 0DODDO0O3T 0.00 0.00 0.00 400
VA PPBARCCC... PP Bar Chewy Chocolate Chip... 9.00 36.26 Production Order 0000000054 0.00 0.00 0.00 4.00
VA PPBARCCC... PP Bar Chewy Chocalate Chip... A4.00 36.26 Production Order 0.00 0.00 0.00 400
VA PPBARCPC... PP BarChocolate Peanut Butt... 6.00 36.26 Production Order 0000000035 13.00 0.00 0.00 1.00
VA PPBARCPC... PP Bar Chocolate Peanut Butt... 5.00 36.26 Production Order 0000000039 13.00 0.00 0.00 1.00
VA PPBARCSC... PP Bar Chocolate Salted Cara.., 11.00 36.26 Production Order 0000000036 0.00 0.00 0.00 6.00
VA PPBARCSC... PP Bar Chocolate Salted Cara... 6.00 36.26 Production Order 0000000022 0.00 0.00 0.00 6.00
WA PPBARCSC... PP Bar Chocolate Salted Cara... 5.00 36.26 Production Order 0000000040 0.00 0.00 0.00 6.00
VA PPBARCSC... PP Bar Chocolate Salted Cara... 6.00 36.26 Production Order 0.00 0.00 0.00 6.00
VA PPBARCSC... PP Bar Chocolate Salted Cara... 6.00 36.26 Production Order 0.00 0.00 0.00 6.00

Save — Save changes

Delete — Delete a line from list

Refresh — Refresh to get changes from other users on the network

Print — Print requisition reports

Hide Processed — Hide requisitions that are already on a purchase order or production order

Process — Create PO or production orders
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On the sales order list, one of the available fields is ‘Backordered’. If there is a check in the box it means

that at least one item is backordered on the sales order. If a filter is created that has the criteria

Backordered — is true, then the list will only have sales orders with a backorder on it.

We can then simply highlight all the orders on the list and click the ‘Requisition Button’.

Inspire Health Systems.

Eile Edit Customers Vendors

> a Customers

w Sales

e
Orders < 30% GP
Processed
Shipped

‘Oist Point of Sale

» \-u;:" Sales History

9[ _H Accounts Receivable

ﬁ Price Matrix

v [

Inventory

Needs Ordering
Serialized/Lot Items
Negative On Hand
Items not Sold in 2 Years

Inventory Purchasing Preduction Sales Payroll Jools Help
Q Yﬁla's'f-ea'cr * Export +v &
[ [ e B
Matchif Al + of the following aiteria are true
+ | X Backordered v  istrue -
Order IGo Customer No. Custorner Name Status
0000011905 EASTST1 Eastman Chemical Company  Open
0000011906 ELDES29 Elden H Knudson Constrctn Co  Shipped
0000011907 ER118 E R Partridge Inc Shipped
0000011917 ER118 E R Partridge Inc Shipped
0000011925 BELL383 Bell West Credit Union Open
0000011938 TRAVSST Travel Resources Open
0000011941 CAPIGED Capital Electrical & Sec Inc Open
0000011943 DATAI00 Data Management Services Inc  Open
0000102616 DuPO1%2 Dupoent Photographers Open
0000102629 ER118 E R Partridge Inc Processed
0000102652 MAULSSE Maull Baker Box Ci Open
0000102667 ER118 E R Partridge Inc Processed
0000102668 ELDES29 Elden H Knudson Censtrctn Co Open
0000102673 OPTIOO Optima Limousine Service Open

=

Type Required Date
Sales Order 91372015
Sales Order 9/13/2015
Sales Order 9/13/2015
Sales Order 9/13/2015
Sales Order 9/1372015
9/13/2015
Sales Order 9/13/2015
9/13/2015
Sales Order 5137205
Sales Order 6/13/2015
Sales Order 11/13/2015
Sales Order 11/13/2015
Sales Order 111137215

SRR 12132015

Subtotal
0.00
280.00
0.00

I @) Hold wmp Process WM Reprocess ﬁ Invoice ' R

Subtotal Ordered Backordered

41288 4
1,955.00 [
285.00 |4
1,908.00 [
4400 A
54,870.00 [
181.00 4
1,694.00
6,915.00 4
24,982.90 [
20,693.00 [
4,165.00 [
5,924.00 |4
21,072.00 [

Page 394 of 462



Spire Systems Inc

From Inventory List

Spire User Manual - 2.2

On the inventory list the user can highlight any number of items and click ‘Requisition’. The usual method is
to sort by the column called “Suggested Order Qty” and requisition the required items. The suggested

quantity is (BackOrder+Committed+ReOrderPoint) — OnOrder and then rounded up to the suppliers

minimum order quantity for that item.

In this example a filter has been created called “Needs Ordering”

. It has one filter selection — >> ‘Suggested

Order Qty is not 0.00 and only the columns pertaining to the inventory quantities are selected. Therefore the

displayed items on the list need to be ordered.

] inspire Health Systems.

File Edit Customers Yendors lnwentory Purchasing Production Ssles Payroll Tooks  Help

t@ T Labels T Admst v o Yﬁmv[-.,__,._.

Matchif Al - of the folowing diteria are true

s Customers
m_]l{' Sales

i

‘H—“‘ Point of Sale

@ Sales History

T-)—'_-—H Accounts Receivable

Eo Price Matrix

v [ Inventory

Needs Ordering
enalized/Lot [tems

HNegative On Hand
Items not Sold in 2 Years

+ (X | Suggested Order Oty ~ | snot - 0.00
Warehouse Part nun:ber Description Suggested Order Oty Vendor
VA AFRARCI0Z ARC-102 Air Rower 1.00 NOLIF
VA CHALK Gym Chalk 5.00 ROGCAN
WA CUBEAMKIT Chin Up Bar Beam Mounting Kit 1.00 NOLIFI
WA CUCBST12548K  Chin Up Bar 1.25" x 48" Straight Bar 37.00 NOLIFI
VA INSKBAD InSpire Kettlebell 40 10,00 INSPMRE
VA INTTE200 InTek TK200 Cross Trainer 44,00 INTEK
VA MS5-R51000 Moet Systems RS-1000 Treadmill 21.00 MOESYS
\|'Fn MNATWR Mational Wrist Roller 5 E(I MATPRO

PPBARCCCWK PP Bar Chewy Chocolate Chip 50g (48 pa:k]

_ PP Bar Chocolate Salted Caramel 50g (48 p
WA PpGARCICOA@K PP Bar Dark Chocolate Cocanut S0g Mvﬂck]
VA PPEARGYSABEA PP Bar Greek Yogurt Strawbery - Tg (43 Pack) a m

DII!

-1.00
-3.00
0.00
-1.00
43.00
29.00
12.00
59 00

ODO

0.00
00
0.00
0.00
9.00
11.00
23.00
DECI

6.00
6.00

0.00

0.00
0.00

toot e /W&

0.00
0.00
0.00
3600
0.00
24,00
0.00
EI w

0.00
0.00

Available On Hand Backorder Committed ReorderPoint On Order Minimum Buy Gty
-1.00

0.00 0.00
0.00 0.00
0.00 0.00
0.00 12.00
0.00 0.00
0.00 12.00
200 0.00
D.III D.m

- t —-m-m-m-m—m-m—m

0.00 0.00
0.00 0.00
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From Sales Order

If we have back ordered items in a sales order we can see line by line what our default vendor is that we
buy the item from. If you want to select an alternate vendor, simply click the lookup. Then click on the
‘Requisition’ button. The back ordered item will get passed to the requisition along with the vendor from the
line of the sales order.

T Sales Order - 0000102616 Dupent Phetographers — O >
L_—II F' x g I( ( ) )I EJQ Process WM Reprocess ﬁ Inwoice '_}' Mext Phase I
¢y Open Customer d-:-b View Expanded E Totals By Ordered Qty '*:5 Deposits

Inventory is available to commit on this order. Ship Available Dismiss

Main Bill To Ship To Info Phase Communications Sales Orders Sales History User Defined Attachments Fill Order

Order Details

Customer Mo |DUP0192 Q| |Dupor1t Photographers | Order No |0000102616 | Order Date |5 f13/2015 Q|| |Open Sales Order -

+ Insert x Delete 55 comment I Serial Numbers E Add JobHeader 1 UDF  JP'T Seanltems |7 Fill (ﬁl Prices

Part No Description Order Qty  Ship Qty | BfO Qty JUnit Price  Current Cos! Average Cost [Vendor UM ¥
[VvA ]MNATPUBA  National Pushup Bars i i 0 45.00 33.75 33.75 | NATFRO |EA

[vA ] SP4CHIN Springfield 5P-4 Chin-up Bar 1 1 0 150.00 90.00 90.00 | SPRFIT [EA

[VA ]MS-RS500 Moet Systems RS-200 Treadmil i o 1§ 1,575.00 1,071.00 1,071.00 | MOESYS JEA

[va ]INSDB10 InSpire Dumbbell 10 1 1 u] 22.00 12,11952 12,11893 | INSPIRE JEA

[vA ] NATACCBAL Mational Accupressure Balls 3 a 3 22,00 16.50 16.50 | NATPRO |EA

[vA ]INSELE100 | InSpire 100 Max Blender 13 13 0 389.00 | 226.40151 223.31943 | INSPIRE JEA

] l* This description passes to requisition and therefore the PO 5 1] 3 50.00 50.00 INTEK
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From inside a production order, each component line has an indicator for shortages. The ones with a red dot
have no stock at all, the ones with a yellow dot have stock but it is over committed and the ones with an

orange dot are short but already has a purchase order created for it.

