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Chapter 1

Welcome

Welcome to DacEasy Version 12. DacEasy offers a complete line of business software for
the small to medium-size business in need of an affordable, yet powerful, business solution.

For more than a decade, we have listened to our customers’ suggestionsto develop arobust
business system with the features needed to successfully grow a business. Version 12
continues this tradition by focusing on features designed to make you more productive.

This chapter highlights some of the key featuresin all Version 12 DacEasy programs. You
will notice that many powerful features are available when you use the DacEasy Business
Center. This powerful addition to DacEasy can be used with any DacEasy Version 12
program to help you better manage your business. You are not required to use the Business
Center; however, it includes so many powerful features that you are likely to wonder how
you ever managed without it.

Following the “Key Features’ sectionisalist of conventions used in the program and
package contents.

Note Key features specific to each product are listed in the “Welcome” chapter of each
product’s User’s Guide. You can also refer to the Readme.htm file for additional information
on new features and last minute changes.

DacEasy Getting Started 5
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Key Features

The following information highlights some of the many powerful featuresin DacEasy.

Easy-to-Use Manual and Online Help

This Getting Sarted Guide provides procedures you need to use to install your new program
and includes an overview of features common to all DacEasy Version 12 programs.

Each DacEasy program also has a User’s Guide. These User’s Guides provide you with
procedures useful when using your program.

The online Help provides detailed information about each field in DacEasy. The Help
system also includes procedural Help topics to guide you through the stepsinvolved in
completing each process. This includes advanced features not covered in the printed
documentation. For more information on the documentation, refer to Chapter 2, “ User
Assistance.”

Add-On Products Expand Use of Program

DacEasy offers acomplete line of business software that grows with your business. Each of
thefollowing DacEasy programs can work independently or you can combine them for an
even more powerful solution.

Accounting—Ten powerful modules form the core of DacEasy Accounting. These
modulesinclude General Ledger, Fixed Assets, Accounts Payable, Accounts
Receivable, Inventory, Purchasing, Billing, Cash, Recurring and a Custom Report
Writer. Each module helps you keep track of vital information about your business
activities. You can use these together asfully integrated modules or use each one
individually as needed to suit practically any size business.

Payr oll—This program takes the time consuming process of calculating your
employee payroll while keeping current on federal, state and local taxes and turnsit
into asimple automated process. If you interface with DacEasy Accounting, the
General Ledger is automatically updated when you process a payroll.

Point of Sale—This program hel ps you manage cash register information. If you
interface with DacEasy Accounting, the General Ledger is automatically updated
with accounts receivable, sales and cash information.

Order Entry—This program tracks your customers’ orders from the time of entry
to the time you ship the merchandise. If you interface with DacEasy Accounting,
the General Ledger is automatically updated with accounts receivable, salesand
cashinformation.
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Innovative Classroom Training Available From Certified Consultants

DacEasy Certified Consultants have been certified by DacEasy and are available to help you
with all of your DacEasy training and support needs. This includes one-on-one assistance
and classroom training. To get alist of DacEasy Certified Consultantsin your area, contact
our Sales Department at (800) DAC-EASY.

Forms Available From DacEasy

When you print forms such as orders, invoices or statements, you can print on preprinted
forms supplied by DacEasy. You can use preprinted forms right out of the box or have
custom forms made with your company name, address and logo. Call the DacEasy Forms
Department at (800) 222-0505 for more information on the wide range of formsthat are
available.

Centralized Data Access

Use the Business Center to set up acompany profile for each company tracked in DacEasy.
The company profile consists of all DacEasy datafilesfor all DacEasy modules, for asingle
company. For example, assume your businessisAAA Rentals and you use DacEasy
Accounting, Payroll and Point of Sale. You can set up asingle company profile for AAA
Rental s that includes your accounting, payroll and point of sale datafiles. You can access all
datafiles within the company profile directly from the Business Center. You no longer have
to open adifferent program to access data for the same company. For more information on
adding acompany profile, refer to Chapter 3, “Installing DacEasy.”

et
We AutoComplete

Use the AutoCompl ete feature to quickly enter information into DacEasy. The
AutoComplete feature automaticaly fillsin the information into afield based on the
characters you type. As you type more charactersinto afield, DacEasy matches the
information to entries stored in your LookUp lists or information you have previously
entered. A list of choices appears based on these matches. You can select one of the
suggested choices from thelist or continue typing to narrow the list of selections. For more
information on the AutoComplete feature, refer to Chapter 4, “Working With DacEasy.”

DacEasy Getting Started 7
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\
e New Features Tour

Usethelink to the New Features Tour on the Resources Page of the Business Center to
familiarize yourself with the many powerful new featuresin DacEasy. Each new featureis
presented in an easy-to-follow format. Once you are familiar with the feature, you can click
the Take M e There button to go directly to that feature.

\
weW' |nstant Correspondence

Use the Instant Correspondence feature to keep in close contact with your customers,
vendors and employees. You will notice anew E-mail button when entering e-mail
addresses. Use this E-mail button to instantly write e-mailsto your customers, vendors,
employees, warehouses and sal espeople. An added benefit of this new featureisit also
workswith the new BusinessAlerts feature. While defining your BusinessAlert rules, you
can aso select who you want to notify by e-mail that the alert was detected. For more
information on the Instant Correspondence feature, refer to the section titled “ Sending an E-
mail” in Chapter 4, “Working With DacEasy.”

\ .
weW' Business Alerts

Being in touch with your company's status hel ps you make good business decisions. Set up
the Business Center to a ert you when certain conditions are met. For example, you can set
up an aert to be notified when the inventory level of an item reaches a minimum. Now you
know immediately, you need to order more of that item. In addition to viewing the alert in
the Business Center, you can use the new Instant Correspondence feature to send an e-mail
to you or your staff so they are aware of the alert. For more information on the Business
Alerts, refer to Chapter 6, “Working With Business Center Pages.”

we" payables Reminder

Set up the Business Center to keep tabs with your vendors. You can set up the Payables
Reminder to notify you of all invoices you have coming due. You can set the Payables
Reminder to show you invoices that are past due, due through today, the end of the week,
the end of the month, or enter a user defined number of days. The Payables Reminder also
allows you to group your invoices by Vendor, Discount Date or Due Date. This feature
works closely with the AutoPay feature in DacEasy Accounting. If you are using the
AutoPay feature in DacEasy Accounting, you can use the Payables Reminder to organize the
invoices you have due, and then use the Pay option to launch the AutoPay feature to pay
your vendors with afew clicks of abutton. For more information on the Payables Reminder,
refer to Chapter 6, “Working With Business Center Pages.” For more information on the
AutoPay feature, refer to Chapter 10 “Banking” in the DacEasy Accounting User’s Guide.
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new Crystal Reports Integration

Crystal Reports® for DacEasy® is now available for use with the DacEasy Business Center.
DacEasy now has full integration with Crystal Reports®, theindustry standard for reporting.
This add-on module integrates Crystal Reports with your datafrom DacEasy and allows you
to view datain virtually any way you need! For more information on this powerful new add-
on module, contact us at (800) DAC-EASY.

Customizable Interface

The ability to quickly access all modules from the Business Center can be areal time-saver;
however, you may not want to see optionsfor all DacEasy modulesif you only useasingle
module. That's why DacEasy allows you to select a scheme for a particular module. The
scheme changes the appearance of the toolbar, menu bar, Activities pages and Workflow
Guidesto include only that modul€'s options. For more information on this feature, refer to
Chapter 5, “Working With the Business Center.”

Centralized Backup and Restore Feature

Another timesaving feature is the ability to back up all datafilesfor acompany profile
directly from the Business Center. This not only savestime, but also helpsto ensure that
backups for each module stay synchronized. In addition, the activity log allows you to view
alist of al backups made and restored. You can quickly restore a backup by selecting a
backup from thislist. For more information, refer to Chapter 5, “Working With the Business
Center.”

Security Passports

The Security Passport in the Business Center allows you to effortlessly switch between the
modulesin your profile. If you are using DacEasy’s Security feature, you no longer have to
supply a password each time you access amodule. Simply add your passwords for each
modul e to the passport in your company profile. When you log into the Business Center, you
only need to supply your Business Center password. Because you supplied your individual
DacEasy passwords in your passport, the Business Center uses your passport to verify you
have access rights each time you access a feature. For more information on setting up your
passport, refer to Chapter 3, “Installing DacEasy.”

DacEasy Getting Started 9
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Fast Access to Helpful Resources

The Resources page in the Business Center provides fast access to valuable resources,
including the Internet and helpful tips. You can view the New Features Tour, access
technical support, place an order for forms or software, register your DacEasy software,
view the DacEasy Web site, and much more from the Resources page. It also includesaTip
Center that has avariety of useful tipsthat you can use to maximize the benefits gained from
your DacEasy software. For more information, refer to Chapter 6, “Working With Business
Center Pages.”

Quick Access to DacEasy

TheActivities pagesin the Business Center group related activities, regardless of module,
for faster access. For example, all activitiesinvolving customers are grouped together on the
Customer Activities page. From this page you can choose to enter an order in Order Entry,
print the Aging Report in Accounting or enter alayaway in Point of Sale. For more
information, refer to Chapter 6, “Working With Business Center Pages.”

Ne‘N\‘ Quickly View Important Information

The Instant Advisor included in the Business Center allows quick accessto key information
such as the Payables Reminder and the Business Alerts. These two features allow you to
keep up to date with your company’s status by viewing the invoices you have due and
alerting you of certain critical information, such aslow inventory. For moreinformation,
refer to Chapter 6, “Working With Business Center Pages.”

Insightful Reporting

The Instant Reportsincluded in the Business Center allow quick accessto key reports with
the ability to drill down to further detail. You can even drill down to the original transaction
when viewing an entry on the Accounts Receivable or Accounts Payable Aging Report. Just
imagine the time you can save when researching your customer or vendor activity. For more
information, refer to Chapter 6, “Working With Business Center Pages.”

Workflow Guides

The Workflow Guidesincluded in the Business Center consist of step-by-step guides that
walk you through awork process. Whether you need assi stance with setup or an infrequent
process such as closing the year, you can use the straightforward Workflow Guides to direct
you and ensure a successful result. For more information, refer to Chapter 6, “Working With
Business Center Pages.”
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Enhanced LookUps

The ability to quickly locate existing datais important to any business. This processis
simple when you use the LookUp feature in DacEasy. You can sort in ascending or
descending order on any field in the LookUp with the click of amouse. You can even
include a secondary sort to help refine your search. For moreinformation on this feature,
refer to Chapter 4, “Working With DacEasy.”

Publish to HTML

You can publish datato an HTML file using a cascading style sheet (CSS) to retain the
report’s formatting. Publishing your information to the Internet or acompany intranet has
never been easier or looked more professional. For more information on this feature, refer to
Chapter 4, “Working With DacEasy.”

Multiple Windows

You do not have to close awindow before opening a new window. Because the Business
Center provides access to all modules within the company profile, you can even view data
from multiple modules at the same time. If you are viewing a customer’s order in Order
Entry and want to check on avendor’s purchase order in Accounting, you can view the
customer’s order and vendor’s purchase order at the same time. You can even view multiple
windows opened in different companies. For more information, refer to Chapter 5,
“Working With the Business Center.”

Presentation Quality Reporting

Everyone will be impressed with the reports you produce using DacEasy. Specify font
attributes per section to produce eye-catching reports that give special attention to the most
important areas. You can also adjust the paper size, orientation, and column widths to tailor
your reports even further. All reports use your default settings unless you choose to
customize a particular report layout. Once you have created the perfect report layout, these
settings are stored for the next time you print the report. You can save the changes as your
global report default layout or reset the report layout to the original default at any time. For
more information on this feature, refer to Chapter 4, “Working With DacEasy.”

DacEasy Getting Started 11
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Microsoft Office Integration

DacEasy includes a seamless integration to Microsoft Office. You can create attractive Word
documents that can be e-mailed or printed with afew mouse clicks. In addition, you can
produce nicely formatted Excel worksheetsto assist you in the decision-making process.
Once thisinformation is exported to Excel, you can then use Excel to create visual aids such
as graphs and pie charts. For more information on integrating with Word, refer to your
User’s Guide. For more information on integrating with Excel, refer to Chapter 4, “Working
With DacEasy.”

Optimal Performance

DacEasy uses the Pervasive 2000 database manager for optimum performance on the most
current networks. Pervasive 2000 not only allows quick access to your data, but it isalso
designed to help ensure the integrity of your data.

Data Exchange

It's easy to exchange data with other applications. You can copy your data from the Report
Viewer, and then paste it into other Windows programs, or export information to an Excel,
HTML, delimited ASCII or text file. For more information this feature, refer to Chapter 4,
“Working With DacEasy.”

12 DacEasy Getting Started
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Software Conventions

DacEasy is designed to use standard Windows guidelines. If you are familiar with other
Windows applications, you will find DacEasy easy to use. If you are unfamiliar with using
Windows-based software, please refer to the documentation included with your operating
system to familiarize yourself with the conventions that are used in the program.

Most options in DacEasy can be accessed with the mouse or with the keyboard. Function
key equivalents are the same asin earlier versions. When you point to a button on the
toolbar, the function key equivalent, when available, appears as a Tool Tip. Either click the
button with the mouse or press the specified function key.

Tip If you prefer to use the keyboard instead of the mouse, pressthe Alt key to make the
main menu active.

Click the How do I? button to
display commonly asked
questions. Select a question
from the list to view the answer.

Click this icon to display
the system menu, which
includes options to resize,

move and close the window.

You can also use this icon to Click the Browse button
hide or show the application to locate a folder or file.
toolbar.

] Add Company
Identification name: | L =/ 0k,
Path: [CADACEASTAALY P e

» [ptionz
Uze DacEasy Easy Setup: [

@ Help
Chart of accounts type: |.-“-".ccnunting Compary j
E quity type: |50|e Proprietarship j

Departmentalization method: ¢ Mane ¢ Customer ™ Inventory
Dizk space needed: 1,348 227
Dizk space available: 2622300160

Fields that cannot be edited‘/ Click the Options button

d ¢ inab to display additional options
0 notappear in a box. available from this dialog box.

Figure 1-1: This graphic highlights some of the features available on dialog boxes throughout DacEasy.
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Package Contents

Review the following list to see which items areincluded in your DacEasy package.

B CD—TheDacEasy Version 12 CD includes all DacEasy Version 12 programs

along with sample data files and online versions of the printed documentation.
Because all programs are included on one CD, the CD isonly included in the
package if thisisthefirst DacEasy Version 12 program you ordered.

Getting Sarted Guide—The Getting Sarted Guide explains how to install
DacEasy and use the global features. Because this manual helps you get started
using any DacEasy Version 12 program, it isonly included in the package if thisis
the first DacEasy Version 12 program you ordered.

