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Startup

2] Welcome to DataHouse by DataHouseSoftware

VLNYHOLUSE

software

Use of This Software is strictly subject to acceptance of the following
conditions. If you do not agree to these conditions you must exit now.

LIMITATION OF LIABILITY. To the maximum extent permitted by applicable law, in no event shall
DataHouseSoftware or its suppliers be liable for any special, incidental, indirect, or consequential damages
whatsoever (including, without limitation, damages for loss of business profits, business interruption, loss of
business infarmation, or any other pecuniary loss) arising out of the use of or inability to use this software or
the provision of or failure to provide Support Senvices, even if DataHouseSoftware has been advised ofthe
possibility of such damages

Uzemame: EM Password I“”‘

Access Data File |E \DataHouseS oftwaretD ata Files\DATAHOUSE TEST DATA mdb E]

Open Databaze | Duit |

wyew . datahousesoftware.com

The startup screen for DataHouse.
To access the data in the database you must specify

e Username

e Password

® |ocation of Data File

® Username and Password:

Each database user must have a unique username and password to identify them. The username
and password are stored in the back end data file, and the username and password on the startup
screen is checked against the data file.

If the username and password do not match with data in the database you will be prompted to add
a new user (and password). To access the My Company screen where new users can be added you
must enter the password. The initial password is “pivotal” (no quotes). This password can be

changed. Refer to p 20 for further information on the My Company screen.
Data File:

e DataHouse stores the data (Contact names, Sales Order Details, Items etc) in a Microsoft
Access data file. The location of the data file must be specified correctly on the startup
screen.

e During installation, two sets of data files are installed on your PC; “DATAHOUSE TEST
DATA.mdb” and “DATAHOUSE LIVE DATA.mdb” Both are installed to the directory
“C:\DataHouseSoftware\Data Files\”

e Several users can access the data simultaneously. For many users to access the data, the
data file must be placed on a shared network drive.
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Dashboard
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_/ P, DataHouse by DataHouseSoftware ® - o9 X
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Current User: John on HONGKONG - DataHouse -8 X

Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admin Reports Ab o Live Quit
Master Orders Orders Orders Company =4+ Delete Record Support
Forms Toals Help Cuit

VJLJHOUSE =

www.datahousesoftware.com

Companies (F2) Documents
Contacts (F4) My Company
Item Master (F5) Admin

Sales Orders (F6) Reports (F11)

Purchase Orders (F7)
Work Orders (F8)

Thursday, Movember 04 2010, 02:12:07 PM
All men are ignorant, just in different fields. - Albert Einstein

The Dashboard Screen for DataHouse
Simply displays a link to each section of the database, with a keyboard shortcut where applicable
All of the screens are accessible from the toolbar as well.

Live support allows you to grant access to our technicians to provide assistance in using the
software. Our staff can only access your PC when you allow us.
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Companies

o Company - DataHouse -2Xx
Ea \ o

9/ 8 Datatouse by DataHouseSoftware @ - = x

’9 0 & S N O S & W ()

L} =) \)\H} < =S E L & Clear All Fiters || &
Dashboard Companies Contacts Item  Sales Purchase Work Documents My  Admin Reports About Close Live Quit

Master Orders Orders Orders Company =6 Delete Record | sypport
Forms Tools Help Quit

Current Company: Books Wholesalers View New Company |\ |
Company Books Wholesalers First Name Family Name Job Title Phene Email Mobile
Address Elizabeth Strest |I.|u:k |Jagg§r |Sa\es Representative | | |

City Sydney [Paut [Mecartney [Accounts Payabie | | [

State / Postcode  [NSW [2000 I [ [ [ [ I

Country [Eustralia
Web Site
Switch Phone:
Main Fax
Account Number
Notes

[ customer? Supplier? O obsolete? Sl Activiy Purchase Activity

The Companies screen for DataHouse

Company Details on Top Left Hand Side

Company General Notes on Bottom Left Hand Side
Contacts on Right Hand Side

To Find a Company

e Type their name in the JumpTo box in the Top Right Hand corner of the screen (labelled
View New Company)

To Add a new company

e Type their name in the JumpTo box in the Top Right Hand corner of the screen, when
prompted, choose Yes to add the new Company to the database

To add a new contact

e Simply write their name and other details in the pane on the right hand side. To access the
contact screen double click the contact’s name.