#f Production Order - 0000DDD025

K < > )l

HE X &

L puid | g Requision | () Next Phass

Main Attachments

Order Information

Communications Phase

User Defined

BuldNo  |0000000025

Sales Order | [TIENGREE

Phase |

Q| Order Date

—
Q| Required Date Priority

Status |Open

| MNaormal

Customer |5.ADL845 Ql |Sad|er Properties | Phase Date Customer PO |
Details

+ # Subassembliesv & Serial Mumbers ":_, Switch To Alternate [ Show UDF - Pull From Template > Push To Template ">> Commit Ttem
Inventory Description Quantity Built Oty Remaining Gty Extended Gty Unit Cost  Extended Cost
[ [vA ]1PPBARGYS43EA PP Bar Greek Yogurt Strawberry - 78g (48 Pa... 25.00000  0.00000 2500000 25.00000 397.90000 9,947.50000
[VvA ]WHEPRO Whey Protein 100.000...  0.00000 2,500.00000 2,500.00000  0.25000 £25.00000
@ [vA 150VYLEC Soy Lecithin 25.00000,  0.00000 6235.00000 625.00000  0.90000 562.50000
@ [vA 1STRBERR Strawberries 100.000...  0.00000 2,500.00000 2,500.00000  0.15000 375.00000
|=:>0 [va ]O0ATS Oats 100.000... | 0.00000 2,500.00000 2,500.00000,  0.12000 300.00000
@ [vA ]BRNSUG Brown Sugar 65.00000  0.00000 1,625.00000 1,625.00000  0.06000 47.50000
@ [vA 1EGGS Eggs 25.00000,  0.00000 6235.00000 625.00000  0.02000 12.50000
[VA ] NONFATMILK Monfat Milk 75.00000  0.00000 1,875.00000 1,875.00000  0.88000 1,650.00000
@ [va ]sALT Salt 25.00000)  0.00000 £25.00000 62500000  0.02000 12.50000
@ VA 1YOGURTCOATL... High Protein Yogurt Ceating 100.000...  0.00000 2,500.00000 2,500.00000  0.45000 1,125.00000
@ [va 10LEICOIL High Oleic Sunflower Qil 25.00000)  0.00000 £25.00000 £25.00000  0.30000 187.50000
@ [va ]VEGGLY Vegetable Glycerine 30.00000  0.00000 750.00000 750.00000  4.00000 3,000.00000
@ [va Acal Acai Fruit Extract 80.00000,  0.00000 2,000.00000 2,000.00000,  1.00000 2,000.00000
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When on the production order list any number of orders can be highlighted and then the user can click

requisition. The production orders with shortages will be sent to the requisition screen. There is no way to

set a filter from the list to know which ones have shortages.

Production Orders

Orders

~
Order No

01}00000003
0000000016
0000000018
0000000019
0000000020
0000000021
0000000022
0000000023
0000000024
0000000025
0000000027
0000000028
0000000029

AN TN

Templates

Search

Customer Mo. MName

ACAD43E

SADLE45
SADLA4S
SAINTZ3
SADLE45
A1948

SADLE45
SADL345
JACKZ23
JACK225
JACKZ23

1A SEanE

Sadler Properties

Sadler Properties

Saint Laurent Cellision Auto
Sadler Properties

A1 Party Pleasers

Sadler Properties

Sadler Properties

Jackson Fitness Center
Jackson Fitness Center
Jackson Fitness Center

[ TR - P

Warehouse Part number

mmmn |ABR885 | A Bryant Webb Pc RESCABSD Resistance Cable 90Ib Blue 1200 |

Academy Rubbr Stamp Co Inc VA

VA
VA
VA
VA
VA
VA
VA
VA
VA
VA
VA
VA
VA

A

RESCABT0
RESCAES0
PPEARDCD48PK
PPBARGYS43EA
PPBARCCC48PK
PPBARCVC43PK
PPBARCPC48PK
PPBARCSC43PK
PPBARCVCA48PK
PPBARDCD48PK
PPBARGYS43EA
RESCAE10
RESCAB20
RESCAB30

Arceo AR an

o e 2 X e Gy [Ermmn] 2

Description

Resistance Cable 70Ib Yellow

Resistance Cable %0Ib Blue

PP Bar Dark Chocolate Coconut 50g (48 pack)

PP Bar Greek Yogurt Strawberry - 78g (48 Pack)

PP Bar Chewy Chocolate Chip 50g (48 pack)

PP Bar Double Chocolate Vanilla Crunch 50g (48 pack)
PP Bar Chocolate Peanut Butter 50g (48 pack)

PP Bar Chocolate Salted Caramel 30g (48 pack)

PP Bar Double Chocolate Vanilla Crunch 50g (48 pack)
PP Bar Dark Chocolate Coconut 50g (48 pack)

PP Bar Greek Yogurt Strawberry - 78g (48 Pack)
Resistance Cable 10Ib Teal

Resistance Cable 20lb Purple

Resistance Cable 30Ib Pink

L T T D 7, VT A U

- Pull From Template
Required Cty

12.00
18.00
24,00
12.00
3.00
5.00
12,00
6.00
3.00
5.00
6.00
12,00
12.00
10.00

47
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Processing Requisitions

When the requisition button is clicked the list of items that need ordering are populated. The user still has
the opportunity to edit the vendor, the quantity and the costs before processing it to a purchase order.

To create purchase orders immediately, click the ‘Process’ button. The PO number will then get written to
the requisition list and if it was created from within a sales order or production order, the PO number will get
written to the line of the sales or production order.

When the PO gets created or if adding to an existing PO, the sales or production order number gets written
to the PO detail line along with the customer number. This is helpful so that the person receiving the
purchase order knows who the items are for and does not store them in the warehouse.

If the requisitions are saved and not processed, then the user or someone else will need to go to the
requisition module to process the requisitions to PO’s or production at a later time.



Spire Systems Inc

Spire User Manual - 2.2

T Sales Order - 0000102616 Dupont Photographers — O *
E o o | =ton | 75 Deposi
CHEXE << > O] ks ooy [ o] 1 owosts .
H Requisition — O X
| H| & [ ms process]
[#] whse  PartMo Description Required Qty Unit Cost Target Type Vendor Ma., Order Mo
1 va INSBLET10D InSpire 100 Max Blender 0.00 22640161 Purchase Order INSPIRE - Inspire China
] va INSDE1D InSpire Dumbbell 10 0.00 1211952 Purchase Order INSPIRE - Inspire China
] VA MISC This description passes to requisition and therefore the PO 3.00 0.00 Purchase Order INTEK - International Tec... 0000700046
] va M5-R5900 Moet Systerns R5-900 Treadmill 1.00 1,071.00 Purchase Order MOESYS - Moet Systerns | 0000700015
] va NATACCBAL National Accupressure Balls 3.00 16.50 Purchase Order MATPRO - Mational Equip... 0000700020
[ vA NATPUBA National Pushup Bars 0.00 33.75 Purchase Order NATPRO - Mational Equip...
& va SPACHIN Springfield 5P-4 Chin-up Bar 0.00 90.00 Purchase Order SPRFIT - Springfield Fitness
< >
’_‘ Part Mo Description COrder Qty  Ship Qty | B/O Qty |Unit Price  Current Cos! Average Cost |Vendor UM ¥
[vA ]MNATPUBA  National Pushup Bars 1 1 a 45.00 33.75 33.75 |[NATPRO JEA  ~
[VAa ] SP4CHIN Sprinafield SP-4 Chin-up Bar 1 1 o} 150.00 50,00 90,00 |SPRFIT JEA
[VA ]MS-RS200  Moet Systems RS-300 Treadmil 1 0 1 EA
[VA ]INSDBi0 | InSpire Dumbbel 10 1 1 o EA
[vAa ] MATACCBAL MNational Accupressure Balls 3 [i} 3 EA
[vA ]IMSBLE100 @ InSpire 100 Max Blender 13 i} EA
1 MISC This description passes to requisition and therefore the PO 3 3| 10000 5000 50,00
v
< >
i L e B B e e ]
Subtotal 5,274
- 5,906.88
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Requisistions — Included Reports
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Utilities

The following section will provide you with an overview of the utilities included in Spire which will include the

following topics.

* Inventory Adjustments
+ Customer Code Change
* Inventory Code Change
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Inventorx Adjustments

To setup inventory adjustments go to Company Settings/Inventory and select a default GL account that
adjustments should be posted to. This should be a cost of goods account that writes off the inventory.

There is also an optional setting to post a markup percentage on inventory transfers. Usually an income
account is selected so that inventory is debited for the increase and the income account is credited. This
feature is used when head office wants to add overhead for stocking inventory. The warehouse that the
goods get sent to will then realize a higher cost for that item that the main warehouse. This higher cost is
offset by the transfer so the companies bottom line does not change.

Inventory adjustments can be reached from 2 places in Spire. From the inventory list the user can highlight
the items to be adjusted or transferred and then click the adjustment button on the top of the inventory list.
The transfer option is selected by clicking the little arrow in the adjustment button.

The other way to reach adjustments is via the top menu under Inventory/Inventory Adjustments. Click the +
button and choose ‘Adjust Inventory’ or ‘Warehouse Transfer’.

E Inventory Adjustment ol O x
HE & e 2
General  User Defined
Mode Reference No Date Adjustment No
(® Adjust Inventory () Warehouse Transfer .SerFit 1 4 /5 /2016 Q| I
Parts
Delete Serial Numbers [ Show UDF  JP'S Scan Items
Inventory Description Recsive Qty Cost UOM ExtCost BaseExtCost  Awg Cost Sell 01 GL Account Location PackSize  Transfer %
[RAW ] RUBHOSERED Rubber Hose - Red 2.000 0.100 MET 0.200 0.200 0.10 0.00 70000 0.00 0.00
[VA ]PPDFPMB PF Daily Fit Powd... 4.000 13.495 EA 53.980 53.980 13.495 26.99 70000 0.00
[VA ] PREEFX44T Precor EFX 4476 1.000  2999.500 EA 2,999.500 2999500  2999.50 5,999.00 70000 0.00
[VA ]SMSC5 Stairmaster Staird . 5000 1,744.000 EA 8,720,000 8,720.000 1,744.00 3,438.00 70000 0.00
[VA ] MLPRECURL Morthem Lights P... 3.000 99.000 EA 297,000 297.000 90.00 198.00 70000 0.00
[VA ]MNLFLBE Northem Lights F... 6.000 99.000 EA 594.000 584.000 99.00 198.00 70000 0.00
[VA ] ACMFITME ACME Medicne B... -5.000 36.830 EA -184.250 -184.250 36.85 55.00 70000 0.00 0.00
Available | 0.000| On Hand 0,000 | Committed 0.000 | Backorder 0,000 | On Order | 0.000
MNotes
All sent to local non profit fitness center
Total Cost | 12,480.43
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Adjustment Header

Save — Saves the adjustment and assigns a number. The items on this list have now been put ‘In Transit’.