User’s Guide—The User’s Guide explains how to use the program. You should
use this as areference when you need to know how to perform a specific
procedure. The serial number for your DacEasy module appears on the User’s
Guide. This serial number identifies you as the owner of this package. You must
provide this number when you register your program, call DacEasy for technical
support or order upgrades at a special price. Registering this product identifies you
as one of our valued customers and allows us to keep you up-to-date with all the
latest news about our products.

Support Brochure—This brochure outlines options and benefits available to you
as amember of the ClientCare program. For information about the proceduresto
follow when calling DacEasy’s Customer Support Services, refer to Chapter 2,
“User Assistance.”

14

DacEasy Getting Started



Chapter 2

User Assistance

>
7]
%)
%)
2
)
S
o
(1)

At DacEasy, we want you to get the most out of your new software. We understand that
different people have different needs and that is why we offer a number of resourcesto
assist you in using our product. The Getting Sarted Guide assists you with installing the
program, converting your data if necessary, and features that are common to all DacEasy
Version 12 programs. The User’s Guide, in combination with the Help systemin the
program, provides you with the answers to your questions and is aways available. If you
prefer more one-on-one assistance, you can contact Customer Support Services. For more
personal assistance, you can contact a Certified Consultant and arrange for on-site support
or classroom training.

This chapter explains each option in detail. Choose the resource that is best suited to your
needs.

DacEasy Getting Started 15
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Documentation

The documentation set includes online Help, a Getting Sarted Guide and a User’s Guide.
Use these resources to discover the power of DacEasy.

Online Help

The most powerful resource available is aso the easiest to use and access. The Help
included in DacEasy can be used for context sensitive help or procedural help. Context
sensitive help allows you to click Help (or press F1) from any field in DacEasy programs,
such asAccounting or Payroll, to view information about the field or dialog box. Procedural
help details the steps involved in a process or answers a question you might have about the
software. To access procedural help; select Contentsand Index from the Help menu (or
press Shift+F1). Three tabs appear: Contents, Index and Find (or Search). A fourth tab,
the Favoritestab, appearsif you are viewing the Business Center Help. Locate the answers
to your questions using any tab. Following is an explanation of each tab.

Using the Contents Tab

Use the Contentstab as you would use the table of contentsin abook. Related Help topics
are grouped together and appear as a book. Double-click abook to “open” the book and
view its contents. Double-click atopic to view the information associated with the topic.

Using the Index Tab

Use the Index tab as you would use the index in abook. Type atopic description or use the
scroll bar to search thelist. The index is designed to be as thorough as possible. Double-
click atopic to view the information. If multiple topics exist, select atopic from the list that

appears.

Using the Find or Search Tab

Click the Find tab to locate each Help topic associated with a particular subject. Thistabis
labeled Search in the DacEasy Business Center Help. DacEasy searchesthe entire Help
system and displays each topic that contains the keywords you specify.

Using the Favorites Tab

Click the Favoritestab to add frequently used Help topicsto your Favoriteslist. Thistabis
only availablein the DacEasy Business Center Help. When you find Help topics that you
like, you can keep track of them using the Favoriteslist, so it's easy to open them in the
future. To add a Help topic to the Favorites list, view the Help topic, and then click the
Favoritestab. Thetitle of the Help topic appears as the Current Topic. Click Add and the
topic appearsin the Favoriteslist

16 DacEasy Getting Started
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How Do 1?

Another valuable Help tool isthe How do I? button available on the title bar of certain
dialog boxes throughout the program. Click How do | ? and a menu appears listing
commonly asked questions about the current dialog box. Select any question from thelist to
view aHelp topic that answers the question.
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Manuals

Your DacEasy Version 12 program includes a Getting Sarted Guide and a User’s Guide.
Printed manual s accompany your software. In addition, online versions of these manuals are
available on the DacEasy Version 12 CD.

Getting Started Guide

The Getting Sarted Guide is designed to help you get your program installed, and if
necessary, convert your data. It also explains features common to all DacEasy programs, this
includes the powerful DacEasy Business Center.

User’s Guide

The User’s Guide is designed to help you understand how to use your new software,
detailing basic processes and directing you to the program’s Help system for more detailed
instruction and related or advanced features. Each “ Related Help Topics” sectionin the
User’s Guide lists each related topic included in the Help. Use the Contents or Index tab in
the Help to locate the topic.

DacEasy Getting Started 17
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Documentation Conventions

Documentation provided with your DacEasy products uses several standard conventionsto
help quickly identify the actions you need to take to perform an operation. As much as
possible, these conventions are used consistently in all DacEasy documentation.

Actua keys or buttons you press appear in bold type. For example, if you need to
click the OK button to save a transaction, OK appearsin bold type as shown in
this sentence.

Menu names and commands that you need to select appear in bold type. For
example, if you need to open anew company by accessing the Open command
from the File menu, the instructions read as follows; Select Open from the File
menul.

Often, you can use either the keyboard or your mouse to perform an action. If this
isthe case, ageneric word, such as choose or select, is used to instruct you to
perform the action. For example, the above instruction “ Select Open from the File
menu” uses “select.” Thisindicates you can use the mouse to click on File, and
then Open or you can use your keyboard. To use the keyboard, press Alt+F to view
the File menu, and then use the down arrow key to select Open on the File menu.
Press Enter to access the Open Company dialog box.

“Click” meansto quickly click the left mouse button once.
“Double-click” meansto quickly click the left mouse button twice.
“Point” means to position the mouse pointer on afield or button.

Procedures with steps appear as numbered lists. A heavy line that appears above
thetitle easily distinguishes these steps.

Most screens have multiple fields in which you can enter information. The manuals
are designed to work hand-in-hand with the Help system. Click Help from afield
to get an explanation of the field.

Underscores within text indicate you should type spaces. For example, if you need
to place a space within text, it would be printed as follows: Copy_A:.

A plussign (+) between two keysindicates you need to pressthe first key and hold
it down while you press the second key. For example, to access the File menu from
the keyboard, you might see Alt+F. To perform this action, pressthe Alt key. While
holding down the Alt key, pressthe F key.

“Keypad” refersto the numeric keys on the right side of most keyboards. These
keys are directional or movement keys when the NumL ock featureis off.

18
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Additional Resources

In addition to the documentation provided with the software, there are anumber of
additional resources you can look to for assistance.

>
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%)
%)
2
)
S
o
(1)

On-Site Support and Classroom Training

Certified Consultants are independent business specialists, trained and certified by DacEasy
to help you determine your business needs. Certified Consultants can tailor DacEasy
programs to fit your exact needs.

Many Certified Consultants offer both on-site and classroom training, and many are skilled
in setting up and maintaining local area networks.

Call (800) DAC-EASY or visit our Web site at www.daceasy.com to obtain alist of
Certified Consultantsin your area.

Online Support

If you have access to the World Wide Web, you can get e-mail support by accessing our
home page at www.daceasy.com. Include your credit card number, or customer ID if you are
a ClientCare member, with your question to receive aresponse viae-mail. Responses are
usually sent within 24 hours, during regular business hours.

Telephone Support

DacEasy understandsthat your timeis valuable. For fast answers to your questions, contact
our Customer Support Services team. Customer Support Services has devel oped various
resources to provide solutions for our customers. A description of DacEasy telephone
support options follows. Choose the option that best meets your needs.

DacEasy Getting Started 19



Chapter 2 User Assistance

ClientCare Memberships*

DacEasy formed the ClientCare program to benefit our customers whose preferred method
of assistance s telephone support. ClientCare memberships provide our customers with an
economical method of technical support along with additional benefits. You can purchase
annual time blocks of technical support, based on your usage, at adiscounted price. In
addition, all ClientCare members have 24 hour, 7 days aweek, access to our Web support
tool. This state of the art tool used by DacEasy technicians and consultantsis available
absolutely freeto all ClientCare members during the term of their plan.

The support brochure included in the package detail s each support option. Please take a
minute to review this brochure and discover the many benefits available to you as a member
of ClientCare. For more information, call our Sales Department at (800) DAC-EASY.

Credit Card Support*

Credit card support is available from 8:00 am.—6:00 p.m. CST (Central standard time)
Monday through Thursday and 9:00 a.m.—6:00 p.m. CST on Friday by calling (800) DAC-
EASY. Thereis a 10 minute minimum for each credit card support call. The cost is $50 for
thefirst ten minutes, and $3 per minute thereafter. You can charge your support call to
American Express, Discover, MasterCard or Visa

*Note Prices, conditions and hours of operation are subject to change without notification.

Preparing for a Support Call

When you place a call to DacEasy Customer Support Services, please help us make our
support as efficient as possible by following these guidelines:

B Please be at your computer when you call for support. It isusually necessary to
recreate the incident or walk through a series of stepsto solve technical problems.

B |f an error occurred during a posting or periodic routine, it is necessary to restore
the backup, and then correct the error. Please have the data restored before you call
the support lines.

B |f you received an error message, it isimportant that you have the exact wording of
the message and the area of the program in which it occurred.

B Gather information specific to your system. For steps on gathering system
information, refer to the Help topic “ Preparing for a support call.”

20 DacEasy Getting Started



Chapter 3
Installing DacEasy

5
n
@D
2
=l
Q

This chapter gets you started using DacEasy. Review the system requirements prior to
installing the program to ensure that your system can successfully run DacEasy. If your
system meets the minimum requirements, you can proceed with the instructions on installing
DacEasy and starting the program using the Business Center.

This chapter aso includes a Conversion Preparation Checklist. If you are upgrading from a
previous version, use this checklist to ensure that you have completed the preliminary steps
required for asuccessful conversion. After completing the checklist you can follow the
instructions for converting your datato Version 12.

You must set up at least one company profile to access the Business Center. The profile
stores the pathsto all of your datafilesfor asingle company so that you can seamlessly
access your company data, regardless of the module in which the datais stored. This chapter
includes the steps to perform to add company profiles.

This chapter also explains how to move datafiles, exit the Business Center, open company
files and set up a security passport.
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Minimum System Requirements

Thefollowing system requirements are the recommended minimums for running DacEasy:

Pentium® or equivalent microprocessor running at a minimum of 150 MHz,
Pentium® 11 or equivalent microprocessor at 300 MHz recommended

32 MB of free RAM minimum, 64 MB of free RAM recommended

Windows® 95 B (OSR 2) or later, Windows 98 Second Edition, Windows NT®
Server/Workstation 4.0 with Service Pack 5 or later, Windows 2000 Server/
Professional or later, Windows Me, Windows XP Professiona or Netware 5.1 or
later

Note Windows 2000 Advanced Server and Windows Terminal Services are not
supported. Windows X P fast user switching is not supported.

Mouse or compatible pointing device

Hard disk drive with 55 MB of hard disk space available for a single module, plus
25MB for each additional module

4x CD-ROM drive

VGA Display (256 or more colors) with at least 800 x 600 resolution, 1024 x 768
recommended (16 bit high color recommended for the Business Center)

Microsoft® Internet Explorer 5.5 (included on CD)

Note Additional disk spaceisrequired if Microsoft® Internet Explorer needs to be
installed.

22
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Optional System Requirements
B Windows-compatible printer

28800 or higher-baud modem for Phone Dialer, NPC Direct Deposit
Internet Service Provider (ISP) for Online Tax Updates and WebStore
Microsoft® Word 97, 2000 or XP for Word Mail Merge

Microsoft® Excel 97, 2000 or XP to publish to Microsoft Excel
Timeslips® Version 9 or later for Timeslips Link

Atomic® Authorizer® for Windows Version 2.0 or higher for Online Payment
Verification*

Adobe® Acrobat® Reader® Version 4 or later for certain DacEasy Payroll forms
(included on CD)

Crystal Reports® for DacEasy® (Add-on module) if using the Crystal Reports®
feature in the DacEasy Business Center

Simple MAPI compliant e-mail program to send e-mails.
Bar code scanner*

Credit card swiper*

Seria and parallel cash drawers**

40- and 80-column receipt printers**

Pole display; two line 20-character serial display**

* Applicable to DacEasy Order Entry and DacEasy Point of Sale only
** Applicable to DacEasy Point of Sale only

DacEasy Getting Started
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Installing DacEasy

Complete the following stepsto install DacEasy Version 12 for the first time. All DacEasy
Version 12 components that you select during the Setup routine are installed to your
computer. This savesyou timeif you need to install multiple DacEasy programs.

Important If you areinstalling on anetwork, do not install the program until you read
Appendix A, “Networking.” In addition, if you are upgrading from a previous version, read
the “Upgrading From a Previous Version” section in this chapter before continuing with the

following steps.

To Install DacEasy

1.

Insert the CD in the appropriate drive. The Introduction screen
automatically appears.

Note Besureto closeall programsincluding the Pervasive Database
engine beforeinstalling DacEasy.

If the Introduction screen does not automatically appear, click the Sart
button, and then select Run. Open the M setup.exe file on the CD. The
Introduction screen appears.

Click Install DacEasy. The Setup program starts.

Follow the instructions on your screen to install DacEasy.

Note If you are upgrading from a previous version of DacEasy, pay close
attention to the Upgrade M odifications screen when it appears. This
screen allows DacEasy to copy any necessary information to your new
program folder and aids in converting any necessary data once you run the
Version 12 program. Using the options on this screen also helpslocate
your existing companies when using the Add Module wizard in the
DacEasy Business Center.

Tip Werecommend that you select the Readme check box during Setup.

Read thisfile to familiarize yourself with the new features and learn about
any last minute changes. After viewing thisfile, select Close fromthe File
menu to exit the Readme file and return to Setup.
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Adding and Removing Components

After you haveinstalled DacEasy, you can run Setup again at any time to add or remove
components.

Note If you run Setup again, you aso have the option to reinstall or remove the program.
Select Repair from the Welcome screen to reinstall existing DacEasy files. Select Remove
to remove al installed components from your computer.
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To Add or Remove Components

1. Insert the CD in the appropriate drive. The Introduction screen
automatically appears.

If the Setup screen does not automatically appear, click the Start button,
and then select Run. Open the M setup.exe file on the CD. The
Introduction screen appears.

2. Click Install DacEasy. The Setup program starts.
3. Select the M odify option, and then click Next.

4. Follow theinstructions on your screen to add new components or remove
existing components.
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Starting DacEasy

The DacEasy Business Center provides asingle entry point for all DacEasy programs. Fast
and easy accessto your program isonly one of the many benefits gained when you use the
Business Center to access DacEasy. You can use any of the following methods to start the
Business Center:

Note Starting the Business Center isusually the preferred method of accessing company
data; however, if you want to start DacEasy independent of the Business Center, refer to the
Chapter 2, “Getting Started” in the User’s Guide.