Tickboxes

e Customer?: Enables the button marked Sales Activity, allowing you to view Sales Activity for
this company

e  Supplier?: Enables the button marked Purchase Activity, allowing you to view Purchase
Activity for this company

e Obsolete?: Removes this company from the list of active companies. You can review and
unmark obsolete companies from the Admin screen
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Contacts

6,, = Contact Management / History - DataHouse - B
fy E DataHouse by DataHouseSoftware @ - =
O HN 8&EVAQ v 4B @

(& L . o ¥ 3 \Z "
_h ) K Clear Al Filters %)
Dashboard Companies Contacts Item Sales Purchase Work Documents My Admin Reports About Close Live Quit
Master Orders Orders Orders Company =4 Delete Record Support
Forms Tools Help Quit

Forename |Conrad Choose new Contact I J

Surname Black

THe Fnacal Comtroler Previgus notes for Conrad Black Enter New Contact Notes |

Company  [White Goods Company LI 41172010 met for more discussions and conversations

Phane

Wobile

Email 30/08/2010 dizcussions with Mr Black

General Notes:

The Contacts screen for DataHouse

Personal Details on Top Left Hand Side

Personal General Notes on Bottom Left Hand Side
Contact Conversation Notes on Right Hand Side

To Find a Contact

e Type their name in the JumpTo box in the Top Right Hand corner of the screen (labelled
Choose New Contact)

To Add a new Contact

e Type their name in the JumpTo box in the Top Right Hand corner of the screen, when
prompted, choose Yes to add the new Contact to the database

To record a conversation with a contact

e (Click on the button marked Enter New Contact Notes, record your notes in the pop-up box,
then click the button marked Save and Close
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ltem Master

H
_J/ E DataHouse by DataHouseSoftware

& U ose SO

Dashboard Companies Contacts Item

Item Master - DataHouse

£ & WG

@ “& Clear All Filters @ @

Sales Purchase Work Documents My Admin Reports About Close Live
Master Orders Orders Orders

Quit
Quit

Current [tem: LOU1MM - 3 Seater Lounge

Company =t Delete Record Support
Tools Help
New ttem | Search for ftem | Choose New ftem I

ltem Data | Costing / Pricing / Documentation | Sales / Quotes | Purchases | Stock on Hand I

Record Number
Part Number:
Short Description:
Long Description

4505

[ obsolete? Path and Filename of Image:

Loutom

IC WVINDOWVS\Rhedodendron.bmp

3 Seater Lounge

3 Seater Lounge

Supplier P No: Loutm

Preferred Supplier ;I
Major Category: Furniture

Sub Category: Tables and Chairs

[Width 2800mm

Depth 1200m

Cover Leather

The Item Master screen for DataHouse

The Item Master is at the heart of DataHouse, and is where you name and define the parts that

make up your inventory.

To find an item:
e |f you know the part number, type the part number into the JumpTo box in the top right

hand corner

¢ |fyou don’t know the part number click the button marked Search for Item and type in any

part of the part number or description that you do know, or press Enter to display a list of all

items.

To add a new item
® press the button marked New Item
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The screen is divided into 3 tabs

Item Data

Record Number: This is a sequential number generated by the database. It’s only use would
be if you decide to use it in the part number that you create

Obsolete?: Tick this box to prevent this item from displaying in the Item Master list. You can
mark an item as not obsolete from the Admin screen (see p 22 of the manual)

Part Number: Part numbers are defined by you, the user. They are used elsewhere in the
database, when choosing items for Sales Orders, Purchase Orders and Work Orders and in
Reports. Choose wisely when defining your part numbers.