This means that they have been committed in the warehouse. In the case of a warehouse transfer, the items

in the ‘from’ warehouse get committed, and the items in the ‘to’ warehouse get set as ‘On-Order’ just like
when they are on an issued purchase order.

Save Close — Same as saving but it closes the adjustment and shows the list.

Print — Prints the pending adjustment or transfer

Post — Posts the adjustment/transfer. The items are removed from the ‘in transit’ state and are posted as
receipts. They also get posted to the purchase history table using the adjustment or transfer number as the
PO number. This way a user can review and print past adjustments.

User Defined — If a license for UDF’s is owned then extra fields can be added to the header and details
Mode — Select between adjust inventory or warehouse transfer

Reference No — User can add a reference number to the adjustment

Date — The date that will get used for the receipt and GL posting

Adjustment No — Adjustments have a sequential number that starts with an ‘A’ as a prefix and transfers
start with a ‘T’

* NOTE: When an item is highlighted the status of the item shows just below the grid.

Adjustments Body

Delete — Removes a line off of the adjustment
Serial — Numbers — Use to select the serial or lot number to be adjusted
Show UDF - Line User Defined fields can be added if a Spire UDF license is owned

Scan Items — Use this option to scan items one at a time. Users can also directly scan serial or lot numbers
and the item will also get populated.



Inventory — Warehouse and part number
Description — Description of part number
Receive Qty — Quantity to adjust or transfer. Use minus quantity to remove items from stock

Cost — Cost of the item. Defaults to the average cost but the user can edit this. (be careful as this should
only be used if the GL account is accruing the purchase)

UOM — Unit of Measure to be adjusted. Defaults to the stocking UOM

Ext Cost — Extended cost of the line

Avg Cost — Extended average cost

Sell 01 — Sell price 1 from inventory. This can be edited and it will update inventory.

GL Account — GL account that this line will post to. The inventory GL account for the sales department of
this item will always be used for the transaction as well.

Location — The warehouse location for this item. This can be edited and it will update inventory.
Pack Size — The pack size that this item is in. This can be edited and it will update inventory.

Transfer % — The percentage to charge to the GL account that was setup in Company Settings/Inventory.

Adjustment Footer

Notes — Notes can be added for this adjustment and will be save as a communications note in purchase
history.

Total Cost — Total cost of the transfer.
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Customer Code Change

Customer code change allows the user to change the customers code and once applied it changes the code
in all of the tables where that customer was previously posted. Once applied it will be as if that customers
code always had the new code. No history of the old code is kept.

This utility is accessed from the top menu under Customers/Customer Code Change and requires the User
setting Customer/Change Customer Code.

ugp Customer Code Change - O e
wor I &
Existing Customer Mew Customer Code User
WHITE92 WHIFLO 55
INDL222 IMDSER. 55
LOUI7e6 LOUFOO 55
DAIL325 DAISTA 55
BLISS00 BUSTOU 5s

Apply — Posts the record and history changes
Save — Saves the selected list

Save Close — Saves the list for later posting
Print — Prints report for list

Delete — Deletes the selected line

* NOTE:- That posting the changes requires exclusive use of Spire, however adding to the list
does not.
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Inventory code change allows the user to change inventory codes and once applied it changes the code in
all of the tables where that the item was previously posted to. Once applied it will be as if that inventory

code always had the new code. No history of the old code is kept.

This utility is accessed from the top menu under Inventory/Inventory Code Change and requires user setting

Inventory/Change Inventory Code.

Inventory Code Change — O *
Apply l:-l F' % @ All Warehouses
Existing Item Description Mew Part Mumber User
[WVa ] ABMAT AbMMat ABMATI2 55
[Va ] ACMFITSE ACME Swiss Ball ACMEFITSE 55
[Raw ] ACMFITSE ACME Swiss Ball ACMEFITSE 55
[Va ]VIECCHAIR Vicore Elite Core Chair VIECCHAIR12 55
VA THARWY Human ¥ Weighted Vest ~ HARWWVEZ 55

Apply — Posts the record and history changes
Save — Saves the selected list

Save Close — Saves the list for later posting
Print — Prints report for list

Delete — Deletes the selected line

All Warehouses — Once an item is added to the list, highlight it and select ‘All Warehouses’ and each of the

other warehouses with this code will get added to the list.
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Utilities — Included Reports
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Optional Add-ons

The following section will provide you with an overview of the available Add-on modules for Spire.

This includes the following Add-Ons currently available for Spire:

* Production Manager
» Service Manager

Canadian Payroll
« User Defined Fields
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Production Manager

Production Manager add-on lets you control inventory with pinpoint accuracy, reduce unplanned expenses
and improve cash flow. Efficiently plan production from beginning to end and track progress with real-time
information on raw materials, costs and production status.

Features:

» Commit raw materials before production begins

» Link production order to sales orders

» Customize production builds on the fly

» Create subassemblies for a single product

» Track work in progress (WIP)

+ Manage production phases with one click

» Automatically generate requisitions from inventory shortages and create purchase orders
* Reorder reports based on committed items and date requirements
* Print production schedule

* Print production orders

» Automatically create production orders from shortages

+ Automatically create production orders from sales orders

Production Order list

I Producton Orders - o X
Orders  Terglates
§ Y ren - | 2 ot o o v LEne g 7 Terwiste  w et Stan () et P -

Onderbe  Cussomer No. Hame Wardhouze Fart rember Descripsan Fequied Gty Bulk iy Femaining Cy OrderDaie Fegd.Date  Sisus  Priody Fhase PhaseDate SeesOnderb FOMumber Refeencels CrestedBy  ModledBy  TempisteNo =
BOOONN0ESS L BORARCPCARDK PP Bar Chozodats Peanus Butter S0g 148 pack] &0 ) Open  Momal % E ToO0e0 4
DO0O0DEM0  WACKDIS  dacksom Fitness Comter WA FRRARCSCAB PP Bar Chocolsbe Sabed Caramel S0g (88 pack] 500 [T MATENS  Open  Mormal e % 5% TOOGE01S
OO0 A FPRARCSCABK PP Ber Chosolsbe Softed Caramed 50y (88 pock] .00 [ Gpen  Wormal % 5% TOE0NIS
ol IaCKilS lackzom Fianess Cemer W FPRARCVIAEPE PP flar Pouble Chossiate Varsits Crnch Sig (8 packl S L2 WATNE  pen  Marmal e 3 3 THCENTE
DOOON0G0MT  JACKYS Aschzom Ftress Corter WA SORARCVCARPK PP Bar Doutle Chocolate Varslls Cranch Sig (81 pack) 5.00 [ MAVANS  Open  Momal 000EIN0IZ 43 5% TOOO000ME
DeonoesT wh FRBARCVCAERK PP Bar Double Chocolte Vamils Cranch Siog (8) pack) Ll 0 Open  Nomal L] k2 TON0000NIE:
ROO0MOE  MACKZS  Jackson Fieness Cemer WA FPRARDCIMAFE PP Ber Dark Chocobsie Coconut S5 (49 pack) 1200 (2] MATANS  Gpen  Wormal L £ 55 Tooeon?
DOONNGEH . FPOARDCOMBF PP Bar Dark Chacolte oconut S (30 peckd Ll L2 en  Momal & 3 Tgo00 T
Bo000000SY s PPRARGYBAMK PP Bar Gossk Voqurt Bluebenry T (48 pac] &0 0 Gpen  Mormal % E Tonsoone
DO0O0NOOM  IACKS  Jacksom Fieness Cemer WA FREARGYBAN PP Bar Gresk foqurt Bluebenry Tig (48 packd 400 00 MATENS  Open  Mormal nocenaE % % Tonooonne
0000000 A FPRARGYSMSER PP Bar Gresk oqur Strwbery - Tig 48 Pack) 200 0 Gpen  Mormal 55 55 TOREON1TS
HOO0000E3  MACKIES  Jacksom Fness Cemer WA FPRARGYSMEER PP Bar Gresk Yoqurt Strawbeny - Ty (48 Packl 208 L2 MATENE  Gpen  Mormal [ £ =% TOGONTS
200000004 A SESCABID Rlesistance Cakble W0l Teal 1200 00 Gpen  Mormal 55 = THO00001
DOO0000ET “ FESCABI0 Rlesistan.ce Caile W0 Black 700 00 Open  Mormal 55 = TROO00ETN
OO0 - SESCABZD Resistance Cale 2500 Purple 1200 (1] Gpen  Mormal 55 5 TROOD0EN2
D000 A SESCABI0 Resistance Cable 3566 Pink 100 o Gpen  Mormal 5 =5 TROD00ET
000000030 v SESCABAD Resistance Cakle 4006 Magerts 1200 00 Open  Momal B = TROO00000!
DO000000ST L RESCABSD Resistance Cale 500 Diange 1200 00 Tpen  Mammal 55 = TROOD00C0S
00000 . FESCABED Resistance Calle 800 Red S0 00 Tpen  Mormal 5 = THOOD0C0G
0002 A FESCABED Resistance Cable 30 Green 2 m Tpen  Momal 55 5 TR
000000053 WA BESCABS Rlesisiance Cale 300 Bue 1200 (L] Open  Mamal B = TROO00000S
DO0000004 W SESCABI0 Resistance Cable 300 Pink o L1 OIS Open  Maimal 5 = TROOD00C03
DO0000C0T w FPRARCCCAZPE PP Bar Chewy Cheselite Chip $0g (48 pack] 300 0 107292005 Open  Maimal 55 = TONC00011
0000006 WA FPRARCVC4SPK PP Bar Double Checelate Varilla Cranch 53 (88 pack) 1200 o al 55 5 TOOOO000IE
0000000E12 w FPRARCCCARPE PP Bar Chewy Checelate Chig 50g (42 pack] 400 00 5 = To00E00011
OOOODETD  SADLBSS  Sadber Propetie w PRRARCCCAIPE PP Bar Chewy Checeliie Chip Sg (48 pack) L L] O000BNNIE -1 = ToOGE00011
DO0000ETE s PORARCPCAEPK PP Bar Choeolate Peanus Butier g WE pack) 20 0 5 = TOOE00014
DOO0DOEZ|  SADLBAS  Sedier Propeties WA FPRARCPCASPK PP Bar Chocolats Peanut Butter S0g ME pack) (PR 0BG 5 5 TOOE000%4
WOO0MCE2  SADLBAS  Sedier Propetie WA PPRARCSCA3ME PP Bar Chosolats Sated Carard 50g (42 puck] 500 i ORCEINIE = 55 TONOO01S
DOO000ETA WA PORARCECAINE PP Bar Chocolabe Sated Cararmad S0g (42 pack] £ Lr = = TOOM0001E
DOO000ETS s PORARCUCAEK PP Bar Deuble Checelats Varills Cronch Sl (58 pack) 1200 0 1 = TOOOO0003E
DOOODCX)  SADLBAS  Sadier Propesie WA PURARCUCEPK PP Bar Double Chocolats Varills Cranch 5 (8 pack) 12300 i ONCENNZE % =5 TOORE0003E
OO0MCES  SADLEAS Seder Propestie A PPRARCVCASPE PP Bar Double Chosclate Varills Cranch 5l (48 pack) N i OROEINZE = 55 TOXOO00IE
BEO0ONETE i POBARDCDMSPE PP Bar Dark Chocolste Cozonut S0y (49 pack) 00 [T & = TOOM000TT
OOOONEDA  SADLESS  Sader Propestie . PORARDCIMADE PP Bar Dark Chocolste Coconut S0y (4 pack) 500 ix ROENIE 3 = o007