From the Programs folder—Click the Sart button, point to Programs, point to
DacEasy, and then click Business Center.

From the desktop—DacEasy adds an icon to the desktop if you select this option
during the Setup routine. If you selected this option, double-click the DacEasy
Business Center icon on your desktop to start the program.

From the Sart menu—DacEasy adds an entry to the Start menu if you select this
option during the Setup routine. If you selected this option, click the Start button,
and then select DacEasy Business Center.

After you start the Business Center, the next step depends on the type of user you are.

New Users—If you are anew user of the program, you have to add a company
profile. Thefirst time you access the Business Center the Welcome to DacEasy
dialog box appears. Select an option from the screen. Refer to the section titled
“Adding New Company Profiles’ later in this chapter if you select to create anew
profile. Refer to the section titled “ Opening Company Files’ later in this chapter if
you select to add an existing profile. When the Create New Profile User dialog
box appears, enter a user name and password. The password is optional. For more
information on your profile user name, refer to the section titled “ Setting Up a

Security Passport.”

Upgrade User s—If you are upgrading from a previous version, refer to the
following section titled “Upgrading From a Previous Version.”

Existing Version 12 User s—If you have already set up acompany profile, log on
using your user name and the program starts and opens the default profile. You can
now perform your daily processing.

26
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If you are not using the Business Center, you can access a DacEasy module using the
Programsfolder on the Sart menu. To access a DacEasy module, click the Sart button,
point to Programs, point to DacEasy, point to M odules, and then click the modules you
want to access.

Tip For stepson creating a shortcut to each DacEasy module on your desktop, refer to the
DacEasy modul€e’'s Help system.

If you are using the Business Center, the first time you select atask for a particular DacEasy
module, you are asked to register that module. If you are not using the Business Center, the
first time you access a DacEasy module, you are asked to register that module. If you
choose Yes, the Serial Number dialog box appears. Type your serial number and activation
key using all capital letters, and then click OK. Choose No if you want to register at alater
time. You will continue to receive this message each day when you access amodule for the
first time until you register; however, you are not required to register until thetrial period
expires.

Tip The serial number appears on the User’s Guide for each module. Read the Serial
Number dialog box for instructions on obtaining the activation key.

DacEasy Getting Started 27
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Upgrading From a Previous Version

If you are upgrading from a previous version of DacEasy, you must convert your datafiles
to reflect the new file structure. When you add a company profile with existing Version 8 or
later datafiles, DacEasy convertsthe datafilesto Version 12.

If you include multiple DacEasy modules in the company profile, converting your datafiles
from the Business Center helps ensure a successful conversion. DacEasy converts the data
filesin the proper order after confirming that all steps required to successfully convert your
data have been performed.

Note If you are upgrading from aversion prior to DacEasy Version 8, you cannot convert
directly to Version 12. The files needed to convert to Version 12 are included on the
DacEasy Version 12 CD. To view the instructions, browse to the \\Utility\Convert folder and
view the Readme.doc file in each of the applicable program subfolders. Follow the
instructions in the Readme.doc file to convert to Version 8, and then complete the following
steps to convert to Version 12.

Beforeinstalling Version 12, complete the following checklist to prepare your datafilesfor
conversion.

Conversion Preparation Checklist

O Post al transactions, in al DacEasy programs, for each company.

O Runthe Recover and Verify file utilities on al files, in all DacEasy
programs, for each company.

U Back up all companiesin al DacEasy programs.

U Print al reportsthat are useful in verifying a successful conversion. For
example, the Aging Reports for Accounts Receivable and Accounts
Payable, Product History Report and Trial Balance are useful for verifying
asuccessful DacEasy Accounting conversion.

O Install DacEasy Version 12.
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Converting Existing Data

After preparing your existing datafilesto be converted, you can begin the conversion
process. When you add existing Version 8 or later data to your company profile, the Add
Module wizard includes a Convert Files screen. From this screen, you have the option to
delete previous data files after conversion. This conserves space on your hard disk drive. If
you have agood backup of your datafiles, you do not need to keep these files. If you choose
to keep the files on your hard disk drive, the data files remain in the same folder with new
extensions, V8, V9, V10 or V11 depending on the version you are upgrading.

As DacEasy convertsyour files, a status of the current file and record appears. After
converting your files, the Recover processis automatically performed to convert thefilesto
the correct file format. The length of time it takesto convert your files depends on the
number of recordsin your data. The process normally only takes afew minutes, but expect
longer timesfor large datafiles.

After converting your data, print your usual reportsto verify asuccessful transfer of data. If
your data appears as it should, you are ready to use your new software to process your daily
entries. If your dataisincomplete, contact Customer Support Services.

For more information on adding the data to a company profile, refer to the following
section. If you would like to move your data foldersto a new location after converting, refer
to the section titled “Moving Your Data Files’ in this chapter.

Important We strongly recommend that you use the DacEasy Business Center to convert
your data. If you do not use the Business Center, DacEasy converts your fileswhen you
open the company in the Version 12 module. If you are not using the Business Center and
you are interfacing DacEasy add-on modules with DacEasy Accounting, it isimperative that
you convert DacEasy Accounting datafiles prior to converting your add-on module data
files.
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Adding New Company Profiles

You must add a company profile for each company you want to access through the Business
Center. Company profilesidentify all datafilesfor a particular company.

You can include existing data or create new data when setting up company profiles. If you
are upgrading from a previous version, refer to the section titled “ Upgrading From a
Previous Version” in this chapter prior to adding your profile. Complete the following steps
to add anew company profile.

To Add a New Company Profile

1. Start the Business Center. Enter your user name and password on the
Company Profile L ogon dialog box.

2. Select New from the Profile menu. The New Company Profile dialog

box appears.

in the Business Center. The Add Module “Wizard appears when pou save the profile. Use this

@ “ou must create a profile with a unique name and path for each compary you want to access
wizard to add each ['acE asy module the company uses and the path to the data

-= Prafile infarmatior

Profile name: I

Profile path: IC:\DacE asphbchProfiles J

-~ Company information

Company name: I

Address: I Phane 1 I[]—
I Phone 2: I[]—

CityState/ip: I l_ I Fax: I[]—

E-mal [ FedersllD: [

Cauntry: l— State 1D I—

@ Cancel

Figure 3-1: Add new company profiles using the New Company Profile dialog box.

Note If the Business Center isunable to locate an existing company
profile, the Welcome to DacEasy dialog box appears. Select the Create
New Profile option, and then the New Company Profile dialog box

appears.

3. Typeaunique name to identify the company profile. This nameisused to
identify the company when opening your company profile and appears on
the Business Center status bar.
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4. Typethe path where the new company profileisto be located. Thisfolder
stores information specific to the company profile; therefore, each profile
must be located in a different folder.

When you add new data, the datafiles are stored in a subfolder in the
profile's folder unless you change the default. For example, assume you
type C:\DacEasy\BC\Profiles\MyData as the profile path. If you add new
accounting data, the default path is C:\DacEasy\BC\ProfilesMyData\AC.
We recommend that you accept the default structure to help organize your
datafiles.
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5. Complete al applicable fieldsin the Company Information area.

6. Click Save. The Create New Profile User dialog box appears.

7. Confirm your password, and then click OK. The Add Module Wizard
appears.

Note If you are anew user, you have to set up your user name and
password.

8. Foallow theinstructions on the screen to add the data files to the company
profile. Use the Back and Next buttons to navigate through the wizard.
Click Finish when you have completed the wizard.

Tip You can browse for an existing company when you add your
company datafiles. Click Browse, and then click Existing companiesto
locate existing DacEasy company folders or click Windowsfoldersto
search all folders.

A Summary screen lists each module that will be added to the company
profile. If you add existing data for multiple modules, you have the option
to update the company information in each modul e with the company
information entered for the profile. In addition, you must interface all
modulesin the profile with your DacEasy Accounting datafiles.

A Complete screen appears when the sel ected modul es have been added
to the profile.

9. Click OK. DacEasy opensthe profile and returns you to the Business
Center main menu.
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Moving Your Data Files

Each DacEasy moduleinstallsinto a subfolder in the destination folder selected during
Setup. The default destination folder islabeled DacEasy. If you converted existing DacEasy
datafilesto Version 12, you might decide to move your datafilesto afolder in your
program folder. This allows you to keep all of your DacEasy filesin one central location.

The following steps explain how to move your filesto anew location if you are using the
Business Center. If you have not already set up acompany profile, create aprofile before
completing these steps. Refer to the “ Adding New Company Profiles’ section earlier in this
chapter for more information on adding company profiles.

Note If you are not using the Business Center, it isimportant that you first copy (not move)
your datafiles to the new location, and then add the company in DacEasy with the new path.
If you have moved accounting data that isinterfaced with DacEasy add-on modules, you
must update the interface path in the add-on modules. Afterwards, you can remove the
company with the old path from DacEasy, and then delete the filesin the old folder from
your hard disk drive. Refer to the User’s Guide if you need assistance with adding or
deleting companies.

To Move Your Data Files

1. Copy the datafilesfrom the existing folder to the new location. For
example, if your accounting data files were located in C:\Dead\Files, you
will to copy them to C:\DacEasy\BC\Profiles\Furniture\AC.

Note If you are not familiar the procedure of moving files, refer to the
documentation included with your operating system for assistance.

2. Select Open from the Profile menu in the Business Center, and then open
the company profile that contains the data files you moved. An error
appears, “Unable to locate Version 12 datafiles.”

3. Select the check box at the bottom of the screen to remove the modules
from the company profile and click Continue.

Note If the check box isunavailable, you have to remove the profile, and
then add the profile back to the Business Center with the correct pathsto
the module data. Refer to the “ Removing Company Profiles’ sectionin
Chapter 5, “Working With the Business Center” for more information on
removing aprofile.
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4. Select Edit from the Profile menu, and then select Add Module. The Add
Module Wizard appears. Select all modules for which the datafiles were
moved and add the path to the new location.

5. Select Edit from the Profile menu, and then select Company
Information. Click the Pathstab and confirm that each moduleis
accessing the datafilesin the new location.
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Exiting the Business Center

To exit the Business Center, choose Exit from the Profile menu. You can also exit the
DacEasy Business Center by clicking the Close button located on the DacEasy Business

Center title bar.

Note Any open windows remain open when you exit the Business Center. You can leave
each DacEasy module window open as needed. Close each window individually when you
are done with the task by clicking the Close button.
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Using the Sample Company

The sample company is data provided by DacEasy to help you become familiar with the
program. The sample datais stored in a Sampdata folder in each program folder unless you
run a custom setup and do not select the Sample Company component. For example, the
path to the accounting sample datais C:\DacEasy\AC\Sampdataif you accepted the default
path.

Tip If you did not install the sample data but want to use it now, run the Setup routine again
and select the M odify option. Select the Sample Company component for each module.
Then, set up a profile for the sample company.

Opening the Sample Company

Thefirst timeyou start the Business Center the Welcome to DacEasy dialog box appears.
To open the sample company profile, select the Open sample profile option. This
automatically opens the sample company for you. Afterwards, select Open from the Profile
menu, and then select Sample Company to open the sample company.

If you are an existing user of the Business Center and want to add the sample company,
create anew profile pointing to the sample data for each module you want to use.

To set up the sample company if you are not using the Business Center, add a new company
in the appropriate DacEasy module. In the Path field, type the path to the sample company.
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Setting Up a Security Passport

You are prompted for auser name and password the first time you open acompany profile.
The user name and password you add are stored as your passport.

The passport includes aticket for each module in the company profile. The ticket can store
the User ID and password for each module. Tickets are useful if you activated the Security
feature in the modules. If you choose to store thisinformation in your passport, you only
have to enter asingle user name and password when opening acompany profile. When you
select a DacEasy function, DacEasy applies the appropriate ticket. DacEasy confirms that
the user ID and password are valid, and that you have rights to the selected function.
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The User Name and Password
provided when you open a company
profile are stored in your passport.

A ticket is added to your passport

for each module in the profile. If
/V you choose to add the User ID and

password to the ticket, you do not
have to provide this information when
you access the module.

Figure 3-2: If you are using the Security feature, you must provide a ticket to access each module. You
can include the ticket with your passport or provide the ticket when you access the module.
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Setting Up Passport Tickets

The following steps explain how to set up passport tickets. You are not required to set up
passport tickets. However, if you choose not to set up passport tickets, the Enter Ticket
dialog box appears the first time you access amodule using the Security feature (during the
current session of the profile). If you select the Update Passport check box on the Enter
Ticket dialog box, the Passport is updated with the ticket information. If you clear the
Update Passport check box, the Enter Ticket dialog box continues to appear the first time
you access the modul e after opening the profile.

Note You do not need to set up your passport if you added existing company datafilesto
the profile and the company is using the Security feature. The Add Module wizard prompts
you for your passport information before adding the company to the profile.

To Set Up Passport Tickets
1. Select Edit from the Profile menu, and then select Passport. The Edit
Passport dialog box appears.

Edit Passport

and password you use to access each module in this company

? IF you are uzing DacE asy's Securnity feature, type the user name
profile. You can alzo modify pour business center pazsword.

~ Business Center

User name: CALER Passward:
Confirm:
~ Accounting

User name: Passward:

= Papmll

User name: Password:

-~ Order Entry

User name: Password:

~ Point of Sale

User name: Passward:
o

Figure 3-3: Speed entry into each module by adding your user name and password
for each module to your passport.

2. Typeyour User ID in the User Namefield and password for each module
in this company profile.

Note Payroll’s Security feature does not use User 1Ds; therefore, the
User Namefield is unavailable for Payroll.

3. Click Saveto save your passport tickets.
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Changing the Business Center Password

You assign a password to your passport the first time you add yourself as a new user.
Complete the following stepsif you want to change the password assigned to your passport.

Note If you want to add a new user to an existing profile, type the new user name in the
User Name field on the Open Company Profile dialog box, select the profile, and then
click Open. You are prompted for the new user’s password.
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To Change the Business Center Password

1. Select Edit from the Profile menu, and then select Passport. The Edit
Passport dialog box appears.

2. Typeanew password in the Business Center area, and then confirm the
entry.

3. Click Saveto update your passport with your new password.
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Setting the Controller Password

The controller isthe only user that has access to the Company Profile User List dialog
box. From this dialog box, you can view users, remove users, update auser’s full name and
add comments. Refer to Chapter 5, “Working With the Business Center” for more
information on modifying user information.

To Set the Controller Password

1.

Select Edit from the Profile menu, and then select User s. The Company
Profile User List dialog box appears.

Note If the controller password has been saved, a password prompt
appears. Type the controller password and click OK to continue.

Company Profile User List

Select a user. You can remowe the user or edit the user.
including the scheme that controls appearance settings.