Short Description & Long Description: Short Description is what you’ll mostly see describing
an item in the database. The Long Description is the basis for searches when you use the
Search for Item button on the Item Master main screen.

Supplier Part Number: Supplier’s part number

Preferred Supplier: Enter the main source where this item is purchase from. In the Purchase
Order section you have the option to purchase any item from any supplier or to only
purchase items from their preferred suppliers. See p 15 for more details on the Purchase
Order screen.

Major Category / Minor Category: Each Item is associated with two categories. When you
create a new item, you select a major category first from the drop down box, and then a
minor category from the corresponding drop down box. TO change categories for an existing
item, double click the blue text to expose the drop down boxes

Custom Parameters and Values: Here you can define up to 10 parameters and corresponding
values that define this item. For instance a Box would require parameters Height, Width and
Depth, a Monitor might require Size, Colour and Resolution. You’re free to use as many or as
few of these as you wish. Apart from this Item Master screen, these details are shown on
guotes to customers when the Quote Style is either extended or with pictures.
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s Item Master - DataHouse =RET
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}
_J/ ﬁ DataHouse by DataHouseSoftware @ - =7 X
- [ . & (e r 5 a
=5 = o “§ Clear Al Filters
Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admin Reports About Close Live Quit
Master Orders Orders Orders Company =fr Delete Record | sypport
Forms Tools Help Quit
Current Item: ARM100 - Armchair Lonign I e e I Choose New tem [ERTNEEN :I'
Item Data Costing / Pricing / Documentation | Sales / Quotes / Purchases / Stock on Hand
Recent Purchase Orders and Work Orders
Date PO/WO No.  Vendor Quantity Unit Cost  Unit Cost (Base) Extd Base Cost COST Prics: | 120.00
172010 FO2 Whitz Goods Company 8 $95.00 $95.00 S760.00 BLTETINED  EWEHLTEY
30/08/2010 PO1 Whitz Goods Company 4 $120.00 £120.00 £420.00 List / Retail 25000 52.00%
PO 3 Furniture Company 20 5120.00 5120.00 52,400.00 Preferred 20000 40.00%
Minimum 150,00 20.00%
Calculated Aversge Cost Price: $113.75
Document Number Description
[120-2 = [Test Dacument 150-3
|1 524 J Test Document 152-4
[1s2-5 = [[Test Dacument 153-5

Item Master screen for Pipeline showing Costing / Pricing / Documentation

Recent Purchase Orders and Work Orders

This section shows a list of when this item was purchased on Purchase Orders or created with Work
Orders. The main purpose is to calculate an average cost price, listed at the bottom of this section as
Calculated Average Cost Price. This calculated cost is not directly used by the database; you have the
option to use whatever value you feel is best as the Cost Price (see below)

Cost & Sell Prices:
Enter relevant prices here. For the COST Price, use the Calculated Average Cost Price as a guide, for
the List / Preferred / Minimum use the figures for Gross Margin to guide you.

Documents

This section shows all documents associated with this item, these could be work instructions, data
sheets, drawings, etc. Simply pick the document from the list. Double clicking the blue text in the
field Document Number will launch the file associated with that document. (See p 19 for further
details on the document screen).
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_a/ ﬁ DataHouse by DataHouseSoftware @ - =7 X
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- [ . & (e r 5 a
=5 = o “§ Clear Al Filters
Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admin Reports About Close Live Quit
Master Orders Orders Orders Company =fr Delete Record | sypport
Forms Tools Help Quit
Current Item: 1000-Chair - Dining Chairqdd Lonign I e e I Choose New tem [ERTNEEN :I'
ltemn Data I Costing ! Pricing / Documentation Sales / Quotes | Purchases / Stock on Hand l
S0 Number Customer Quantity Quantity On Hand 24
|z [Home Retail Shop | z Future Activity
|1 ISth Of House Things I 12 Ref Number Company Quantity DueDate Available
|PO 7l IWh'rte Goods Company | +24 | | +43
|PO 3 IFurn'rture Company | +20 | 51112010 | +58
fwo 2 Juia | 8] smizoio | +32
[s01 |shop OF House Things | 12 [ 1snzr=ono | <20
Total I 14
PO Number Supplier Quantity
|3 IFumilure Company I 20
|2 |wnne Goods Company | 24
|1 |Whrte Goods Company | 12 Last Stock Take /0812010 T |
Quantity 14
Purchases Arrived 12
Sales Sent 2
Created on WOs 0
Total | 6 Consumed by WOs 0