Video Instruction of Production Manager
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Production Order list

IF. Frodusman rders
Ombers Terglates

(-3 TR A - Lk e [ o e = nesms () hexsehe
OnderMs  Custormer No. Name Wiarehouse Part number Descripzan Fegued Oty Bulk Oty Remaining Oy OrdesDrte Rogd. Date  Stafus
OS5 A SPRARCPCARPE PP Ber Chocolsbe Pranut Butier 50g M6 pack] &0 i Gpen
oGt IACKITS lackzom Fianess Cemer W BPRARCICAIAC PP flar Chosolat Sated Carsmel 5ig (4] paci] B L WA Open
BOONNEEE i SPRARCSCAMR PP far Chicolabe Safbed Caramel 50g (41 pack] .08 (1] 5 pen
DEOOCO  IRCKIS Aycisom Fiaress Cemter WA FPRARCVCARPK PP Bar Double Chosolate Varils Cranch Sig (&) pack) 500 0y MN7AMS  Open
0 1 AGCKZES Aackson Fitness Comer Wi FRRARCVCARPK PP lar Double Choocolate Vanils Cranch S0g (8 packl 500 L2 WATANS  Open
O00NEAT e FPRARCVIAIPK PP flar Poutle Chooglate Vardia Cranch Sig (8 packd g L2 Open
BOOOONOOLY  IACKNS  lacksom Fitness Center WA SPRARNCONN PP Mar [ork Chocolste Coconut St (0 pack] 1200 (2] AT Open
DE0N0000M A PPRARDCDMIPK PP Bar Darke Chocolste Coconunt S0 (49 pack) 700 L] Open
[ i FRRORGYBANAE PP Bar Gresk Yoqurl Blueberry Tig (48 pacd 800 0 Open
GO00OM WACKZIS  Jacksom Fleness Cemer WA FRBARGYBAIFK PP Bar Greck oqurt Blucbenry TBg (48 puck] L 0 NS Gpen
soomnEcen wa SRHARGYSASER PP Bar Gresk Voqurt Strawbery - Mg 128 Pack) a0 L Open
DO0OOOOOMY  ISCKIIS  Jacksom Finess Cemter WA PPOARGYSUES PP Bar Grask Wogurt Strswbery - 794 148 Pack 200 om0 DAY Gpen
00000 ™ RESCABI0 Reststance Casle 100 Teal 1200 00 Gpen
000006047 A EESCARTN Reststance Cable 1901b Black 700 (1 Gpen
200000005 A FESCABID Resistance Cakle 2000 Purple 1200 L2 Gpen
DO0IN000S A FESCABI0 Resistance Casle 300 Pink: 100 0w Gpen
000I0000S0 . FESCARAD Resistance Cable 400 Magents 1200 0w Tpen
000000051 WA FESCABN Reststance Cable 5o Drange 2m 0w Tpen
200000008 A FESCABND Resistance Cable 500 Fed bl L2 Tpen
[ A EESCABED Resisiance Calle 300 Grees 1200 om0 Tpen
000000003 A FESCARS0 Resistance Cable 508 Blue 1200 0 Tpen
000000004 WA BESCABI0 Resistance Cable 30 Fink m 0w 001203 Open
2000000007 A FPEARCCCAZPE PP Bar Chemy Checolits Chip 5y (42 gk 500 o 092N Open
BOENE0G A FPBARCUCIEPK PP Bar Duuble Chewelate Varills Cranch 53 (51 pack 1200 0 DTV Open
0000000012 A FPRARCCCAZPE PP Bar Chimy Checelite Chip S0y (42 packl A0 L1 120205 Open
DOOOO0OOIS  SEDLBAS  Secher Propetis WA PPBARCCCAINE PP Bar Chemy Checolate Chip 50g (43 pack] el 00 000 05/M2015  DUIGENS  Open
2000000013 A FPEARCPCASPK PP Bar Chocodats P eanut Buttar 50g HE pack) 20 LL] 200 WYMNS DVZZANS  Open
BOOGOMICE1  SADLBAS  Sacker Propeties A EPBARCPCAEPK PP Bar Chosolabe P eanut Butier 30g HE pack) (P T 100 GHIENE /IEENE  Open
DOOOODOEED SADLBSS Sacker Propetis . PORARCECAINE PP Bar Chocolabs Salted Cararmad S0g (41 pack] &0 0 000 DI/IEONS DUISANE  Dpen
00000014 . POBARCECAIN PP Bar Choeslabe Sited Caramal 50g (41 pack) £00 0 00 DI/IEONS DUISTNS  Open
00000015 A PPBARCVCAEPK PP Bar Doubls Choxclats Varsils Cranch S (4 pack) 1200 i 1200 OWH2NS 12252015 Cpen
GOOCONICE) SADLBAS  Sader Propesie A EPBARCUCEDK PP Bar Doubie Checsiats Varslla Cranch 53 (8 pack) 12300 e L0 BHBEANE DAISE  Open
GOOOODNEDS SADLBSS Sader Propetie W SOBARCVCAEDK PP Bar Douitle Checlals Varslla Cramch S (41 packl Y i 300 I/BEONS DOAISINE  Open
BOOONNENE . POBARDCOMENE DD Bar Durk Checolits Cozsrut 50 (48 pack) M0 i 1MEANE  Open
BOOIODNED4  SADLBAS Secer Propetie A FPRARDCIMEPE PP Bar Dark Chocolete Coconut 53g (48 pack) 500 i 915 WISAN5  Open

Refresh — Refreshes the list of production orders for changes that others have made.

Filters — Sets filters to see just the production orders required.

Search — Enter the word(s) to find info from the header or details of production orders.

Export — Exports the filtered list to Excel or .csv.

Add — Adds a Production Order

Edit — Edits a Production Order

Delete Deletes selected production order(s).

Print — Prints selected Production Order(s).

Priority  Phase  PhaseDate Seles Orderhc FOMumber Aefesenceldo  CrestedBy  Mosfied By Tempistebio =

Pagrmal
Pgrmal
Bgrmal
Bagrmal
Pagrmal
Pgrmal
Parmal
Paarmal
Paarmal
Paormel
Parmal
Paarmal
Paormal
Pormal
Pearmal
Paamal
Paarmal
Pomal
Paarmal
Paamal
Pamal
Paomal
P mal
Pazimal
Pazimal
Pasimal
Pagmal
Bdermal
Bz rmal
Pdzrmal
Pasrmal
Blermal
Blermal
Blzrmal
Paormal

s

DocRnc1)
e ks

[T

0C0RNNaE

D0C0BO0GZE
DOCOBNNAZE
DOCCBNDRIE
DOCOBNNAZE
DOCCENDNIE

DOCCBNNNZE

ne

iRERRRRRERARRR R RN RR R RRRRRRRRRR

55 TS0
34 Toeddnns
% TONeE00N1S
£ TR
35 TG
3% Tuedng
4% Toneo 1
4% TOG00nTT
4% TO000T1E
%5 ToGoo0Ie
% 000015
% 00000015
35 TROM0CCa1
55 TRON00SET0
35 TRO00NNE
55 TRO000003
35 TROND0000S
55 TROO00SOTS
55 TRODDNN00N
55 TROO000008
55 THOO000009
55 TRO0000003
55 TO0S000011
55 TOOOO00E
55 TO0GE0001 1
55 TO0GE0001 1
55 TO0O0000 44
a8 TON0000 14
5 TOOGE0001S
55 e
55 TOMOO00HE
a5 TOROE000HE
5 TONGEO0NHE
5 TONEO0NTT
55 TONGE0001T

Build — Builds selected Production Order(s) to receive the finished product using the total component cost,

and relieves the components from inventory.