Users: CALEB
JOHAN
R7AN
SERGIO

FRemaove

Full name: ||

L]

Comments:

L

Scheme: I [DracE asy Classic]

Controller password
To change the controller password, click Set Password.

Set Passwaord
Update Cancel

Figure 3-4: Edit User information and set the controller password from the
Company Profile User List dialog box.

Click Set Password in the Controller Password area. The Set Passwor d
dialog box appears.

Type the password, and then confirm the password.

Click OK to save your new password. The Company Profile User List
dialog box appears.

Click Cancel to return to the Business Center.
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Opening Company Files

One advantage of using the Business Center isthat you do not have to close a profile before
opening adifferent profile. If you have windows open for the current profile, and then open
adifferent company profile, al new selections are for the most recently opened profile;
however, you can still view windows opened from the previous profiles. The following steps
explain how to open adifferent company profile.

Tip The most recently opened company profiles are listed on the Profile menu. You can
click any profilelisted to quickly open the company.
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To Open a Company Profile
1. Select Open from the Profile menu. The Open Company Profiledialog

box appears.

Awailable profiles

Mame | Path | Default Open I

Furiture Factory || C:\DACEASYSBCYPROFILESYFURNITUREFACTO... N

S ample Profile C:\DacE asptbeprofiieshsample ki Default
Browse

Remave

14 [
User name:  [MELYDAY

@ Cancsl

Figure 3-5: Access the Open Company Profile dialog box to open a new profile or
log on as a different user.

2. Select the profile you want to open. If the profileis not listed, you can
click Browse to locate the profile.

Tip Click acolumn heading to sort on the corresponding column.

3. If you do not want to open the profile with the current user name, type a
different user namein the User Namefield.

Tip If you want this profile to open each time you start the Business
Center, click Default.

4. Click Open. The Business Center opens the selected profile.

Note If you opened the profile with adifferent User Name, you are
prompted for your password information.
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Chapter 4

Working With DacEasy

Now that you have set up your company profile and passport, you are ready to start using
the program. Use this chapter to familiarize yourself with the features common to all
DacEasy Version 12 programs. This includes information on viewing your data, creating
presentation quality reports, using the Calculator, using AutoCompl ete, sending an e-mail,
using LookUps and customizing the toolbar.
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Note Refer to each program’s User’s Guide for information on features specific to the
module.

Viewing Your Data

When you choose to print information in DacEasy, you can view the output on the screen,
send it to your printer or export the information. You can also publish the data directly to
HTML and to Microsoft Excel. The Report Layout dialog box appears each time you
choose to print information in DacEasy and allows you to select your output target and
customize the report layout.

The default report layout is based on the printer information supplied on the Edit Default
Printer dialog box. You can customize each section of areport, which includes font
attributes such as font type (including variable pitch fonts), color, size and style. You can
also customi ze the page layout information.
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If you customize the report layout for the current report, these settings are saved and are
used the next time you print the report. You can select different printer preferencesfor each
report in DacEasy.

Note The Plain Paper check box that appears on the Report Layout dialog box is only
availablein DacEasy Payroll. Thisfeature is available when printing certain payroll forms
on plain paper and requires Adobe® Acrobat® Reader®. For more information on the Plain
Paper features, refer to the DacEasy Payroll Help system.

2 Report Layout - W-4 Form
Target: © Pritter  Expot ¢ Publish E4S
[3 Clase
Narme: I@ Acrabat Distiller j I~ Plain paper [print %7 Restare Default
form and data] Set As Default
Statuz:  Read
4 Test Page
Tupe: AdobePS Acrobat Distiler @ Help
‘where:  CADocuments and Settingsall UzershDesktoph® pdf
Camment:
Mate: IDacE azy Default Printer 5 ettings.

Copies: I1 _|j [ Default copies for this report

Plinlell Fonts I Page I Export I Fublish I

Figure 4-1: Use the Report Layout dialog box to select the output format for the information.
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Using the Report Viewer

If you select screen as your target, the information appears in an easy-to-view format on
your screen using the Report Viewer. You can copy information in the Report Viewer to the
Clipboard, and then paste the information into a different application if you choose. To copy
information in the Report Viewer to your Clipboard, select the text with your mouse, right-
click, and then select Copy.

To view the output as it appears on paper, click Preview. From the Preview, you can scroll
up and down the pages, and zoom in and out for more or less detail. After you have viewed
the information, you can send the report to the printer or exit the view.

Note When viewing information in the Report Viewer, the toolbar isin afixed position and
cannot be moved.

Exporting Information From DacEasy

You can export information from the Report L ayout dialog box using the Export or Publish
option. The Export option allows you to export the information to atext, delimited ASCI|,
Excel 5 or HTML file. The Publish option allows you to publish your information with the
current formatting to HTML or Microsoft® Excel 97, 2000 or XP. To automatically view
your information in aWeb browser or Excel worksheet, select Publish asthe target, the
Publish tab appears. Select the type, and then select the Launch Application check box.
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The Export option isavailable for al reports. The Publish option isavailable for all reports;
however, publishing to Excel isonly available for certain reports. If areport does not
already exist with the information you want to export, create aquery in DacAccess and
export the information from the query. Refer to your User’s Guide for more information on
creating aquery in DacAccess.

Note You cannot export forms that use templates. Thisincludes billing, purchasing, order
and sales receipt forms as well aslabels.
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To View Data

1.

View the Report Layout dialog box by clicking Print or OK froma
report or form dialog box.

Select the target. The following options are available:

Note Refer tothe“Changing the Report Layout” section for more
information.

Screen—Select this option to view the information on the screen. Edit the
report layout if necessary.

Note You can redirect the information from the screen to the printer if
needed.

Printer—Select this option to print the information on paper. Edit the
report layout if necessary.

Tip A Test Page option isincluded when printing forms. To check the
form alignment, click Test Page and atest page prints based on your
report layout settings, with “X's” in place of your data. If the form does
not print properly, adjust your report layout or form placement, and then
print another test page.

Note The Plain Paper check box that appears on the Report L ayout
dialog box isonly available in DacEasy Payroll. Thisfeatureis available
when printing certain payroll forms on plain paper and requires Adobe®
Acrobat® Reader®. For more information on the Plain Paper feature, refer
to the DacEasy Payroll Help system.

Export—Select this option to export the information to atext, delimited
ASCII, Excel 5 or HTML file. Type the path and file name where you
want to create the file, and then select the File Format. If you selected
Export, select the Export type. If you selected ASCI | as the Export type,
enter the Text and Field Delimiters.

Publish—Select this option to publish the file in aformat that can be read
by athird party application. You can publish all reportsto HTML, thefile
format that can be used by Web browsers. You can publish many reports
to Excel. Type the path and file name where you want to create the file,
select whether or not you want to automatically launch the application to
view the data, and then edit the Fontstab if necessary.

3. Click OK to view thereport or create the export file.
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Changing the Report Layout

DacEasy allows you to easily create customized presentation quality reports. Each report
initially uses the report settings on the Edit Default Printer dialog box; however, you can
customize each individual report as needed. These customized settings are saved for each
report so you can select adifferent layout for each report.

Note Refer to Chapter 4, “ Setting Up,” in the User’s Guide for information on setting up
your default printer.

To Change the Report Layout
1. Accessthe Report Layout dialog box.

2. Select the printer in the Name box on the Printer tab.
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Tip Click Restore Default to restore the default printer settings, which
are set on the Edit Default Printer dialog box.

3. Click the Fontstab. Usethistab to select your font preferences for each
section of the report. Select a section, and then select your preferences for
the section.

Repeat this process for each section of the report.

4. Click the Page tab. Select your preferences for the page setup.

Note The Width and Height boxes only apply when you select a custom
paper size.

5. Click OK to save your printing preferences and print the report.

Tip Click Set as Default to update the default printer settings on the Edit
Default Printer dialog box with the current report layout settings.
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Using the Calculator

A built-in calculator is available in the program. View the Calculator by clicking Options,
and then choosing Calculator . The calculator performs basic mathematical functions such
as addition, subtraction, division and multiplication. Furthermore, you can paste avalue
from the calculator into any numeric field in DacEasy by pressing P.

Calculator

| 0

Flal 9y A + | Sar
415 6| | Back
A4 2| 3| - | Paste| Mem

i] =| +| Emt| C

Figure 4-2: Use the Calculator to perform mathematical equations and paste the result into a numeric
field.

The calculator worksjust like a hand-held calculator. Press the number or first letter of the
key you want to use. If you are using a mouse, click the left mouse button to activate keys
on the calculator. The following table lists the keys available on the calculator, along with
their functions:

Access key Button  Calculator functions

S Sqr Displays the square root of a value.

E Exp Allows you to use exponential notation. After pressing E, the
next value you type raises a number to that power. For
example, the key combination 2E3= displays the number 23,
which is 8.

M Mem Stores the current value into memory. You can recall this value
later by pressing M again.

C Clr Clears the current value and resets all arithmetic operations.

Paste Pastes a value into the current field. After pressing P, the
calculator closes and the cursor returns to the active field. You
can only paste values from the calculator into numeric fields.

B Back Clears the last digit entered.
F Fmt Toggles the displayed value between floating and fixed
notation.
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Using the LookUp

LookUp isthe term DacEasy usesto describe alist of recordsthat are available from afield.
When aLookUp is available from afield, the LookUp button isavailable. If aLookUpis
not available for the active field, the button does not appear on the toolbar or appears
dimmed. Click the L ookUp button to view the list of available records. Select arecord to
pasteit in the current field or click Close to exit the LookUp without selecting arecord.

h. LookUp Customers

Account Tupe G/L Department =1 | [2 Close
[l
i il 0.00 Je 95 Switch Sort
Petals & Stemz u] o 0.00 - .
Tracy Dubcak o 7R85 Dptisis
Donald Drupp u] 0.0o @ Help
Craig Doni a 0.00 E
Jennifer Chavez a 200.00 S
Thomasz . Burnside B 1206.66 =
Hillary Straus u} o1 -B00.00 =
Kirn Bowrnan ] 0 221.89 2
Lauren Lucks & Aszo.. u] | 248867 1%
LBL. Inc. 0 | 845,50 s
1] | 3 5
Search: I
|Furmiture Factor |Period 16: 0470101 - 04/30/01

Figure 4-3: Use the LookUp to select a record for the current field.

When you initially view aLookUp, the selection bar highlights the first record in thefile.
When you return to a LookUp during the same DacEasy session, the selection bar remains
positioned on the record previously selected. This feature can be very handy if you need to
accessrecordsin afile sequentially. When you exit and reenter DacEasy, the selection bar
returns to the top of every LookUp. When you close and reopen a screen through the
Business Center, the selection bar returns to the top of each LookUp on the screen.

Selecting the Sort Columns

Most LookUps allow you to sort on any column and add an optional secondary sort. To sort
the LookUp on asingle column, click the column header. To add a secondary sort, hold
down the Ctrl key and click the column header you want as the secondary sort.

An arrow appears to the right of the column header to indicate that the LookUp is sorted by
the information in the column. If the LookUp has a secondary sort, a 1 appears to the right
of the arrow in the primary sort column header and a 2 appears to the right of the arrow in
the secondary sort column header.
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Selecting the Sort Order

You can view the information in the sort columns in ascending or descending order. The sort
defaults to ascending. An up arrow to the right of the column header indicates the columniis
in ascending order. A down arrow to the right of the column header indicates the columnis
in descending order.

If the LookUp is sorted on asingle column, click the column header to switch the sorting
order. If the LookUp has a secondary sort, hold down the Ctrl key and click either sort
column to switch the sort order.

Note The primary and secondary sorts always have the same sort order.

Resizing Columns

You can change the width of each column in aLookUp. To change the column width, place
the mouse on the right border of the column header. When the pointer changes to a+||+
(double-headed arrow), click the mouse and drag the edge of the box to change its width.

Locating a Record
You can locate arecord with the mouse, arrow keys or the Search feature.

Using the Mouse

A vertical scroll bar appears when all rowsin the LookUp are not visible. A horizontal scroll
bar appears when all columnsin the LookUp are not visible.

Click above the scroll box on the vertical scroll bar to page up. Click below the scroll box
on the vertical scroll bar to page down. Click the arrows on the vertical scroll bar to move
up or down onerecord at atime. Click the scroll box and drag it up or down to quickly
access adifferent areain the LookUp.

Click the horizontal scroll bar to view the column relative to your position on the scroll bar.
Click the arrows on the horizontal scroll bar to move one character at atime.

To select arecord with the mouse, double-click the record.
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Using the Keyboard

Press the Up Arrow and Down Arrow keys to move through the LookUp one record at a
time. Press the Page Up and Page Down keys to page through the LookUp. Press
Ctrl+Hometo locate thefirst record. Press Ctrl+End to locate the last record.

To select arecord with the keyboard, press Enter.

Using the Search Feature

The Search feature allows you to quickly locate arecord within the primary sort. You can
type the record you want to view and the LookUp scrolls to the closest match when you
press Enter. For example, if your customer codes are based on the customer’s name and you
have a customer named Jim Smythe, but are unsure of the spelling, click L ookUp from the
Customer Code field to view the LookUp. Type J and the selection bar movesto the first
code beginning with J. Locate the desired record, and then select it.

DacEasy incorporates smart searchesin all entry fields allowing a LookUp. To perform a
smart search, type any text in the entry field. After entering the text, click LookUp to view a
list of available records. DacEasy automatically selects the record that most closely matches
the text you entered.
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For example, assume your customer codes always begin with thefirst letter of the
customer’s last name and you need to locate Edwin Simmon’s customer record. Type Sin
the Customer Code field, and then click L ookUp. The Customer LookUp appears with the
first customer code beginning with the letter S selected. Now, you can scroll to the
appropriate record.

Adding and Editing Records From a LookUp

DacEasy gives you the ability to add and edit records “ on-the-fly” from certain LookUps.
When thisfeatureis available, an Add button and Edit button appear on the toolbar. If you
discover arecord does not exist, click Add to add the record to the list. To edit a particular
record in aLookUp, select the record and click Edit.
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Using AutoComplete

Use the AutoCompl ete feature to quickly enter information into DacEasy. Thisfeature
remembersinformation you have previously entered into afield or quickly pullsinformation
from your LookUps. Asyou type charactersinto afield, DacEasy matches the information
to entries stored in your LookUps or information you have previously entered. A list of
suggestions appears based on these matches. You can select one of the suggested choices or
continue to type additional charactersto narrow thelist of suggestions. If asingle possible
match isfound, the value can be inserted in the current field if you selected this option when
setting the AutoCompl ete preferences. The value you typed appears normal and the
information inserted by the AutoComplete feature appears highlighted. For more
information on setting the AutoCompl ete preferences, refer to Chapter 5, “Working With the
Business Center.”