Item Master screen for Sales / Quotes / Purchases / Stock On Hand

® Top Left Hand Side box shows recent Sales Orders on which this Item was included, with
guantities on each Sales Order and also a Total

e Bottom Left Hand Side box shows recent Purchase Orders on which this Item was included,
with quantities on each Purchase Order and also a Total

e On the Right Hand Side we see information on Stock On Hand.

e  First we have the Quantity On Hand — this number is calculated by taking the number
present at the last stock take, subtracting all of the items that have been sent on Sales
Orders or Consumed by Work Orders, and adding all the Items that have arrived on Purchase
Orders, or been created by Work Orders.

* |mmediately below we have a table showing Future Activity, that is, when in the future
items will arrive, be created, be sent out or consumed. The last two columns show how
many of a particular item should be Available on the Due Date listed

e The Bottom section shows explicitly how many of this item were counted at the last
stocktake and how many have arrived / been sent / created / consumed since then.

e The Stock Take button allows you to enter the number of this item actually in stock (for a
real stock take of all items, you’ll probably use the Stock Take section of the Admin screen.
See p 22 for more details
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Sales Orders and Quotes

The Sales Order screen is where we generate Quotes as well as Invoices. We can create Quotes and
Sales for items in the Item Master, and for custom / miscellaneous times that are not in the
database.

To find a Sales Order:
® |f you know the Sales Order number, type the SO number into the JumpTo box in the top
right hand corner
¢ |fyou don’t know the SO number click the button marked Search for SO and type in any part
of the part number or description that you do know, or press Enter to display a list of all
items.

To Create a new Sales Order
Click on the button marked New Sales Order
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- Sales Orders - DataHouse el
DE !
- e DataHouse by DataHouseSoftware @ - 7 X
® UYL 83900 .8 O
"= [ = o o r a4 "
= e - = X " Clear All Filters
Dashboard Companies Contacts Iem  Sales Purchase Work Documents My Admin Reports About Close Live Quit
Master Orders Orders Orders Company =t Delete Record || sypport
Forms Toals Help Quit
Current Sales Order: 1 - Shop Of House Things T P S B =]
New Sales Order | Search For SO |
Sales Order Details | tems I Misc ltems I
S0 Number 1 Bill To Ship To
Employee: Joe Blow d Mark Taylor Mark Taylor J
Customer Mark Taylor d Shop Of House Things Shop Of House Things
Currency: Dolars d Macquarie Street Macquarie Strest
Forex Rate 1 Sydney, NSW 2000 Sydney, NSW 2000
Sale Terms: Account, 60 Days d Australia Australia
Customers PO Number (100 Phone Phane
Enguiry Date 51172010 Sale Date 5112010
CQuote Date Invoice Date Si1/2010 Total Value
Forecast Date Payment Due Date $5,420.00
1120,
Date Quote Lost Date Paid (85,120.00)
50 Notes
& Print Preview Show Taxes Sales Order Summary
" Email Show Total e
Show Part Numbers
Quote Style == : Quote
& Show ttem Prices
* Simple Che Ko Oibnbhes Pick / Pack List
" Extended [ Show Notes on Invoice Service Order
€ With Pictures [] Show Notes on Quote

Sales Order screen for Pipeline showing main Sales Order details

SO Number: The Sales Order number. This is a sequential number, generated by the
Database

Employee: Select the member of staff responsible for this Sales Order from the list. Typically
you’ll pick yourself from the list.