Requisition — Requisition shortages for selected Production Order(s).
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Copy — Copies a Production Order to a new one.

Pull From Templates — Pulls details from the template from which the production order(s) were derived.
This is useful to update the production order if the template has been edited.

Next Status — Moves the selected production order to the next status.

Next Phase — Moves the production order to the next phase based on the custom phases setup in
production.

Order No — The sequence number assigned to the production order. It gets the next sequence from
Company Settings/Sequence numbers.

Customer No — The customer that this production order is for. It can be added manually or it can come from
sales orders when a user requisitions a manufactured item.

Name — The name of the customer the production order is for.

Warehouse — The warehouse where the item will be ‘Built’ into.

Part Number — The part number of the item that will be built.

Description — The description of the item that will be built.

Required Qty. — The quantity that is required to be built. This can be entered manually or can come from
the shortage on a sales order when requisitioned.

Built Qty — The quantity that has been built so far on this production order.

Remaining Qty — How many are left to be built on this production order.

Order Date — The date the order was added.

Reqd. Date — The date that is required fore this production order to be completed. This date is either added
manually or will come from the required date of a sales order requisition.

Status — The status of the production order.

* New - This means the components of this production order are not yet committed in inventory.



+ Pending — The components are now committed and this usually means that production has not yet
started.
* In Progress — The components are committed and the work is now in progress.

Priority — Users can set a priority so that they can sort by this to see the most important ones, or derive a
report based on priority.

Phase — What phase the production order is currently in.
Phase Date — The date that this production order was moved into its current phase

Sales Order No. — The sales order number that this production order is from. This can be manually entered
or come from sales order requisitions.

PO Number — The customers purchase order number.

Reference No — A reference number that gets manually entered.

Created By — The initials of the user that created this production order.
Modified By — The initials of the user that last modified this production order.

Template No — The template number that this production order was derived from. If this is blank it means
that it was created as a custom order from the start. A production order can become a template for later
use.
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Templates

The Production templates tab is where the components are defined for production orders. They are
otherwise known as ‘BOMs’ or ‘Recipes’. When a new production order is created the user can select the
template from which to derive the order. The production order can then be customized for a particular need.
If a template changes then the user can choose to update the existing open production orders with the
changes.

Orders Templates

{:) Y Fiters +|Searct + Export + & |q| - L@ + Create From Template
Template No  Default Customer Mo. Mame Warehouse Part number Description Priority  Reference No  Created By Moedified By
TH00000011 | VA PPBARCCC4BPK PP Bar Chewy Chocolate Chip 50g (48 pack) MNormal 55 55
TI00000014 (%) VA PPBARCPC48PK PP Bar Chocolate Peanut Butter 50g (48 pack) Normal 55 58
TO00000015 a VA PPBARCSC48PK PP Bar Chocolate Salted Caramel 50g (48 pack) MNormal 55 58
TH00000016 kA VA PPBARCVCASPK PP Bar Double Chocolate Vanilla Crunch 50g (48 pack) Normal 55 ]
TO00000017 1 JACK22S Jackson Fitness Center VA PPBARDCD48PK PP Bar Dark Chocolate Cocenut 50g (48 pack) Nermal 55 55
TO000D0018 M VA PPBARGYB4BPK PP Bar Greek Yogurt Blueberry TBg (48 pack] Nermal 55 55
TO00000019 (%5 VA PPBARGYS48EA PP Bar Greek Yogurt Strawberry - 78g (48 Pack) MNermal 55 58
TH00000020 (%] VA PPBARCSC48PK PP Bar Chocolate Salted Caramel 50g (48 pack) Normal 55 55
T000000001 M VA RESCAB10 Resistance Cable 10Ib Teal Nermal S5 55
TOOD000002 ¥} VA RESCAB20 Resistance Cable 20Ib Purple Normal 55 55
T0O000000D3 ] VA RESCAB30 Resistance Cable 30lb Pink Marmal 55 55
TOO0000004 ] VA RESCAB40 Resistance Cable 40Ib Magenta Normal 55 S5
TOO000000S (%] VA RESCABS0 Resistance Cable 50Ib Orange Normal 55 55
TOODOODODE [ VA RESCABE0 Resistance Cable 60lb Red Nermal S5 55
TOODO000OT [ VA RESCABTO Resistance Cable T0lb Yellow Nermal S5 55
TOQDODDODS B VA RESCAB20 Resistance Cable 80lb Green Normmal 55 55
TOO0000009 =5} VA RESCAESD Resistance Cable 30Ib Blue Narmal 55 S8
ToDDODOO1D A VA RESCAB100 Resistance Cable 100ib Black MNarmal 55 55

Refresh — Refreshes the list of templates for changes that others have made.

Filters — Sets filters to see just the templates required.

Search — Enter word(s) to find info from the header or details of templates.

Export — Exports the filtered list to Excel or .csv.

Add - Adds a template

Edit — Edits a template

Delete Deletes selected template(s).

Print — Prints selected template(s). Reports with ‘Production Template List’ as the Crystal Reports template
will be presented for printing.

Copy — Copies the selected template to a new one.
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Create From Templates — Pulls details from the template to a new production order.

Template No — The sequence number assigned to the template. It gets the next sequence from Company
Settings/Sequence numbers.

Customer No — The customer that this template is usually for.

Name — The name of the customer that this template is usually for.

Warehouse — The warehouse where the item will be ‘Built’ into.

Part Number — The part number of the item that will be built.

Description — The description of the item that will be built.

Priority — User can set a priority so that they can sort by this to see the most important ones, or derive a
report based on priority.

Created By — The initials of the user that created this template.

Modified By — The initials of the user that last modified this template.
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Production Order

Production Order

Once a production order has been created it can go through several steps before it gets built and received
to inventory. Click on add or edit to open a production order.

i Production Order - 0000000014 — m] X
HEXS& ®

{;auud 1 Requisition E):-Ne:dPhast ‘K € >
Main Attachments ~ Communications Phase  User Defined
Order Information

Buidho  [o0000DODI4 | Status [Pending =
Q) orcue (s3] et | |
Q) ot [ Qo 8 :

| Phasepate  [05/11/2016 Q| Customer PO [21458 |

Sales Order | 0000800005

Phase [PacxacinG

Customer [ JaCK225 Q| [sackson Fitness Center

Details
= L subassemblies W SeridlMumbers <, SwitchTo Altemate [ ShowUDF ., Pul From Template ., PushToTempiate (5, Commit Item
Imventory Description Quantity Built Oty Remaining Gty Bxended Gty Unit Cost Extended Cost UOM Conw. Factor Inv. Usage ™
|@ IVA ]PPBARCSCA48PK PP Bar Chocolate Salted Caramel 5... 600000 000000 6,00000 6.00000 358.05000  2,148,30000 PK
@ VA 1WHEPRO Whey Protein 100.00000  0.00000 600.00000 600.00000  0.25000 150.00000 GM 1 GM per GM 600.00
@ [va 1SOYLEC Soy Lecithin 20.00000  0.00000 120.00000 120.00000  0.90000 108.00000 GM 1 GM per GM 120.00
O [VA ] NONFATMILK Nonfat Milk 50.00000  0.00000 300.00000 300.00000  0.88000 264.00000 GM 1GM per GM 300.00
~ @ (VA ]PPBARCVC43PK PP Bar Double Chocolate Vanilla Cr..  1.00000  0.00000 6.00000 6.00000 104.950000 62940000 PK 1PK per PK 6.00
@ [va 1 WHEPRO Whey Protein 100.00000  0.00000 600.00000 600.00000  0.25000 150.00000 GM 1 GM per GM 600.00
o [VA ] SOYLEC Soy Lecithin 25.00000|  0.00000 150,00000 150.00000  0.90000 13500000 GM 1 GM per GM 150,00
o [VA ]SALT Salt 20.00000  0.00000 120,00000 120.00000  0.02000 240000 GM 1 GM per GM 120,00
@ [vA ]SOVPRO Soy Protein Crisps 95.00000  0.00000 570.00000 570.00000  0.60000 342.00000 GM 1 GM per GM 570.00
@ [vA 1DRKCHOC Dark Chocolate 0.00000  0.00000 0.00000 0.00000  0.05000 0.00000 GM 1GM per GM 0.00
@ [va ]saLT Salt 20.00000  0.00000 120.00000 120.00000  0.02000 240000 GM 1GM per GM 120.00
@ VA ]SLTCARM Salted Caramel 125.00000  0.00000 75000000 750.00000  0.85000 637.50000 GM 1GM per GM 750,00
@ va JOLEICOIL High Oleic Sunflower Oil 30.00000  0.00000 180.00000 180.00000  0.30000 54.00000 GM 1GM per GM 180,00
0 [VA ] XANGUM Xantham Gum 25.00000  0.00000 150.00000 150.00000  1.00000 150.00000 GM 1 GM per GM 150,00 w
< >
Manufacturing Notes Instructions
These are for Jackcon Fitness so be sure to pack in their boxes. Mix whey and lecithin with milk before adding the rest of the ingredients,
Can Build On Hand Committed Back Ordered On Order
ol | o | o | u 5|

Created by S5 on 03/16/2015 6:52:27 AM Modified by 55 on 05/11/2016 4:30:31PM Total Cost: 2,148.300 Unit Cost: 358.050 @

Header

Save — Saves the production order.
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Save/Close — Saves and closes the production order.

Delete Deletes production order.

Print — Prints Production Order.