¥l Invoice Entry * How do 17 | — [ ]
Invoice number. | 0123455543 Date: | oK
Customer code:  |EF) Shipping: IShip To 'I B Close
Code Name e 1D Lacklp
BRADFORD. E Bradford, Elizabeth
BRADLEY. R Bradley. Fobert | (D
BROOKS, D Brooks, David Delet
BROWN, T Brown, Timothy Duedate: [ DR
BROWHNSOMN, J Browmson, Julia [ ~ Options
- Yia: I
| | @ Help

|
| Our: I FOB: I
Salesperzon: I

Item Murmber D ezcription
Ordered Shipped | Backorder I Price I Discount | E stended
Subtatal: Freight: Taw Tatal: FPayment: Reference: Met to pan:
0.on 000 | 0.0 0o | 0.0 | 0.00
|Furniture Factory |Period 13: 01/o1/02 - 01/31j02

Figure 4-4: The AutoComplete list matches the information you are typing with information in your
LookUp lists or information you have previously entered into the current field and offers a list of
suggested choices.
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Sending an E-mail

Use the Instant Correspondence feature to keep in close communication with your
customers, vendors and employees. Each customer, vendor, salesperson, warehouse and
employee record has an E-mail field. Click the E-mail button attached the field to launch
your e-mail program. A new e-mail message appears with the To box completed with the
recipient’s e-mail address. For more information on sending a batch of e-mails using the
Mail Merge feature, refer to the User’s Guide for each module.

Note Thisfeatureisalso available when using the BusinessAlerts feature. While setting
your alert rules, you can compose an e-mail message to send to select recipients when the
alert is detected. For moreinformation on the Business Alerts feature, refer to Chapter 6,
“Working With Business Center Pages.”

Note You must have asimple MAPI compliant e-mail system to use the Instant
Correspondence feature to send an e-mail.
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Figure 4-5: Use the E-mail button to send an e-mail to a customer, vendor, salesperson, warehouse or
employee.
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Using the Toolbars

DacEasy has two types of toolbars: (1) the main DacEasy application toolbar and (2) the
toolbar that appears when you access a dialog box in a DacEasy module. Point to a button
on any toolbar to view aTool Tip. The Tool Tip includes the button label if it isnot included
on the button and the shortcut key when applicable. You can click the button to carry out the
action, or press the shortcut key if available.

If you are using the Business Center, refer to the section titled “Modifying the Business
Center Appearance” for more information on changing the module toolbar that appearsin
the Business Center.

If you are not using the Business Center, the default main application toolbar in each
DacEasy module includes the most commonly used features. You can customize the tool bar
per station 1D, which allows you to customize the program to meet your specific needs. For
information on customizing the toolbar in the individual DacEasy modules, refer to the
individual program’s Help topic titled “ Customizing the toolbar.”

Note You cannot customize the Business Center main application toolbar.

Each DacEasy module dialog box has atoolbar with the commands that apply to the current
diaog box. Some toolbars include an Options button that displays a menu when clicked.
Select acommand from the menu or press the shortcut key associated with the menu
command. If an option is not available from the current field, the button appears dimmed.
You cannot customize the commands that appear on atoolbar associated with a dialog box.

Setting Button Label Preferences

If you are not using the Business Center, you can display the main application toolbar in
each DacEasy module with or without button labels. To change the current status, right-click
on the toolbar (not on a button), and then select Hide L abel to display the buttons without
descriptive text labels or Show L abel to display the buttons with descriptive text labels. You
can also select the label preferences on dialog box toolbars.

The button label appears bel ow the image on the main DacEasy application toolbar and to
the right of the image on dial og box toolbars.
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Positioning Toolbars

You can float, dock or hide most DacEasy dialog box toolbars and the main application
toolbar except the Business Center application toolbar.

A docked toolbar does not move. If you are not running the DacEasy modules through the
DacEasy Business Center, the main application toolbar can be docked to any edge of the
DacEasy desktop. The dialog box toolbar can be docked to any edge of the dialog box. You
can also float either of these two toolbars. A floated toolbar can be moved anywhere on the
desktop.

Tip You can drag and drop the toolbar to any position needed, floated or docked. You can
also resize the toolbar to adjust the orientation.

To float a toolbar—Right-click on the toolbar (not on a button), and then select Float or
double-click the toolbar (not on a button).

To dock a toolbar—Right-click on the toolbar (not on a button), and then select Dock or
double-click the toolbar (not on a button).
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To hide atoolbar—Right-click on the toolbar (not on abutton), and then click Hide
Toolbar.

To show a hidden toolbar—Click the system menu icon located in the top left corner of the
dialog box, and then select Show Toolbar.

Note When viewing information in the Report Viewer, the toolbar isin afixed position and
cannot be moved.
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Chapter 5

Working With the Business
Center

The Business Center provides asingle entry point for all DacEasy programs and includes a
number of features designed to increase productivity. Thisincludes the ability to view
multiple windows concurrently, update company information for all DacEasy modules, and
back up or restore data without exiting the Business Center. In addition, you get quick
access to your data, the Internet and other helpful resources.

This chapter providesyou with information that is helpful when using the Business Center.
The first section gives a description of each component in the Business Center. The other
sections explain how to work with your company profiles, edit your company information,
use the Business Center tools and manage multiple windows.
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Understanding the Business Center

Use this section to familiarize yourself with the different areas in the Business Center. The
following diagram labels each areain the Business Center. A description of each area
follows.

Business Center menu bar

Title bar DacEasy Modules menu bar
DacEasy Modules toolbar _Navigation bar

4 DacEasy Business Center «J_10fx

| Profle Tools windows Help N

*
| accounting pawroll Order Entry  Point of Sale” WebsStore Crystal R 945 Registration

SEI&E B =
| & = @ [5] 48 4 || adoress [capackasybepmldetaut hem

Resources | Adtivities | Instant Advisor | Instant Reports | Workflow Guides

Explorer. ]
bar

Welcome 2l
HEVIEE LSOy Increase your productivity with the Business Center, The Business Center makes the most
DacEasy Web Site of today's latest technology to give you guick access to DacEasy and the Internet. The
Technical Suppart Business Center is comprised of the following:
Find a Caonsultant
Order Checks Resources Fast access to valuable resources and helpful tips,
including a New Features Tour.
Order Forms
Activities Related activities are grouped together for quick access,

Order Tax Forms

DacEasy Products Instant Advisor Always pay your vendors on time with the Payables

Business . Reminder and stay on top of things that matter to you
Center Mews and Specials with Business alerts,
Kk Order Products Instant Reports Quick access to key reports with the ability ta drill down
workspace Contact Us to further detail,

Workflow Guides Step-by-step guides for setup and other routine
activities.

Downloads

Register Software
Wiew Readme

Tip Center
Print Credit Memos
DacEasy can print your customer credit memos. You can include inventory or
services on the credit memo by entering the credit in the Biling module. To
order these 100% compatible DacEasy forms call 1-800-222-0508,

Legal Notices

Orex

Sample Profie [ w2

Contents area LStatus bar

Contents bar

Figure 5-1: Use this diagram to familiarize yourself with the Business Center.
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Business Center Title Bar

Thetitle bar islocated at the top of the Business Center window. It includes the system
menu icon and name of the program on the left side and four buttons on the right side. A
brief description of each button follows.

E Thefirst button is the Wor kspace button. Use this button to hide or show the
Business Center workspace. If the workspaceisvisible, click this button to
hide the workspace. If the workspace is hidden, click this button to show the
workspace.

g The next button is the Minimize button. Click this button to reduce the
program to a button on the taskbar.

O] Thisisthe Maximize button. If thisis the next button to appear on thetitle
bar, you are currently viewing the Business Center in Restored view. Click this
button to expand the view of the Business Center to cover your entire desktop
area.

Thisisthe Restore button. If thisis the next button to appear on thetitle bar,
you are currently viewing the Business Center Maximized (over your entire
desktop areq). Click this button to restore the view to its previous size.

Thisisthe Close button. Click the Close button to exit the program.
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Business Center Menu Bar

The Business Center menu bar islocated below thetitle bar. It includes the menus relevant
to the Business Center.

The Profile menu includes commands applicable to company profiles. You can add profiles,
open profiles or edit profiles. In addition, you can choose Exit from the Profile menu to
close all profiles and exit the Business Center.

The Tools menu includes commands to backup and restore company data, change the date,
set alert rules and set workspace preferences and appearance.

The Windows menu lists all DacEasy windows that are currently open. Select awindow in
the menu to make the window active.

The Help menu includes access to the Help files and the About DacEasy Business Center
information.
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DacEasy Modules Menu Bar

The DacEasy Modules menu bar islocated below the Business Center menu bar. Use the
DacEasy Modules menu bar to access the menu commands available in the individual
DacEasy programs. For more information on changing the DacEasy Modules menu bar,
refer to the section titled “Modifying the Business Center Appearance.”

Note If you try to access amenu command from the DacEasy Modules menu bar for a
module that is not in the current company profile, an error appears.

DacEasy Modules Toolbar

The DacEasy Modules toolbar, located below the DacEasy M odules menu bar, can be used
to access key features in the DacEasy programs. Click a button to view the appropriate
dialog box. For more information on changing the DacEasy Modules toolbar, refer to the
section titled “Modifying the Business Center Appearance.”

Explorer Bar

The DacEasy Business Center includes a browser, Internet Explorer, that allows you to view
HTML pages. Thisincludes HTML pages accessed viathe Internet and HTML pages
specific to the Business Center that are located on your computer. Use the Explorer bar to
select the page to view or refresh the page. For more information on each button that
appears on the Explorer bar, refer to the section titled “ Using the Explorer Bar” later in this
chapter.

Business Center Workspace

The Business Center workspace is the area where you view Business Center and HTML
pages. The Business Center pagestypically consist of three distinct areas, the Navigation
bar, the Contents bar and the Contents area. The Navigation bar includes links to different
features available in the Business Center workspace. The Contents bar includes linksto
different pages related to the current page. The Contents areais where the page appears.

Note To hide or show the Business Center workspace, click the Wor kspace button located
on thetitle bar.

Business Center Status Bar

The status bar shows the name of current company profile. This can be especially useful if
you access data in multiple company profiles.
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Working With Profiles

If you want to use the Business Center, you must add a company profile for each company
you track in DacEasy. Use the commands on the Profile menu to add new company profiles
and open existing profiles. In addition, you can edit the profile by adding and removing
modules, editing the password information, editing the company information and editing
users. Thereisalso an Exit command that closes all profiles and closes the Business Center.

For moreinformation on adding profiles, opening profiles or editing passwords, refer to
Chapter 3, “Installing DacEasy.”

Adding Modules to a Company Profile

When you add your company profile, you have the option to add a single module or
multiple modules. You can always use the Add Module wizard to add additional modules
after setting up the company profile.

os)
. =
To Add a Module to a Company Profile 2
D
1. Select Edit from the Profile menu, and then select Add Module. The Add @
Module Wizar d appears. g
o]
Select the Data Type
Y'ou can add ;;::ting data ta a company profile or create new data files. ﬁ
‘Wihich type of data files would you like ta add?
@ MNew data
" Existing data
@ T | Eancell

Figure 5-2: Use the Add Module wizard to link data files from other DacEasy
modules to the company profile.

DacEasy Getting Started 59



Chapter 5 Working With the Business Center

2. Follow theinstructions on the screen to complete the wizard. Use the
Back and Next buttons to navigate through the wizard. Click Finish when
you have completed the wizard. A Complete screen appears when the
processis done.

Tip You can browse for an existing folder when you add amodule to a
company profile. Click Browse, and then click Existing companiesto
locate existing DacEasy company folders or click Windowsfoldersto
search dl folders.

3. Click OK to return to the Business Center.

Removing Modules From a Company Profile

You can use the Remove Maodule wizard to remove modules from a company profile at any
time. If the company profile consists of multiple modules, you cannot remove Accounting
until all other modules have been removed.

To Remove a Module From a Company Profile

1. Select Edit from the Profile menu, and then select Remove M odule. The
Remove M odule Wizard appears.

Remove Module Wizard

Select Modules
Select the modules to remaove. If pou have multiple modules in the company profile, R
pou must remove Accounting last.
‘which modules do you want to remove?
Accounting: [
Payrall: r
Oider Entry:
Poirit of Sale: [~
@ Hest > | " Cancel |

Figure 5-3: Use the Remove Module wizard to remove modules from the company
profile.
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2. Select the modulesto remove, and then click Next. A Summary screen
appears.

3. Click Finish to remove each module listed. A Complete screen appears
when the processis complete.

4, Click OK to return to the Business Center.

Removing Company Profiles

You can track information for multiple companies in the Business Center. Use the following
stepsif you need to remove acompany profile.

Tip When removing acompany profile from the Business Center, DacEasy only removes
thelink between the program and the datafiles. You have to manually delete the datafiles
for each module from your hard disk drive.

Note You must have at least one company profile to operate the Business Center. DacEasy
does not allow you to remove the last company profile.

To Remove a Company Profile

1. Select Open from the Profile menu. The Open Company Profiledialog
box appears.
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2. Select the profile you want to delete.

3. Click Remove to remove the company profile.

Note If the Remove button is unavailable, you are attempting to remove
the open profile. Open a different profile. If only one company profile
appearsin thelist, you cannot remove the profile.

4. Select acompany profile from thelist and click Open.
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Editing Company Information

You can enter your company address, phone and tax |D information when you set up a new
profile. You can also update the module data files with thisinformation. Use the Edit
Company Information dialog box to edit the company information for the company
profile. Use the Update Modules option on the dialog box to update the company
information in al the modules at once.

To Edit Company Information

1. Select Edit from the Profile menu, and then select Company
Information. The Edit Company | nfor mation dialog box appears.

Edit Company Information B=
Profile name:  Furniture Facton
Company name: |
Address: | Phane 1 |[ 1 -
| Phane 2 |[ ] -
City/StateZip: | | Fax: |[ ] -
E-mail: | Federal [D: I
Country: I State 10 I
Update modules: [
Company I Paths I

Figure 5-4: Use the Edit Company Information dialog box to update the company
address information for your company profile. Select the Update Modules check
box to also update the company address information for all modules in the profile.

2. Edit eachfield as necessary.

3. Select the Update M odules check box if you want to update each module
included in the company profile with your changes.

Tip Click the Pathstab to view each moduleincluded in the profile.

4. Click Saveto save your changes.
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Modifying User Information

Use the Company Profile User List dialog box to add additional information for your
users. The Controller isthe only user that has access to this dialog box. For more
information on setting the controller password, refer to the section titled “ Setting the
Controller Password” in Chapter 3, “Installing DacEasy.” From this dialog box, you can
view users, remove users, update auser’s full name and add comments.