Customer: Pick the name of a customer from the list. All of the Company information for
that customer is pulled across with the individual.

Bill To: The Customer chosen from the list is now the contact to whom we will send the bill.
Ship To: By default the customer selected from the customer list, but you have the option
here to have the goods on this Sales Order delivered to any other contact in your database.
Simply select their name from the Ship To list.

Currency / Forex Rate: Choose the currency you’ll be quoting or selling in and the exchange
rate, where Rate = SForeign / $Base (SBase = SForeign / Rate). The base is your own
currency.

You can add new currencies from the Admin section (see p 22 for further details).

The Forex rate is for each Sales Order, and the forex rate used here will have no bearing on
previous or future sales, or on current sales on a different Sales Order

Sales Terms: Select from a list, which can be edited from the Admin screen (p 22 for details).
These terms will appear on the invoice for this sales order.

Customer’s PO Number: If the customer has a Purchase Order number, record it here.
Dates: Record relevant dates, used on quotes, invoices etc
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Forecast Date: used in the Forecast report, to assist with forward planning
Date Paid: once this field is completed the Sales Order is locked and can’t be edited. (to
unlock, double click in the box with the date)
SO Notes: record and free notes you’d like to add to Invoice or Quote or both. To add the
notes to the Invoice or Quote simply tick the checkbox to the right “Show Notes on Invoice”
and “Show Notes on Quote”
On the Bottom Right hand Side we have all the actions that can be performed on this screen.
Quotes and Invoices can be Emailed or Printed
Quotes can be

o Simple

o Extended: Includes all of the custom parameters and values for each Item as defined

in the Item Master.
o With Pictures: As above, also includes a picture of each item as defined in the Item
Master.

Select whether or not to include Taxes, Total, Part Numbers etc
Sales Order Summary: Intended as an internal document, showing all of the vital statistics
for that Sales Order — items, dates, prices, profitability etc
Invoice
Quote
Pick / Pack List: Intended as an internal document, showing a list of Parts and Quantities
Service Order: If the items on this sales order are part of a service job, this document allows
you to record comments and signatures.
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— - Sales Orders - DataHouse =5

)
'ﬂ/l e DataHouse by DataHouseSoftware @ - = x

DLUzcelaed 8@ @O@ “ 8 0

Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admm Reports About Close Live Quit
Master Orders Orders Orders Company = |[|'=rDelcieke Support
Forms Tools Help Quit
Current Sales Order: 1 - Shop Of House Things View | Edit anther Sales Order | B
New Sales Order Search For SO I

Sales Order Details  ltems | Misc items I

Default Pricing for New Line ftems ¢~ Retal % Preferred { OEM Default Tax Rate | 10.0%

Line Part Number Short Description Quantity Unit Sell Tax Rate Despatch Despatch
Number Price () Due Date Actual Date
|1 |1uuu-cr1mrj |Dining Chairgdd || 12 | 150.00 | 10.0% | 15/12/2010 |
|2 |591e? [ |M\crnwave || 2 | 100.00 | 10.0% | 15/12/2010 |
|3 |591es [ |Fridge || 2 | 430.00 | 10.0% | 15/12/2010 |
|4 |59159 [ |Dishwa.sher || 2 | 480.00 | 10.0% | 15/12/2010 |
|5 IB&Dmlng [ |D|n|ngTaDlEE‘8" || 2 | 600.00 | 10.0% [ 151272010 |
[ 1| Il | | | |

Sales Order screen for Pipeline showing Items List

e Thisis the screen where you will add Items from the Item Master to the Sales Order

e Default Pricing For New Line Items: Select which of the three levels of pricing defined in the
Item Master that you’d like to use for new line items on this Sales Order.

e Default Tax Rate: The default tax rate for all new Line Items

e Line Number: Number your items 1 to n to choose how they will list on a quote or invoice.