Build — Builds Production Order to receive the finished product using the total component cost, and relieves
the components from inventory.

Requisition — Requisition shortages for Production Order.

Next Phase — Pushes the production order in the next phase in the sequence.

Navigation — Moves from order to order in the sale order that the list is in.

Attachments — Can add any number of attachments to the production order. Double clicking the attachment
will open it with its default viewer.

Communications — Any number of notes can be added.

Phase — What phase the production order is currently in.

User Defined — User defined fields can be added to the production order to track info that Spire does not
have by default.

Build No — The number assigned to this production order coming from the next number in the sequence
taken from Company Setting/Sequence/Production.

Sales Order — The sales order number that this production order is from. This can be manually entered or
come from sales order requisitions.

Phase — What phase the production order is currently in.

Customer — The customer that this production order is for. It can be added manually or it can come from
sales orders when a user requisitions a manufactured item.

Order Date — The date the order was added.

Required. Date — The date that is required fore this production order to be completed. This date is either
added manually or will come from the required date of a sales order requisition.



Phase Date — The date that this production order was moved into its current phase
Status — The status of the production order.
Reference No — A reference number that gets manually entered.

Priority — Users can set a priority so that they can sort by this to see the most important ones, or derive a
report based on priority.

Customer PO — The customers purchase order number.

Detail Menu
Add — Adds a component or sub-assembly line.
Delete Deletes a component or sub-assembly line.

Sub Assemblies — Allows the user to toggle sub-assemblies on or off and to expand all available sub-
assemblies.

* A sub-assembly is indicated by a square dot on the detail line instead of a round one.

! When sub-assemblies have the arrow in front of them and the production order gets built, it
will consume the components of the sub-assemblies and NOT a finished sub-assembly.

Serial Numbers — Used to select serial or lot numbers of the components.

Switch to Alternate — If an item is short as indicated by a red or yellow dot, clicking this button on a detail
line will switch the item for its alternative as set in inventory edit.

Show UDF - Shows the user defined fields for the details of a production order. Used to track extra info not
normally in Spire. (Note- a license for Spire UDF is required)

Pull From Template — Used to pull the components onto the production order from the template indicated
on the top assembly item.



Push To Template — Pushes changes on this production order back to the template from which this order
was derived.

Commit Item — Commits the components in inventory for the selected line of the order.

Details
Inventory — The item being built on the top, and the components and sub-assemblies beneath it.
Description — The description of the items.

Quantity — The quantity of the finished item on top and the quantities of components and sub-assemblies
that will be consumed beneath it.

Built Qty — The quantity of the top item that have been built so far and quantity of components and sub-
assemblies that have been consumed so far.

Remaining Qty — Now many still left to build and consume.

Extended Qty — Extended quantity of components calculated by the total to be built times the quantity of the
component.

Unit Cost — The cost of the top item is the sum of the components cost, The component cost comes from
the inventory cost.

UOM - The unit of measure being built and consumed.
Conv. Factor The conversion factor for the unit of measure.

Inv. Usage — The inventory usage is calculated by (quantity being built) X (Component quantity) X (UOM
conversion factor).

Lead — The lead time from the supplier.
Vendor No — The vendor the component is usually purchased from.
Category — The category for the top and components. This is just used for reporting.

Exp. Yield% — The expected yield for this top item.



Exp. Scrap% — The expected scrap for this component.

Exp. Scrap Qty — The expected scrap quantity for this component.

Act. Scrap Qty — The actual scrap quantity for this component. This is usually edited just before building
the production order.

Assemble Qty — The quantity to assemble based on yield.

Assembled Qty — The top item quantity that was built based on yield.

Date — The date the line was committed.

Employee — The employee code can be added manually to indicate who was responsible. (Canada Only)

Employee Name — The employee name selected above.

Requisition Type — If this production order was created from a requisition, it will indicate ‘Inventory’ if it was
requisitioned from the inventory list, or Sales Order’ if it came from a sales order’

Requisition No — The purchase order or sales order the requisition came from.

Template — The template from which this order came from. If blank it was created manually as a custom
order.

Revision — The revision number of the template.
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Production — Included Reports
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Processing

To meet the requirements od a production order the user can either visually look at the order to see if it can
be built by looking at the colored indicators.

Green — on the top item means that all components or sub-assemblies are available to proceed.

Yellow — means that this production order can be built but at least one component is over-committed
elsewhere. Once built other orders may now be short.

Red — tells the user that one or more components are not available. In company settings/Inventory if ‘Over
commit is not allowed, then the user cannot build.

* It is not recommended that the company allows over committing of inventory as the cost that
will be used in production will not be accurate. When a PO is received for an item that was
negative and the cost was different, the difference will be posted to the cost of goods
account for that item.

To get a printed version of shortages, click on the print icon and select “Production Trial Build” report.
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Report Viewer

gPrint g Print All l_-ll Export ?8 Group Tree

Production Trial Build

- a >

Zoom @ Find I( First ( Previous /1 ) Mext »

Inspire Health Systems

Production Trial Build # 0000000022

May 12, 2016 [ 11:58 am

Item Description Required Shortage Awailable On Order UOM  Last P.O.
[VA]PPBARCSCABPK PP Bar Chocolate Salted Caramel 50g (48 pi 6 Required
.............................................. List of shortages for trial build requireMENt - o c o md e e e e
[VA]WHEPRO Whey Protein 600 17,800 -17,200 GM
------------------------------------------- Potential list of shortsgesfor trial build requirement - -------mm o m e m e e
[VAINONFATMILE Nonfae Milk 200 10,534 -10,234 GM

[VA]JBRMEUG Brown Sugar 200 7,950 -7,650 30,000 GM 0000700077
[VA]SALT Salt 120 1,200 -1,080 GM
....................................................... No shortages L T L e T T TP
[VA]SOYLEC Soy Lecithin 120 2,455 GM

[VAJSLTCARM Salted Caramel 750 4250 GM

[VAJOLEICOIL High Olek Sunflower Oil 180 3,345 GM

[VA]XANGUM Xartham Gum 150 3,850 GM
[VA]TAPSTARCH Modified Tapicoa Starch 150 16,160 GM

Once a production order has been scheduled the company would normally print a ‘Production Order’ also

know as a traveler.
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Service Manager

The Service Manager add-on will help improve customer satisfaction and increase the efficiency of your
service business. This add-on gives you quick access to all service records, making it easy to track the
history of each piece of equipment.

Features:

* Track equipment by customer

» View/print equipment service history

» Set follow-up dates

» Flexible sorting of parts and labour information
» Create purchase orders from service orders

* Link purchase orders to service orders

* Multiple word search of all records

» Automatic shop supplies

Video Instruction —


https://www.youtube.com/embed/o1GX7TeC-Tg?rel=0
https://www.youtube.com/embed/o1GX7TeC-Tg?rel=0

Canadian Payroll

Video Instruction — Adding Employees

Processing Timecards


https://www.youtube.com/embed/5iic-JPy1Ps?rel=0
https://www.youtube.com/embed/5iic-JPy1Ps?rel=0
https://www.youtube.com/embed/3lChcIoQvv8?rel=0
https://www.youtube.com/embed/3lChcIoQvv8?rel=0
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Payroll — Included Reports
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P_ayroll UDFs

User defined fields can be added to timecards in Canadian payroll. This way the company can track more
info on timecards pertaining to things like vacation and sick days. See example below.

Timecard Batch - 2016-05-31 I
Fl K &= ~ i Open Employee ﬁwurm 3 Post Tmecards. E_?-.‘,wrmds "5 ExportEFT £/ View Transaction L} change Pay Periods (£ show

K< >

Payroll Date [201605-31 Q| [o00021 | |[Richard Danek |
Advance Balance Period Transaction  Posted  Supplemental Reversal ™
0.00 2016-10-0 2000000987 [+ O [l
0.00 2016-10-0 2000000988 [ OJ ]
Timeaff ! 1,950.00 2016-10-0 2000000829 [v] | O
) 3,000.00 2016-10-0 2000000990 [v] O [l
Vacaton | . 0.00 2016-10-0 | 2000000091 [#] 0 0
sk | 0.00 2016-10-0 2000000992 [ O O
! 0.00 2016-10-0 2000000093 [ O O
Days OFF [Sick May 15, 2016 — Vacation May 24, 2016 0.00 2016-10-0 2000000994 [ 0 0
efit Amount Deduction Amount
Salary 0.00
Regular 10.41
Vacation

| Addpage | [ Editrage | Removerage| | Movelreft | [ MoveRiht |

Lok || conel |
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User Defined Fields

Overview

The UDF module allows you to add fields that are not included in the default Spire program. There are
several types of data fields that can be added and they can then be given parameters for how the data is to
be formatted. Once entered, this data can be added to stock or custom reports.

An example would be if a food product in inventory needed the ability to be identified to whether it is ‘Gluten
Free’. This could then be printed on to packing slips and invoices.

The UDF tab appears in all modules so extra data can be added wherever it is required. The data can be
organised into several tabs so that information can be grouped.

The types of fields that are available are:

* Numeric

+ Text

* Drop Down Lists
+ Check Boxes

+ Dates

Each of these types can then have validation added to them. For instance, you can specify if a date field is
allowed to be a blank, if it defaults to blank or to today’s date. The date can be forced to be within the
current month or in to current fiscal year.

Each field added can be set to be ‘Required’ so that a record cannot be added without filling in that field. An
example would be when creating a new customer, the UDF field “Wants Emailed Newsletter” and the
options are a drop down of ‘Yes’ or ‘No’ the person adding that new customer would be forced to select one
of the choices before saving.

To be able to edit the User Defined Fields’ structure the user requires the setting ‘Edit UDF Structure’ under
Edit/Users/General to be turned on.

A license is required for UDFs so contact your Spire partner if you would like to purchase it, or if you would
like to take it for a 30 day test drive.
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Configuring Your Custom Fields

Configuring your custom fields
Make sure you first have access to design the UDF structure.