To Modify User Information

1. Select Edit from the Profile menu, and then select Users. The Company
Profile User List dialog box appears.

Note If the controller password has been saved, a password prompt
appears. Type the controller password and click OK to continue.

Company Profile User List
Select a user. Y'ou can remove the user or edit the user.
including the scheme that controls appearance settings.
Users: CALEB w
JOHAN
FIYAN ‘g
SERGIO
D
(]
Bemove n
(@)
Full name: || (1]
>
Commenits: = o
e
|
Scheme: I[DacEasy Classic] ﬂ
Contraller pazsword
To change the controller password, click Set Password
Set Password...
Update LCancel

Figure 5-5: Edit User information and set the controller password from the
Company Profile User List dialog box.

2. Select the user you want to edit from the Userslist. Type the full name of
the user, add any comments, and then select a scheme for the user.

3. Click Updateto save your changes.

4. Click Cancel to return to the Business Center.
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Using the Business Center Tools

Access the commands on the Tools menu to back up and restore company datafiles, set
BusinessAlert rules, change the program date and set preferences for the workspace.

Protecting Your Data

One of the most important functionsin DacEasy is the Backup function. In the event of a
hard disk drive failure or excessive data corruption, you must restore a backup. Without a
backup, you have to enter all your dataagain. It isvery important that you take the steps
required to have a current backup at all times.

A comprehensive guide to making backup copies of your datafollows. These steps require
you to retain 10 sets of backup disks. With these 10 sets, you will have three months of data
in the event you need it. Backup disks are divided into three groups of individual sets: four
individual setsfor daily backups (labeled Day 1, Day 2, Day 3 and Day 4), three individual
sets for weekly backups (labeled Week 1, Week 2, Week 3), and three individual setsfor
monthly backups (labeled Month 1, Month 2, Month 3).

To Store a Complete Data Library

1. Perform afull backup of all your DacEasy datafiles onto the Week 1 set
of backup disks. We recommend you perform this operation on a Friday
night.

2. Each day, Monday through Thursday, back up onto the Day 1-Day 4 set of
backup disks.

3.  On Friday, back up onto the Week 2 set of disks.

4. Each day, Monday through Thursday, back up onto the Day 1-Day 4 set of
backup disks.

5.  On Friday, back up onto the Week 3 set of disks.

6. Each day, Monday through Thursday, back up onto the Day 1-Day 4 set of
backup disks.

7. On Friday, back up onto the Month 1 set of disks before running end-of-
month routines.

8. Repeat steps 1-7 two times, substituting the Month 2 and Month 3 sets of
backup disks for the Month 1 set of disks. Replace the daily disks after the
third monthly backup.
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Backing Up Company Data

Each DacEasy module includes a Backup function; however, if you have multiple DacEasy
modulesin asingle company profile you can save time by backing up from the Business
Center. If you have multiple DacEasy modules, it isimportant that you back up all datafiles
at the sametime.

Note Thisbackup procedure only backs up the module company data. It doesn’t back up
user defined Crystal Reports, alert rules and associated files, or profile information such as
your passport and tickets. You can use an external backup system provided by your
operating system to back up thisinformation.

To Back Up Company Data

1. Select Back Up Company Data from the Tools menu. The Backup
Wizard appears.

Backup Wizard

Select DacEasy Modules
‘f'ou can back up any modules in the company profile. (B

‘which modules do you want to back up?
Accounting: [
Payrall I
Order Ertry: [
r

Paint of 5ale:

@ s | [ Eanel

Figure 5-6: Use the Backup wizard in the Business Center to back up all your
company data files in the profile. This keeps all your data synchronized.

2. Select the modules you want to back up, and then click Next. The default
location where each backup is stored appears.

Tip Back up all modulesin acompany profile at the sametime. This
ensures that your datafiles stay synchronized.

3. Edit thelocation if necessary, and then click Next. A Summary screen
appears.

4. Click Finish to make the backups.
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Restoring Company Data

Each DacEasy module includes a Restore function; however, if you have multiple DacEasy
modulesin asingle company profile you can save time by restoring from the Business
Center. If you have multiple DacEasy modules, it isimportant that you restore all modules at
the same time to keep your data synchronized. Be sure the backups you are restoring into
each module were all created at the same time.

To Restore Company Data

1. Select Restore Company Data from the Tools menu. The Restore
Wizard appears.

Restore Wizard

Select DacEasy Modules
Y'ou can restore any modules in the company profile. R

‘which modules do you want to restore’?
Accounting: [
Payrall I
Order Ertry: [
Paoint of Sale: [

@ o | e

Figure 5-7: Use the Restore wizard in the Business Center to restore backups for
each module in the profile.

2. Select the modules you want to restore, and then click Next. The default
backup location appears.

Tip Be surethe backups you are restoring into each module were created
at the same time. This ensures that all your datafiles stay synchronized.

3. Editthelocation if necessary, and then click Next. A Summary appears.

4. Click Finish to restore the backups.
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Changing the Date

DacEasy defaults to the computer’s current system date; however, you can change the
default datein DacEasy if you need to enter activity for adifferent date. Changes made to
the DacEasy date do not affect the computer’s system date.

Note You can also change the date from any DacEasy module. To change the date within a
DacEasy module, click Options, and then select Date (or press F4). If you are running the
DacEasy module independent of the Business Center, the new date is used for all activity
until you close the program. If you change the date from a modul e accessed through the
Business Center, the change only appliesto the current screen until that screen is closed.
When you access the screen again, the date defaults to the Business Center date.

To Change the Program Date

1. Select Program Date from the Tools menu. The Enter Program Date
dialog box appears.

2. Typethedate.
3. Click OK.
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Modifying the Business Center Appearance

You can select a scheme to modify the appearance of the Business Center to meet your
needs. Each scheme consists of the layouts for the Module toolbar, M odule menu bar,
Activities pages and Workflow Guides.

To Change the Business Center Appearance

1. Select Appearance from the Tools menu. The Appear ance dialog box

appears.

— Schems

E{! Select a scheme to modify the appearance of the
i Business Center.

Scheme:

DacE: it
[Order Entry]
[Paprall]

[Pairt of Sale]

Desciiption:  Provides access to al Business Center integrated
modules.

Uze Default
o) coe |

Figure 5-8: Use the Appearance dialog box to change the appearance of the
Module toolbar, Module menu bar, Activities pages and Workflow Guides.

2. Select ascheme or click Use Default to use the default scheme, whichis
based on the modulesin your profile.

Note The DacEasy Classic scheme consists of all DacEasy modules.
Select this scheme if you use more than one DacEasy module. If you use a
single DacEasy module, you can select a scheme that contains only
options for the module you use.

3. Click OK. You are asked if you want to apply the scheme.

4. Click Yes. The Business Center is updated with your changes and your
default home page appears in the workspace.
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Setting the Business Center Options

Use the Options dialog box in the Business Center to set preferences for various features.
These preferences include selecting the Home page, backup and restore defaults and
AutoCompl ete settings.

To Change the Home Page

The home page automatically appears in the Business Center workspace each time you start
the Business Center. If you are viewing a different page, you can quickly load the home
page at any time by clicking the Home Page button on the Explorer bar.

1. Select Optionson the Tools menu. The Options dialog box appears with

the Wor kspace tab open.

Home page

% Select the page to use as your home page.
Address: It:\DacEasy\bc\html\default.htm

Usze Curent Usge Default Usze Blank
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Wnrkspacel Backup | Edit
@ ok | Cancel

Figure 5-9: Use the Workspace tab of the Options dialog box to select the Home
page that appears when you first open the Business Center.
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2. Select the address of the home page using any of the following methods:

Use Current—Click this button to use the page that currently appearsin
your workspace as the home page.

Use Default—Click this button to use the Business Center's default home
page, which is the Resources page, as your home page.

Use Blank—Click this button to use Internet Explorer's default blank
page. Your workspace will have awhite background.

Tip If you prefer the background to be a solid color other than white,
DacEasy includes additional pages you can use as your default. These
pages are located in the \Bc\HtmI\Bkgnd subfolder in the Business Center
application folder. For example, if you installed the program into the
default folder, type C:\DacEasy\BC\HTML\Bkgnd\Blueblank.htm to use a
solid blue page in the workspace.

3. Click OK to save your change.
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To Select the Default Backup Location

1.

Select Options on the Tools menu. The Options dialog box appears.
Click the Backup tab.

Type the default backup location in the Destination area or use the
following buttons to select the path.

Click the arrow button next to the Default Backup Location field to select
asystem variable. The variable, which is enclosed in angle brackets, is
inserted where the cursor islocated. You can use any combination of
variables and combine variables with text aslong as the combination
resultsin avalid path.

A description of each variablefollows:

Profile Folder—The folder where the profile islocated. You can view
this path on the Pathstab of the Edit Company I nfor mation dialog box.

M odule Data Folder—The folder where the datais located for the
current module data being backed up. You can view this path on the Paths
tab of the Edit Company I nfor mation dialog box.

Today’s Date—The computer’s current system date using the
YYYYMMDD format.
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Day of Week—The current day of the week based on the computer’s
current system date.

Click the Browse button next to the Default Backup Location field to
browse for the folder.

Tip Click the Use Default button to use to the default path, whichis
<PROFILEDIR>\Backups\<TODAY >,

Click OK to save your changes.
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To View the Backup/Restore History

1. Select Options on the Tools menu. The Options dialog box appears.

Click the Backup tab.

Click History. The Backup/Restore History dialog box appears.

Note If you entered a controller password on the Company Profile User
List dialog box, you must enter this password on the Enter Controller
Passwor d dialog box that appears.

Note If youwant to remove entries from the activity log, select the
activity, and then click Remove.

Click Closeto exit this dialog box.

To Set AutoComplete Preferences

Before you use the AutoCompl ete feature, you can select certain preferencesto fit your
needs. For more information on the AutoComplete feature, refer to Chapter 4, Working With

DacEasy.”

Select Options on the Tools menu. The Options dialog box appears.
Click the Edit tab. The Edit tab appears.

Select the settings you want to use for the AutoComplete feature. The
settings you select on the Edit tab are specific to the current user logged
on to the Business Center and apply to each DacEasy module you have
installed.

Tip Click Help from the Options dialog box for a detailed description of
each option.

Click Closeto exit this dialog box.
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Setting Business Alert Rules

Before you can use the Business Alerts routine in the Instant Advisor, you need to determine
which alerts you need and set the appropriate rules. For example, if you want to be alerted
that an account has exceeded your budgeted amount, you would set up an Alert Rule for that
account. For more information on the BusinessAlert feature, refer to Chapter 6, “Working
With Business Center Pages.”

To Set Business Alerts

1. Select BusinessAlert Rulesonthe Tools menu. The Alert Rulesdialog
box appears.

2. Click New to add anew Alert Rule. If you want to edit an existing Alert
Rule, select theruleintheAlert Rulelist and click M odify. TheAlert
Rule Wizard appears.

Follow the instructions on the screen to set the Alert Rule. Use the Back
and Next buttons to navigate through the wizard. Click Finish when you
have completed the wizard.

Once you have added the BusinessAlert Rules, view the rules on the
Alert Rulesdialog box. The Business Alerts feature does not allow
duplicate Alertsfor asingleitem to appear in the BusinessAlertslist. Use
the order of the rulesin the Alert Rules dialog box to determine which
rule should appear in the list should DacEasy detect a duplicate alert.
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3. Click OK to save the changes.

If the Business Alerts pageisin current view, amessage appears asking if
you would like to regenerate the Business Alertslist to include the recent
changesto therules.

If the BusinessAlert pageisnot in current view, you must view the
BusinessAlerts page and click the Regener ate Items button. This updates
the BusinessAlertslist to include the changesto therules.
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Managing Windows

You can only have one Business Center window open at atime; however, you can have
multiple DacEasy module windows open at the same time. To open a DacEasy module
window, select acommand from a menu on the Modules menu bar, click a button on the
Modules toolbar or use the Activities or Workflow Guide Business Center pages.

Selecting the Active Window
Use any of the following methods to select the active window.

Windows menu—Each open window appears on the Windows menu. The
windows are listed in order of the most recently opened window. Select awindow
to makeit active. If the window is open but does not appear on the Windows menu,
select Windows... and alist of all open windows appears. To open awindow, select
the window, and then click Activate.

Task bar—Each open window appears on the Windows taskbar. Click the button
on the taskbar to make the window active.

Select the window—If awindow is visible on the desktop, you can click anywhere
on the window to make it the active window.

74 DacEasy Getting Started



Working With the Business Center Chapter 5

Managing the Workspace

The Business Center workspace uses Internet Explorer. Internet Explorer isabrowser that
allowsyou to view HTML pages. The Business Center workspace is designed to display
HTML pages located on your computer. These pages access the various activities using the
DacEasy modulesin the company profile. You can also use the Business Center workspace
toview HTML pages on the Internet.

Viewing the Workspace

Thefirst time you start the Business Center, the workspace includes a default Business
Center Home page. If you do not want to view the workspace in the Business Center, you
can click the Wor kspace button on the Business Center title bar to hide the workspace. If
the workspace is hidden, click the Wor kspace button to show the workspace. Refer to the
section titled “Business Center Title Bar” earlier in this chapter for help identifying the
Wor kspace button. Refer to Chapter 6, “Working With Business Center Pages’ for more
information on the pages that appear in the Business Center workspace.

Using the Explorer Bar

The Business Center Explorer bar consists of an Explorer toolbar and an Explorer Address
bar. To load a specific page, type the address in the Address bar, and then press Enter. A
description of each button on the Explorer toolbar follows.
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) Back—Returnsyou to the last page you viewed.

Forwar d—Returns you to the page you viewed before you clicked Back.

Sop—Stops loading the current page.

Refresh—Rel oads the current page.

Ex| (=) @) | &

Home Page—L oads the page specified as the default home page.

Tip You can specify adifferent home page. For more information on
changing the home page, refer the to the section titled “ To Change the
Home Page” earlier in the chapter.

Business Center Home Page—L oads the original default home page.
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Chapter 6

Working With Business Center
Pages

Chapter 5 gave you a basic understanding of the Business Center. One of the most powerful
components of the Business Center isthe ability to view HTML pagesin the workspace.

Many powerful features are available from the HTML pages that DacEasy installs on your
hard disk drive. This chapter is dedicated to explaining how to use these pages and the
benefits derived from these pages.

You are likely to use the pages in the Business Center workspace on adaily basis. The
workspace provides access to the Resources page, Activities pages, I nstant Advisor, Instant
Reports and Workflow Guides. These pages provide quick access to helpful information, the
Internet and your company datafiles.
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Accessing Additional Resources

The Resources feature includes a collection of links to helpful pages on the Internet. Using
these links, you can quickly do things like take a tour of the new features, accessthe
DacEasy Web site, get online support, register your software, find a consultant in your area
and view the readme. To view the Resources page, click Resour ces on the Navigation bar,
or click the Business Center Home Page button on the Explorer bar.