To add new fields to one of your modules, go to the tab “User Defined” within one of the records. In this
example we will add some fields to the sales order. Note that fields added to sales order will get posted to
sales history.

Open a sales order and go to the ‘User Defined’ tab.

First you need to add a 'Page’ to the structure by clicking on ‘Add Page’. Give the page a name that will
appear as a tab.
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| & stan ng - 0000102600 Hastings Communications - O N
| |
H L- 1 % -}:{- View Compact
|
1 1
.- Ship BN, Reprocess % Invoice Mext Phase E Totals By Ordered Qty g Requisition f ':IBE'I Deposits I( ( ) »
Main Bill To Ship To Info Phase Communications Sales Orders Sales History User Defined Attachments Fill Order
Size Info
T User Defined Page - Size Info 7 *

|
Label |size Infol |

MNew
Edit
Delete
Maowve Up
Move Down
Ck

Cancel

=:} Add Page Edit Page Remove Page Maove Left Mowve Right

Total Weight 0.0 Discount 0.0 % 0.00 CurrentGP 3756 % 2,090.29 Subtotal 5,565.00 All amounts shown in Canadian dollars.

Freight 0.00 Average GP 37,55 % 2,089.59 G.5T  278.25
6,232.80

BCRS.T  389.55

Created by 55 on 8/26/2014 11:44:55 AM Modified by 55 on 1/18/2016 9:46:55 AM

Within the page info dialog click ‘New’ to add a field.

In this example we added 3 new fields in our page called ‘Size Info’.
* Height
* Width

* Length
We set the 3 fields as numeric with 2 decimals.
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j: mmp Ship BN, Reprocess E Invoice Mext Phase E Totals By Ordered Qty [0 Requisition ":I‘E'I Deposits I( ( ) >
| Main Bill To Ship To Info Phase Communications Sales Orders Sales History User Defined Attachments Fill Order
i Size Info
Height | 0.00 |
Width T User Defined Field - ? X 0.00
1
General Validation/Formatting
Properties Data formatting
Field name |Length {IZI ‘Murmeric -:‘;',':I || Decimal Places |2 = .{J‘:|
Currency
Label _ Use 1000 separator
abe Length <, — Percent Il | p (8]
Field type | TextBox - Date Negative format
Text -S¥M1,234.00
Masked Text -1,234.005YM
SYM1,234.00-
1,234,005V M-
(S¥M1,234.00)
(1,234,005 M)

Total Weight 0.0 D

Freight 0,00

SYM1,234.00 (red)
1,234.005YM (red)

ift Maove Right

own in Canadian dollars.

),232.80

Created by 55 on &/26/2014 11;44:59 AM Modified by 55 on 1/18/2016 2:45:55 AM

You should take care when creating the field names because when data is retrieved by Crystal Reports it is

case sensitive. Therefore if you set the field name as Due Date and you ask Crystal to retrieve DUEDATE it

will not return any results.

We can also set some validation for the fields we added.
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@ User Defined Field - ? %
General ValidationFormatting

Presence check (<> 0)
Range check

Mirirmum | 2 |

Madirmum | 12 |

On this field we checked that the field cannot be zero and has to fall between 2 and 12.

We also added a page called ‘Progress’ and included a field called ‘Required Date’ and made it left aligned,
and formatted as MM/DD/YYYY.

Page 433 of 462



Spire Systems Inc Spire User Manual - 2.2

S User Defined Field - ? >

General Validation,Formatting

Properties Data formatting

Field name |ReqDate Mumeric Date format
Currenc f
Label Required Date ¥ MM/DD/YY

Percent MM/ DDYYYY <

Field type |TextBox - Date =3 MMM-DD-YY

Text ARM-DD-YYYY

Masked Text DOMMAYY

DDy MM

Do-MBBA-YY

DO-MBARA-YYYY
MDD

WYY MMDD

Alignment

We can also add date validation by selecting

+ Allow blank dates

» Default to blank date

» Fiscal Period validation
* * Current month

* * Current year

* * Within fiscal periods

* Post-dated message

+ Back-dated message

If the post-dated or back-dated message options are selected the user will be prompted with a message that
the date is either before or after the fiscal validation. But then still let them enter it.
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@ User Defined Field - Required Date ? *
General ValidationFormatting

Allow blank dates
Default to blank date
Fizcal period validation

(O current month

O Current year

(®) Wwithin fiscal periods
Post-dated message
Back-dated message

We can add a dropdown list for the user to select from
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5 User Defined Field - Staus ? >

General Validation,Formatting

Properties

Field name | Status |

Label | Status |

Field type |Drop Down v

Values Waiting for Stock
Stock Arrived

In Progress

Final Prep
Packaged

[Ready to Ship] |

We can add a checkbox.
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General ValidationFormatting

Properties

Field name | Motify |

Label |Nl:|ti'ﬁEl:| Customer |

Field type  iCheck Box -

In the case of a text field it can be masked and have the case defined. In this example we added a cell
number and we want it formatted as 555-555-5555 for use the number symbol ###-###-#### with — between
them.

Another example is that if you want a text field to only be a certain width you can set it as ‘masked text’ and
set the width by populating the mask with a quantity of & to equaling the width. For example if you want it 6
characters wide enter &&&&&& .
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@ User Defined Field - Cell Number ? R

General ValidationFormatting

Text mask

HAE_
AT

4t

i
tk e

The drop-down above indudes common examples of masks for things like phone numbers, postal
codes and time.

Mask Key:
* ¢ Any character reguired
* % : Any character optional
* A Alphanumeric required [a-zA-z0-9]
* 7 : Alphabet letter required [a-zA-z]
* # : Mumeric required [0-9]
* 0 ; Mumeric optional

Anything else will be displayed as-s.

Define case

@ Any case O Uppercase O Lowercase
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Entering UDF Data & Using them in Reports

Entering data in UDFs

Entering data into the fields that you created is done by going to the ‘User Defined’ tab of the module.

Inventory - [V& ] COCPOW _

HEXas BIK < >)I
Warehouse | va Q Part Mumber |COCPDW Description _

Details Prices and Units Price Matrix Vendor Prices Sales Sales History Purchases Purchase Histary Statistics User Defined Receip

Food Info Preparation Info

Gluten Free
Kosher

Store Temp (Degress C) | 5

All the formatting you applied when setting up the fields, are respected.

Creating Reports on UDF data

Open Crystal Reports and edit the report that needs UDF data added to it. In this example we will edit the
‘Inventory Stock Status’ report.

Go to ‘Database Expert’ and add the tables that are required for the report.
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| Database Expert

Data

Browse the data source for the tables you want to add.

Links

(Mote: to edit the alias for a table, select the table in the "Selected Tables’ tree and click on it ar

press the F2 key)

Available Data Sources:

=)
addresses
ap_batch_items
ap_batches
ap_transaction_links
ap_transactions
ar_transaction_links
ar_transactions
bom_categories
bom_item_replacements
cee_cal_log
COE_Case
coe_product
coe_subject
countries
cumencies
customer_code_changes

Set the join type to ‘Left OuterJoin’

Click OK

%W
W

==

Spire User Manual - 2.2

Selected Tables:
= B PostgreSQLIGW
inventony

invertory_product_codes
inventony_warehouses

Cancel Help
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# Database Expert

Data Links

Link together the tables you added to the report .
Linking is needed to match records of one table with comesponding reconds of ancther table.

Spire User Manual - 2.2

inventory

B whse

B part_no
description

B product_code
held
current_cost
average_cost
tax_code
uom_purchase
uom_inventory
uom_sales
current_po
min_buy_gty
po_due_date
discountable
senalized
sales_acct
chhand_gty

ranrdar sk

uri_Eapn y_uays
non_standard
hs_code
mfg_country
rental_whse
rental_part_no
rental_descnption
lat_consume_type
tax_flags

LiER]

B id

[ product_code
description
default_margin
sub_category
top_category_code
code_sequence_no
code_page_size
code_display_type
sales_acct
_dbversion
_created
_created_by
_maodified
_modified_by
surcharge_pct
discount_code
discount_mode
discount_pct
discount_amt

L Auto-Arange
inventory_warehouses Auto-Link
»i O By Newe
B whse (®) By Key
description Lirk
_dbwversion
_created Order Links...
_created_by
_modified Qear Links
_medified_by Delete Link
df_data
+ Link Obtions N *
Invertory whse = inventory_warehouses whse
Enforce Join Link Type
(@) Not Enforced -
O Enforced From 0>
() Right Outer Join () Enforcsd To Q=
() Full Outer Join () Enforced Both Qc«
Qe
Q=
[ox ] cmeel | b
v
OK || Camcsl || e

Add a SQL Expression Field by right clicking and selecting ‘New’
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~* SAP Crystal Reports - [Inventory Status UDF]
File Edit View Inset Format Database Report Window Help

F

M-S0 BB -o-|FEHEI]

© Calibri "8 A A |BIU|EE=EEA-

EEZ ORON O DM@ 0 S| 4E 7 lak

Field Explorer o x Inventory Status UDF <
EI|E1‘°‘JEEJX |Design|

= [ Database Fields
] inventory
[ inventory_product_codes = e
B inventory_warehouses Report Header b
Fx Formula Fields

= S0l Expression Fields | Page Headera
=4 GlutenFree _
&= Kosher S0L Expression Marne
=k MutFree

Parameter Fields HName: |StnreTE.-mp

T Running Total Fields
{2 Group Name Fields |
¥ Spedial Fields

Give the SQL Expression a name. This example is ‘StoreTemp’

The SQL expression looks like this — ((inventory.udf_data)->‘StoreTemp’)::numeric

Spire User Manual - 2.2
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|

| saveand close [ Save

Formula Workshop - SOL Expression Editor - StoreTemp

R - ?
%

X e n|a ]