When you are done viewing a page on the
Internet, click the Business Center

Home Page button to return to the
Resources page.

J Address [CiDacEasyibeihtmNdeFault. htm

Resources | Activities | Instant Advisor | Instant Reports | Workflow Guides

Resources Welcome

(2 (RRERITES Teur Increase your productivity with the Business Center. The Business Center makes the most

DiacEasy Web Site of today's latest technology to give you guick access to DacEasy and the Internet. The
Technical Support Business Center is comprised of the following:
Find a Consultant
Order Checks Resources Fast access to waluable resources and helpful tips,
including a New Features Tour,
Order Forms o - .
Activities Related activities are grouped together for quick access,

Order Tax Forms i i i
Instant Advisor Always pay your vendors on time with the Payables

- Rerninder and stay on top of things that rmatter to you
Mews and Specials with Business alerts.

Order Products Instant Reports Quick access to key reports with the ability to drill down
Contact Us to further detail,

Downloads workflow Guides Step-by-step guides for setup and other routine
activities.

DacEasy Products

Register Software
Wiew Readme

Tip Center
Print Credit Memos
DacEasy can print your customer credit memos. You can include inventory or
services on the credit memo by entering the credit in the Billing module. To
order these 100% compatible DacEasy forms call 1-800-222-0505.

Legal Notices

o Previous Ol\ex:
Click a link on the Contents The Tip Center displays helpful
bar to access additional information about the many features
resources on the Internet. available in all the DacEasy products.
Click Previous and Next to view more
tips.

Figure 6-1: Use the Resources page to access additional resources on the Internet. This includes
viewing the New Features Tour and online support, registering your software, viewing the DacEasy
Web site and ordering products. You can also view helpful tips in the Tip Center on this page.
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Using the Resources Links

The Resources links are found on the Contents bar. Most of these links take you to pages on
the DacEasy Web site. Use these links to register your software, find out the latest
information about the DacEasy products or find a Certified Consultant in your area.

There are also links to the many support options provided by DacEasy’s award-winning
Customer Support Services division. These optionsinclude downloading the latest patches
and utilities. Being able to quickly access the support optionsis especially helpful when you
need an answer to your question right away. You no longer need to view another browser,
remember the Web address, and then type it in. Some of the online support options require
you to be a ClientCare member. For more information on support options, refer to the
section titled “ Additional Resources” in Chapter 2, “User Assistance.”

Usethelink to the New Features Tour to familiarize yourself with the many powerful new
featuresin DacEasy. Each new featureis presented in an easy-to-follow format that includes
afeature overview aong with steps and procedures. Once you are familiar with the feature,
you can click the Take M e Ther e button to go directly to that feature.

Use the links to DacEasy’s secured store to order checks and forms guaranteed to be
compatible with DacEasy. You can also use these links to order DacEasy products. You can
install and use any of the DacEasy products available on the CD for atrial period. By
ordering online, you can continue to use the new products without any interruption.

Using the Tip Center

The Resources page also includes a Tip Center. The Tip Center appears in the Contents area
and provides you with useful tips on the many features found in all the DacEasy products.
Some of thetips are daily reminders that appear on certain days throughout the year. Each
time you access the Business Center; anew tip appears in the Tip Center. To view more tips,
click Next. To view the previoustip, click Previous.
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Selecting Activities

TheAdctivities feature includes a collection of pages that organize related features,
regardless of the DacEasy module, into logical groupings. The links on the Activities pages
provide quick accessto your data. With the click of amouse, you quickly accessafeaturein
DacEasy without using the menu or toolbar. For example, you can access the Inventory
Activities page to enter Promotional Pricesin Point of Sale, view the Production Schedule
in Order Entry or use the Price Assignment feature in DacEasy Accounting.

The Contents bar lists each Click Activities on the
Activities page. Clic_:k the Navigation bar to access
page you want to view. the Activities feature.

mﬂa Resources | Adtivities | Instant Advisor | Instant Reports | Workflow Guides
Activities C
ustomer

Customer ACTIVITIES

Banking
Inwentory Gustomers

General Ledger Customers
Company

— Click an activity in
Order Entry

id L
Payral o oot Suie this list to launch
Your WebStare pdate Vi
el © Directary TP ‘?hzcatlcvtlit\)/i.ty appears
® Aging .
Legal Notices Point of Sale ® Mail Merge .dlmme.d, the mOd_ule
o Letters is not in your profile.
Banking @ Labels
_F @ Customer Inquiry (POS)
orms & Customer Inquiry (OE)
m & Order Status Inquiry

Click an area in this list
to view the activities related
to the area.

Figure 6-2: Use the links on the Activities pages to quickly launch DacEasy activities.
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You can access the following Activities pages: Customer, Vendor, Banking, Inventory,
General Ledger, Company, Payroll and Your WebStore. When you click Activities on the
Navigation bar, the Customer Activities page appears as the default. You can select a
different Activities page from the Contents bar.

Each Activities page includes areas rel ated to the selected Activity page. When you click an
area, theindividual activities associated with that area appear. If you did not install a
particular DacEasy module or include a module in the company profile, the activities for the
module are not available. The activities listed may also include pages available in the
Business Center. For example, if you select the Customers area from the Customer Activities
page, a Setup Guide option isincluded in the list of activities. If you click this option, the
Setup Workflow Guide appearsin the Business Center workspace. For more information on
using workflow guides, refer to the “ Using Workflow Guides” section in this chapter.

To Launch an Activity

1. Click Activitieson the Navigation bar in the Business Center workspace.
The Customer Activities page appears in the Contents area.

To select adifferent Activities page, click the appropriate page on the
Contents bar.

2. Click the areathat contains the activity you want to access. A list of
activities related to that area appears.

Note If an activity appears dimmed, the moduleis either not installed or
not included in the company profile.

3. Click the activity. The appropriate dialog box or page appears.
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Working With the Instant Advisor

The Instant Advisor feature includes two unique features that help you keep up to date with
your company’s data. These two features are the Payables Reminder and the Business
Alerts. Use these two routines to find out information about your company's status quickly.

The Contents bar lists each

feature available in the Click Instant Advisor
feature you want to view. bar to access the feature.

m@ Resources | Activities | Instant Advisor | Instant Reports | Wordlow Guides

Instant advisor Paya bles Reml nder

Business Alerts Click. @ row, and then select the invoice you want to pay.

- | Wiew: Payments due thiough today, grouped by vendar.

Payahles Reminder

+ Due Date Wendor Mame

Legal Notices o 001 wd Custom Funiture 0
017102001 Dickson Furniture Industries 43,089,681
01/14/2001 Mattress King $106.09
01142001 Rainbow Funiture Supplies $341.30
01/21/2001 Supertore $2,109.39 ~
03122001 Sunshine Funiture Co, $530.39
031212001 West Office Supplies $204.60
03/25/2001 Petals Stems $325.00

Invoices:
Ihvoice Mo | Dizc. Date | Dizc. Payment |~L Due Date | Full Payment |
0000414135 01/10/2001 2,250.00 01/10f2001 2,250.00 |
Paydl | ~]

Figure 6-3: The Instant Advisor quickly shows you the invoices you have due on the Payables
Reminder page and alerts you of specific activity going on in your business, like low inventory levels,
on the Business Alerts page.
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Viewing the Business Alerts

Being in touch with your company's status hel ps you make good business decisions. Set up
the Business Center to alert you when certain conditions are met. For example, you can set
up an alert so you are notified when the inventory level of an item reaches a minimum. Once
you get the alert, you know immediately that you need to order more of that item from your
vendor. In addition to viewing the alert in the Instant Advisor, you can use the Business
Center's Instant Correspondence feature to send an e-mail to you or your staff so they are
aware of the dert.

Before you can use the Business Alerts routine in the Instant Advisor, you need to determine
which alerts you need and set the appropriate rules. For example, if you want to be alerted
that an account has exceeded your budgeted amount, you would set up an Alert Rule for that
account. For more information on setting Business Alert rules, refer to Chapter 5, “Working
With the Business Center.”

Note You can set BusinessAlert Rulesfor General Ledger accounts, customers, vendors,
inventory items and employees.

The BusinessAlert list includes the following information for each alert, the status, alert
name, theitem for which the alert is concerning, the date the alert was last updated and the
date the alert was last detected. To quickly view specific information regarding the aert,
place the mouse cursor over an aert in the Business Alert list and the information appears as
aTool Tip. Select an alert and right-click to view the shortcut menu. Use the shortcut menu
fromthe BusinessAlert list to quickly perform other routines such as, changing the status of
an aert, opening or sending e-mails, deleting an alert and viewing an aert’s properties.

When you generate the BusinessAlert list, the status of the alertsis updated automatically if
thefollowing conditions apply:

B |f the status of an alert is Closed, and the alert is detected again, the status of the
alert is changed to Open.

B |f the status of an aert is Open, and you send an e-mail from the BusinessAlerts
page, the status of the alert is changed to Pending.

Each of these actionsisrecorded in the alert’s history, which can be viewed on the History
tab of the Business Alert’s Properties dialog box.
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Chapter 6 Working With Business Center Pages

To View Business Alerts

1. Click Instant Advisor onthe Navigation bar in the Business Center

workspace. The I nstant Advisor page appearsin the Contents areawith
the BusinessAlertslist in view

Note Duplicate alerts do not appear in the BusinessAlert list. If you set
BusinessAlert rulesthat are similar and a duplicate alert would be
generated, the alert is only generated once for the rule with the highest
priority. For more information, refer to the section titled, “ Setting
BusinessAlert Rules’ in Chapter 5, “Working With the Business Center.”

Click Regenerate | temsto update the BusinessAlertslist if necessary.
The BusinessAlerts are not updated online. To update the BusinessAlerts
list, you must click the Regenerate Items button.

Tip To speed generating the Business Alertslist, post all transactionsin
all modules before clicking the Regener ate | tems button.

84
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3. Selectanadert or group of alertsinthelist.

Click Rulesto view the Alert Rules dialog box. Use this feature to add,
modify and delete Alert Rules.

Click Propertiesto view detailed information about the aert. This
information includes dates regarding the alert, conditions met, details
about the conditions, and the Alert history. Use the Properties feature to
changetheAlert status.

Click E-mail to send the composed e-mail to the specified e-mail
addresses set on the BusinessAlert rule.

Click Delete to delete the selected dlerts.

Note If you delete an alert and the conditions still apply based on an
Alert Rule, the alert will appear in the list again when you regenerate the
list.

Related Help Topics
B Changing the status of an dert
B Deleting derts
B Changing the BusinessAlertsView
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Viewing the Payables Reminder

Use the Payables Reminder to keep up with the bills you have to pay. The Payables
Reminder isautomatically set up to notify you of all invoices you have coming due. This
feature saves you time and money, by reminding you to pay your billsin atimely manner.
The Payables Reminder shows you all the bills you need to pay within acertain period of
time automatically. You no longer need to print reportsto find out when invoices are due,
wasting your time and paper. You can a so launch the DacEasy Accounting AutoPay feature
from the Payables Reminder and pay your invoiceswith afew clicks of abutton.

Note Thisfeatureisonly available if DacEasy Accounting isin the company profile.

Related Help Topics

B Changing the Payables Reminder View

To View the Payables Reminder

1. Click Instant Advisor on the Navigation bar in the Business Center

workspace. Thelnstant Advisor page appears in the Contents area.

Click Payables Reminder in the Contents bar. The Payables Reminder
appears in the Contents area. The due date, vendor's name and a summary
total of the amount you have due to the vendor appearsin the Summary
area (or top portion) of the Payables Reminder.

Note Theinformation that appearsin the Payables Remindersis not
updated online. To view updated reminders, you must generate the
Payables Reminder by viewing the Instant Advisor and clicking the
Refresh button on the Explorer bar.

Click the vendor's name in the top portion of the Payables Reminder and
the individual invoicesthat are due for that vendor appear in the Invoices
area (or bottom portion) of the Payable's Reminder.
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4. Click the Pay All option in the Invoice Area (at the bottom of the
Payables Reminder) to use the AutoPay feature in DacEasy Accounting to
pay al invoices that appear in the Payables Reminder. Select an invoice or
agroup of invoicesin the Payables Reminder and click the arrow next to
the Pay All option to view more AutoPay selections. Select one of the
options that appear. The following selections are available, Pay All, Pay
Selected Group and Pay Selected Invoice.

Note For more information on using the AutoPay feature, refer to the
Help topic titled "Paying vendors with AutoPay" in the DacEasy
Accounting Help system.
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Working With Instant Reports

Instant Reports provide quick accessto key reports in the DacEasy modules. An additional
benefit isthe ability to drill down on vital information to view the associated detail. For
example, you can view the Trial Balance, and then drill down on an account balance to view
the activity that makes up the balance.

Click Instant Reports

The Contents bar lists each on the Navigation bar
module. Click a module to to access the Instant
view the instant reports for Reports feature.
the module.
m’ﬁj Resources | Adiivities | Instant Advisor | Instant Reports | Workflow Guides
Instant Reports ACC ntl n . . .
T Accounting Click a report in the list to
Payral view the instant report.
Qrder Entry
 Trial Balance = Fumire Factory
Legal Notices % Balance Sheet

’@ Income Statement

E General Ledger Activity

E Accounts Payable Aging
’% Accounts Receivable Aging
E Product History

% Product Activity Detail

E Backorder Status

This repart lists balance information for your
. - chart of accounts and totals the detail
Click this icon to accounts, ¥ou can print this report for all
accounts to werify that your system is in
Change the report balance. ¥our system is in balance when the
defaults. total debits equal the total credits.

A description appears when
you place your mouse on a
report name. Click the sample
image to enlarge the sample.

Figure 6-4: Instant Reports allow you to quickly view your data, and then drill down to further detail.
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Changing Instant Report Criteria

Instant Reports use the standard report’s default criteriato reduce the steps required to
produce the report; however, you can change the criteria.

To Change Instant Report Criteria

1. Click Instant Reportson the Navigation bar in the Business Center
workspace. The Accounting I nstant Reports page appearsin the
Contents area.

To select adifferent module, click the appropriate module on the Contents
bar.

2. Click theicon to the left of the report name. A dialog box appears with the
available options for the report.

Note If the report name appears dimmed, the module is either not
installed or is not included in the company profile.

3. Select the report options.
4. Click OK. The Instant Report appears based on the criteria sel ected.

Note The changesto the report criteria are not saved.
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Chapter 6 Working With Business Center Pages

Viewing Instant Reports

Instant Reports are viewed within the Business Center workspace. Although the same
reports are available in the individual DacEasy modules, you must view these reportsin the
Business Center if you want the ability to drill down to further detail.