5}
9 Repor Custom Functions
$ Aepastory Custom Functons
=-i_) Fammula Fielde
1 50L Exprossion Fekds
Gutenfres
Hosher
B MutFree
[ifg StoreTemp
#-_ Selection Fomulas
4] Formatting Formutas

Other examples”

x| @ @ PrstgreSQLISW [DDEC RDO))
|

|t tinventary.udf_daca)-»'StoreTemp') : inumeric

x| [ (g Functions
|

* ((inventory.udf_data)->'GlutenFree’)::boolean

* ((inventory.udf_data)->‘Kosher’)

* ((inventory.udf_data)->‘NutFree’)

NOTE

« the Field Name is case sensitive

* ::numeric denotes a number field in Crystal Reports Designer

« ::date denotes a date field

» ::boolean denotes True/False

+ if ::type is left off then it will be a text field

Once data is saved here is what it looks like stored in a field called udf_data

&l Operators



295 172 VA&
296 007 VR
297 36 VA
298 25002 VA
299 25020 VA
300 5 VA
301 51 Va
302 34 VA
303 44 VA
304 20 VA
305 18 VA
306 l4va
307 42 VR
308 24992 VA

Modified Tapicoa Starch
InSpire Kettlebell 5
Cocoa Powder

Salted
InSpire Kettlebell 1
InSpire Kettlebell 2
InSpire Hettlebell 3
InSpire Weight Plate 45

Caramel

wm o

InSpire Dumbbell 40
Weight Lifting Belt
InSpire Dumbbell 15
Protein Mix

Chin Up Bar 1.25™ x 48" Bem

"Kosher®=>"TRUE",
er"=>"TRUE",

Koshe

"HutFree"=>"TRUE",
"NutFree"=>"TRUE",

"Storelemp®=>"5",
"StoreTemp"=>"12"

"GlutenFree"=>"IRUE"

Springfield 500 Floor Mat

Model 5!

|“Z:a::a:"=>'F.’—_LSE", "Storelemp"=>"5",

"GlutenFree"=>"TRUE" |

The expression can now be added to the report.In this example we added 4 UDF fields along with a label.

Inventory Status UDF <

Page Nof M

Design
1 1 1 2 - 1 4 1 L] 1 =] T 1

Report Header b @company_name
Page Header a Report Title .

:@_ﬁ'iter_n’fs claimer . {Print Date} / {Print Time]’
Page Headerc i Extended

Part number Description  Committed Onhand ~ OnPO ~ Current  Average Average

Grouo Header #1: Group #1description N
Groun Header #2: E@prndutl_rnde_desrri ption :
Details a 'j_}a re_no :l_:les:riptiun :Enitted_qt@nhand_qrﬁr:hase_qrﬁ _current_cost gverage_cost gtended_averagg
Detais b B=erizl lserjal lot numbers .
Details c I{Dsher :Esﬁusher :|E\lutfree :ESNutFree : :Glutenfree:ESGIuteﬂ §tnra;etempaturew
Group Footer #2: Product Code “lextended_average
Groun Footer #1: :Warehnuse EExtEndEd_averagé
Report Footer :Tntal E:nend ed_averagg
Page Footer

The printed report



* Report includes selected records

Inspire Health Systems
Inventory Status UDF

April 15, 2016 / 704 am

Extended
Part numhber Description Committed On hand On PO Current  Average Average
VA Inspire Health Systems
Mo Product Code
YOGURTCOATING High Protein ¥ ogurt Coating 9,700 Q.45 045 4,365.00

Lot: 6,000 5673909
2,200 4TESTISE

Kaosher TRUE Nutfree TRUE

1,500 436352D577

Glutenfree 1

Storage tempature 500

Total

4,365.00
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Customer Specific Part Numbers

Video Instruction — How to use ‘Price Matrix’ to set customer specific part numbers.
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Why is Enter Different than Tab

In Spire we use the tab and enter together to speed up the data entry process. The tab key moves the user
from field to field and the enter key takes them to the next line.

This is especially helpful in sales entry when adding items and using all defaults or maybe a few changes.

The user would enter the part number and then if they accept the quantity of 1 and the regular price, just hit
enter for the next line. If the quantity and price are often edited, move those 2 fields next to the part number
and the user would just have to enter the part number then tab and change quantity, then tab and change
price and then enter to get to the next line.

Video Instruction — Tab and enter in Spire
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Inventory Count

Video Instruction — Use Inventory exports and adjustment import to perform an inventory physical count.
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ODBC Setup

Video Instruction — How to setup a Spire ODBC connection.
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Standing Orders

Video Instruction — How to create standing orders with an invoice repeat cycle.
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Shortcut F Keys

* F1 - Launches the manual with context sensitive help

* F2 - Cancels a sales order

* F5—In sales and POS brings up the invoice and payment screen

* F6 — Exits the sales order

* F7 — In a sales order it brings up the sales history for the customer on the order.

* F9 — Lookup with or without searches.

* F12 - Logs the user out of the company and allows them to re -log into the same or different
company.

» F10 — Allows the user to switch Division, warehouse or location

Video Instruction — Use FKey hot keys as shortcuts in Spire

J
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Importing New Prices

Video Instruction — Updating Sell prices using export to Excel and Import back.
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Cumulative Quantity Breaks
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Email Templates

How to use email templates to speed up emailing in Spire.
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Contract Cost

Video Instruction — Shows how to set a contract cost for a customer.
Using price matrix to assign a contract cost to an item for a customer. A special sell price can also be set.

See this link for full explanation. “
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Communications

Video Instruction — Communications

See how Spire’s Communications module helps you keep close contact with all aspects of your Spire data.

e — g —— ——— -
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Receiving Negative Inventory

When inventory is allowed to be sold or consumed so that the on-hand quantity is below zero it means that
the item is potentially sold to the customer at the the wrong cost.

Let’s look at this example.

Item INSDB55

Average Cost $100
On-Hand negative 2

Sell $145

Margin 31.03%
Replacement cost $110.

We see on this sales order that the cost is $100, the margin is 31.03% and the on-hand is -2.

Name | ) Phane | | 1#] Fafcel | | [#] Emai | TR =

ofe insert 3¢ Delete 5% comment ¥ serisltuvbers g AddJobHeader CIUOF JPE Scanltems (77 Fil (7 Prices

Part N Deserigbion UM OrderQty ShipQty B/OQy Diee  UritPrice CurrentCast  Margin (Avg)  Average Cost  Inw. Committed Levy ExtPrice Coriversion Factee G.5.T.
InSpire Dumbbell 55 EA

< >
T T — e B e v

Total Weight 0.0 Current GP IL03 45.00 Discount 0.0 % 0.00 Sublotal 145.00 il amounts in Canadian dollars.
Freight .00 Average GP 3L03 % 45.00 Shop Fee 0.0 G5T 7.25
scrsr 0.5 162.40

If we would have had received the quantity into stock previous to selling it the cost would have been $12
instead of $10. This means that the sale was posted to the customer and to the GL at the wrong cost.

The sales history cannot be changed, however to maintain correct GL costing and to keep the GL balanced
to the inventory Spire does correct the costing when the items are received.
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== = | el Ooenvendor €75 View Expanded
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K < >

Main Bill To ShipTo Sales Taxes: Info Communications Sales History Receive Order Receipts Phase User Defined Attachments Purchase Hstory

Viendar Ordar Details
Vendor No, | INSPIRE Q, |1ngprecl-ma )
Status [lssued  © PONo (0000700094 | Order Date [s/28/20 Q|
Reference No | : .
Ttems
= B ceriarumbers PP sean Ttems Comment [ ShowUDF | (7 Receving € Labels
| & 5
| Part Ho Description Order Oty To Date Qty  Receive Oty Cost UOM  Extended Cost Duty % Duty Freight % Freight Regd. Date Vendor |
[VA  ]INSDBSS InSpire Dumbbedl 55 2,000 2.000 0.000 110.00000 EA 220.00000 0.00 0.00 0.00 0.00 D6/28/2016
T
Entry
| osj2ef016 QL L
' + X
Account Mo Account Mame Base Debit Base Credit Designation Memo Type Entity Document Lol
ms 1] Accrued Payables 0.00 0.00 Credit PO, INSPIRE D000TO00S.
| LRE T I1 Inventory at Cost - Weights 200.00 0.00 Debit POrv. INSPIRE 0000700094
ey 1 [1 Cost of Goods Seld - Weights * 20,00 0.00 Debit POr.  INSPIRE  0ODDTO0OGY
2100/ (] Accounts Payable 0.00 220,00 Credit POrv. INSPIRE 000070003 w
|
Debits 220,00
o 2oy Balance 0.00
< | [oc ] comd s |
Avalable [ 2.000] On Hand | -2.000 Committed | 0.000] Backorder | 0.000] On Order | 2,000 Expected | 2016-06-28
Weight 0.0 Landed Freight 0.00 Discount: 0.0 % 0.00 Subtotal 220.00 Al amounts showen in Canadan dallars.
vendor Freight 0.00 Landed Duty 0.00

220.00

Notice that the $20 difference was posted to cost of goods like it would have if the item was received before

invoicing it to the customer and therefore pushing it to negative on-hand..In the end, the correct amount of

$120 was posted to cost of goods.

Video Instruction — Receiving negative on

-hand items.
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Tips & Tricks
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Excel Pivot Tables

By utilizing Spire’s filters and exports, users can export data to Excel and then create a separate
spreadsheet with pivot tables to analyze the data many different ways. Then each period just re-export the
data and simply refresh the Pivot Tables.

By creating several exports, users create themselves a “Dashboard” with only the data that they are
interested in.

See this video on how to accomplish this.

Video Instruction —


https://www.youtube.com/embed/8kKRqQkzaUU?rel=0
https://www.youtube.com/embed/8kKRqQkzaUU?rel=0
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