To View Instant Reports

1. Click Instant Reportson the Navigation bar in the Business Center
workspace. The Accounting I nstant Reports page appearsin the
Contents area.

To select adifferent module, click the appropriate module on the Contents
bar.

Tip Point to areport nameto view a description of the report with a
sample. You can click the sample report to enlarge the image, and then
click the Back button on the Explorer toolbar after viewing the sample to
return to the Instant Reports page.

2. Click thereport name. The report appearsin the workspace.

Note If the report name appears dimmed, the module is either not
installed or is not included in the company profile.

Drilling Down on Data

Instant Reports alow you to click on certain items on the report to view additional
information. Thisisreferred to asthe drill down feature. When you point to information that
has adrill down, the information changes colors, aline appears below the information and
the pointer changes to ahand. Click on the information, and another report or a dialog box
appears detailing the information you drilled down on.

Note You candrill down to the original transaction when viewing the Accounts Receivable
Aging Report or Accounts Payable Aging Report. This powerful feature required achange
in theway DacEasy stores customer and vendor activity; therefore, these drill downs are
only available on information entered into Version 11 or later.

90 DacEasy Getting Started



Working With Business Center Pages Chapter 6

Using the Report Footer Options

The optionsin the footer of the Instant Report allow you to increase your viewing area,
select a different page and regenerate the report.

Type a number. The total page
to display a count appears Refreshes the

Displays report in different page here screen with the
entire workspace‘\ latest data
||< | E: Df | E (I Ell %

Displays the. / >\;Displays the
first page last page
Displays the Displays the

previous page next page

Figure 6-5: Use the report footer options to manipulate the instant report.

Viewing the Report in the Full Workspace

Click the Full Wor kspace button to view the report in the entire Business Center
workspace. Thisreduces scrolling if you are unable to view the entire report due to your
display settings.

Selecting the Page to View

Click the First, Previous, Next and L ast buttons to quickly view the corresponding pages.
To quickly view aparticular page, type the page number in the Current Page box.

Regenerating Instant Reports

Click the Regener ate Report button to refresh the report with the latest data. Thisis useful
if you stopped the report generation or if you are operating in a multi-user environment and
need to view the latest information.
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Using Workflow Guides

The workflow guidesincluded in the Business Center workspace consist of step-by-step
guidesthat assist you in successfully completing certain DacEasy processes. These guides
are especially useful when completing involved processes such as setup or processes not
performed as part of your regular routine, such as closing the year.

Workflow guides break down the processinto phases. Each phase appears just below the
page title. When you click a phase, alist of each step in the phase appears. You can point to
the step to view adescription. If the step applies, click the option to access the appropriate
dialog box.

The Contents bar includes

each Workflow Guide. Guides Click Workflow Guides on
that apply to all modules appear the Navigation bar to
first, followed by module specific access the Workflow
guides. Guides feature

Mw Resources | Activities | Instant Advisor | Instant Reports | Workflow Guides

Workflow Guides Setup

WORKFLOW GUIDE

Accounting
Period End l ggtmuga“"’ Tables Defaults aggurds

Year End \'
i) Workflow Guides break down the

Calculate Payrall . .
process into phases. Click a phase

AutoReverse Payroll - >
Payroll Manth End to view each step within the phase.

Payroll Quarter End

L]

GController Password

Access Rights
Preferences \
* Accounting Click a step in the list

+ Payroll

o

Payroll Year End
Order Entry

[+]

Ship Orders :
s L + Order Entry to quickly access the

« Point of Sale appropriate dialog box.
Daily Sales | Company Information

Account Interface

lAccounting Interface
Legal Notices

Bullets with a plus indicate that the step
applies to multiple modules. Click the step
to view these modules. Click a module to
complete the step for the module. Modules
that do not apply to your profile are dimmed.

Figure 6-6: Use the workflow guides to assist you with your workflow processes.
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To Complete a Workflow Process

1.

Click Wor kflow Guides on the Navigation bar in the Business Center
workspace. The Setup Wor kflow Guide page appearsin the Contents
area.

To select adifferent workflow guide, click the appropriate guide on the
Contents bar.

Note Workflow guidesthat apply to all DacEasy modules are listed just
below the Workflow Guides heading on the Contents bar. Workflow
guides specific to each module are listed bel ow the appropriate module
heading.

Click thefirst phase. The steps associated with the phase appear.

Tip Point to astep to view a detailed description. Because not all steps
arerequired, you can also confirm that this step applies to your business.

Click the step you want to complete. The appropriate dialog box appears.

Note If aplusappearson the bullet, the step applies to multiple DacEasy
modules. Click the step to view alist of applicable modules. Click a
module and the appropriate dialog box appears. After completing the step
for each module, you can click the step to hide the list of modules.

Complete the dialog box, and then click OK to save your changes.

Click the next phase, and then complete each step. Continue this step for
all phases.

o
=
=
(%]
o
QO
o
(0]
o
Q
Q
@
(%]

DacEasy Getting Started 93



Chapter 6 Working With Business Center Pages

94 DacEasy Getting Started



Appendix A
Networking

This chapter provides general information about using DacEasy on anetwork. Before you
begin, make sure you have already purchased and successfully installed aLocal Area
Network (LAN). Refer to your Network Operating System manual or your network
administrator if you have questions on installation, operation or usage of your LAN
hardware or its operating system.

Before Installing DacEasy

This section describes some options you can select during installation. Thisinformationis
especialy useful if running DacEasy on anetwork. For more information on installing
DacEasy, refer to Chapter 3, “Installing DacEasy.”

Pervasive.SQL 2000 Options

DacEasy uses Pervasive.SQL 2000 asits record manager. During the installation routine,
there are two options available for Pervasive.SQL 2000. These options are Gateway and
Workstation. Both install the same program files; however, the Pervasive engineis
registered differently with each option. To properly register the Pervasive engine, you must
install the program on the local machine of each workstation on the network. Installing the
program to aremote computer resultsin improper installation. The differences between the
Gateway and Workstation options follow.
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Appendix A Networking

Gateway

If the Gateway option is selected, Pervasiveis prel oaded into memory when the Installation
is complete and each time the machine islogged on. DacEasy takes lesstimeto start and file
access is more consistent when the Gateway option is selected; however, conflicts may

occur when running other applications that require adifferent version of Pervasive or
Btrieve. Always select the Gateway option when installing DacEasy on the computer that
contains the DacEasy datafiles. This option may also be selected if Pervasive or Btrieve
version conflicts are not afactor.

Workstation

If the Workstation option is selected, Pervasive isloaded when you start DacEasy and
unloaded when you stop DacEasy. The advantage of the Workstation option is fewer
conflictswith other programs that use different versions of Pervasive or Btrieve; however,
DacEasy may take longer to start and you may experience inconsistent runtime access to
DacEasy datafiles.
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Before Installing on a Novell Netware Network

This section includes specia notes for those running DacEasy on a Novell Netware network.
DacEasy requires Version 5.1 or later of Novell Netware for optimum performance. Any
earlier version of Novell Netware can cause an unstable environment when running
DacEasy.

When installing DacEasy on a Novell Netware 5.1 network, there are several procedures
that should be followed:

The Network Administrator or someone with equivalent rights must perform the
DacEasy installation routine.

The Novell Network must have the appropriate licenses for all workstations on the
network.

The Novell Netware Server must meet the minimum system requirement for
DacEasy. These requirements are above that which isrequired for Novell Netware.
For more information on the minimum system requirements for DacEasy, refer to
Chapter 3, “Installing DacEasy.”

Each workstation must have Novell Client 32 installed.
Do not install the DacEasy programs on the Novell Server.

Note DacEasy isnot a NetWare Loadable Module and cannot be run directly on
aNetWare server. However, DacEasy is able to use a NetWare server to share data
files.

The data files should be located on the Novell Server.

The DacEasy program filesfor all DacEasy applications you are using must be
installed on each workstation and properly mapped to the Novell Server location of
the DacEasy datafiles.
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General Networking Information

Network systems handlefiles differently than single user systems. The following sections
explain some useful information on how the network version of DacEasy operates.

Network Degradation

Some routines in DacEasy are hard disk intensive. This means they read and write to the
hard disk continuously. These include the Year End routines, data entry, File Utility routines
and Posting routines. If you are using DacEasy in amultiple user environment or if there are
stations running other software programs, you may want to run these hard disk intensive
routines during a slower period of the day. You are able to use other programs or work in
another company while running these processes on another station, but due to their nature,
the system may slow down drastically, depending upon the quality of your network
hardware and software.

Concurrency Control Methods

In your everyday operation of the network version of DacEasy, you share data fileswith
others. At the precise time you attempt to update a record, another user may request and
update the same record. The practice of two or more users reading from and writing to the
same datafilesis called concurrency.

Network software automatically manages all concurrency issuesfor you. This concurrency
control is handled internally, behind the scenes. The software may employ many different
concurrency control methods.

Passive Concurrency

The most common concurrency control convention used by DacEasy is passive concurrency.
With this type of concurrency, any station may read and update data.

For example, amajority of the commands available on the Edit menu exercise passive
concurrency control. If two stations read, and then try to update the same record, the last
station to attempt the update receives an error stating that another user has already updated
the record. After clearing the error message, the changes made by the first user appear on
the second user’s screen.
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File Locking

File locking reserves an entirefile for one user and the user has exclusive use of thefile.
Certain routines in DacEasy, such as posting, request exclusive use of thefiles affected. If a
routine usesfilelocking, it locks all of the necessary files before beginning the task. During
thistime, other stations cannot access routines that may use one of the locked files.

For example, when posting billing transactions, no user is alowed to access the Edit
Product dialog box. Likewise, you are not able to post the billing transactions if another
user hasthe Edit Product dialog box open. The same applies if someone has the Edit
Employee Accumulations dialog box open, you cannot post your payroll transactions until
the user exits the dialog box.

If acertain fileislocked and you are accessing an operation that attempts to open the locked
file, it returnsan error that afileis currently locked by another station.

Record Locking

Record locking reserves one record within the datafile for one user. The user has exclusive
use of that record until the record is released. Most transaction entry routines in DacEasy
utilize record locking.

For example, if auser recallsarecord, like a customer, for editing purposes, and a second
user accesses the same record, the second user receives arecord lock error. However, since
thisis not afile locking situation, the second user may enter or edit another customer.

Mapping the Subdirectories

It isvery important that you map adrive that iscommon to all stations using DacEasy.
Mapping is the network process that allows you to access the server’s drives as you would
your own computer’s. However, since your computer already hasa C: drive, you must
assign different letters or map the server’s drivesto avoid conflict. If you are unfamiliar with
mapping techniques, consult your network operating system manual or your network
administrator.
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For server-to-peer networks, if the server path to DacEasy is
C:\[DacEasy data filesfolder] and the workstations have that path mapped as F:, then
users access the data files on the F drive, for example, F:\.

You must have a separate datafile folder for each modules data files. For example, if you
are using Accounting, Payroll and Order Entry and are operating two companies, you will
have atotal of six separate datafile folders.
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It is recommended that you install the program on the local drives of each workstation. This
may help avoid mapping problems as well asincrease the speed of the program. Thisisonly
possible for workstations with alocal hard disk drive.

If you want to use a cache program, consult your network administrator for the best cache
for your system.

Rights and Privileges

During the everyday operation of DacEasy, the program creates and del etes variousfiles.
The creation and deletion of thesefilesisinvisible to the user, however, DacEasy requires
thisfor successful operation of the program. Because of this, you should assign Read, Write
and Create privileges to each folder used by DacEasy. If your Network Operating System
accommodates them, also assign the folders Delete privileges. The applicable folders
include the program folders, the program database folders, the data dictionary folder and
each datafile (company) folder. If you are unfamiliar with privilege assignments, consult
your Network Operating System manual or your network administrator.

Updating the Company Path

If you are running DacEasy in anetwork environment, you need make sure the paths to the
datafiles reflect the network drive. If you are upgrading from a single user version to the
network version, be sure to update the company path to reflect the network drive. This
allows each workstation to access the datafiles.

Note If you are running the Business Center in anetwork environment, use the UNC
(Universal Naming Convention) path when setting up the path to the datafilesin the
company profile on the server and workstations.

When Using the Business Center

If you are upgrading from asingle user version of DacEasy to the network version and you
are using the Business Center, you need to add anew company profile on each computer on
the network running the Business Center. The company profile you are adding on each
workstation and the server uses the UNC path to the data files on the server.

Note If you moved your datafiles when upgrading from a single user version to a network
version, you need to add a new company profile on the original computer to reflect the new
network paths to the data files. When adding the new company profile, be sure to also set up
the user names again.
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To Add the New Company Profile

1. Start the Business Center and select New from the Profile menu. The
New Company Profile dialog box appears.

Note If the Business Center isunable to locate an existing company
profile, the Welcome to DacEasy dialog box appears. Select the Create
New Profile option, and the New Company Profile dialog box appears.

2.  Typeaunique name to identify the company profile. This nameisused to
identify the company when opening your company profile and appears on
the Business Center status bar.

3. Type the path where the new company profileisto be located. Thisfolder
stores information specific to the company profile; therefore, each profile
must be located in a different folder.

4. Completeall applicable fieldsin the Company Information area.
5. Click Save. The Create New Profile User appears.

6. Confirm your password, and then click OK. The Add M odule Wizard
appears.
7. Follow theinstructions on the screen to point to the data files on the

server. Use the Back and Next buttons to navigate through the wizard.
Click Finish when you have completed all pages.

Tip To browse for the existing data files folder on the server, click
Browse, and then select Windows folders.

A Summary screen lists each module that will be added to the company
profile.

A Complete screen appears when the sel ected modul es have been added
to the profile.
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8. Click OK. DacEasy opensthe profile and returns you to the Business
Center main menu.

Note If you are adding the new company profile on the origina
computer where the data files were located before they were moved to the
network server, be sure to remove the old company profile pointing to the
datafiles onthelocal disk drive.
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When Not Using the Business Center

If you are upgrading from asingle user version of DacEasy to the network version and you
are not using the Business Center, follow these steps. You need to update the data files path
on the Open Company dialog box to reflect the network drive. This allows each
workstation to access the datafiles.

To Update the Company Path
1. Select Open on the File menu. The Open Company dialog box appears.

2. Click Add. The Add Company dialog box appears. Complete the
I dentification Name field with a short description of your company and
type the path to the data files on the server in the Path field. Click OK and
amessage appears stating that files already exist. Choose Yes to continue.

3. Select the company using the path to the data files on the server and click
Default. This switches the new path to the default.

4. Select the company using the path to the local drive and click Delete to
delete the path. This process removes the reference to the local drive from
the Open Company dialog box; however, your datafiles are not affected.
You will now use the new default company when you open your
company’s datafiles.
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