e  Part Number: Select any part from the Item Master.

e Short Description: Automatically filled in. Can’t be edited.

e Quantity: Select quantity of each item to include

e Unit Sell Price: Automatically filled in as you add items to the Sales Order, can be edited if
required.

e Tax Rate: Automatically filled in as you add items to the Sales Order, can be edited if
required.

e Despatch Due Date: When are you scheduled to send the goods.

e Despatch Actual Date: When the goods actually left.
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Sales Orders - DataHouse

Current Sales Order: 1 - Shop Of House Things

Sales Order Details | items  Misc ltems l

Line Part Short Description Category Unit Buy Price  Quantity Unit Sell Tax Rate Despatch Despatch
Mumber Number (Base Currency) Price ($) Due Date Actual Date
10 Qffice Chair, High Back |Furniture 100.00 10 150,00 | 10.0% [15/122010
1 Office Reception Desk Furniture 500.00 1 800.00| 10.0% (151122010

_.fgg‘_ 5 i
_j e DataHouse by DataHouseSoftware @ - o x
\ i ‘ Ly s . { \ o o T ) W7 Selection - B
L] d S = X D 7 L
= =% s - { Clear Al Fitters § )
Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admin Reports About Close Live Quit
Master Orders Orders Orders Company =¢f Delete Record Support
Forms Tools Help Quit
View / Edit another Sales Order | =1

New Sales Order

Search For SO I

Sales Order screen for DataHouse showing Misc Items List

In case you need to quote / sell items that are not in your Iltem Master you can use the Misc Items
tab to do this. Of course you won’t be able to track these items as you would if they were part of the
Item master. If you need to quote or sell these particular items more than once you should consider

adding them to the database.

The fields in this screen behave much like the previous screen, but need to be manually entered. You
will also need to enter a Category and a Unit Buy Price (Base Currency means the cost to you in your

country, even if the goods are bought elsewhere in a different currency)
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Purchase Orders

et Purchase Orders - DataHouse T
[ Qg \
- ﬁ DataHouse by DataHouseSoftware @ - = X
® UG HCL & e B O
. L o o - -
== e . — o= "k Clear All Filters
Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admin Reports About Close Live Quit
Master Orders Orders Orders Company =4 Delete Record || sypport
Forms Tools Help Cuit
Current Purchase Order: 2 - White Goods Company View / Edit another PO | d
Purchase Order Details | Items | Misc tems |
PO Number 2 Supplier Details Mew Purchase Order I
Purchasing Officer IJUE Blow J Conrad Black Email Purchase Qrder I
Supplier Conrad Black J White Goods Company Print Purchase Order I
Currency: Dollars d George Street [ Show Notes on
Forex Rate 1 Sydney, NSW 2000 Purchase Order
PO Date IE«'11;’20'1D Australia
Date Paid |
Total Value $4,370.00
PO Notes

Purchase Order screen for DataHouse showing main Purchase Order details

Purchase Orders are Similar to Sales Orders, but simpler, and are of course the main route to add to
stock in inventory.

® PO Number: Purchase Order number. A sequential number automatically generated by the
database

e Purchasing Officer: Select a name of the employee responsible from the list. In most cases
you’ll simply select your own name from the list. To add names to this list see the section on
My Company on p 20

e Supplier: Select the name of the supplier contact. All of the Company information for the
supplier will be pulled across after selecting the person.

e Currency / Forex Rate: Choose the currency you'll be buying in and the exchange rate, where
Rate = SForeign / SBase (SBase = SForeign / Rate). The base is your own currency.

® You can add new currencies from the Admin section (see p 22 for further details).

® The Forex rate is for each Purchase Order, and the forex rate used here will have no bearing
on previous or future purchases, or on current purchases on a different Purchase Order

e Dates: record relevant dates. When a date has been entered into the field Date paid, this
Purchase Order becomes locked. To unlock double click the date in the box and delete the
date.

e The Buttons on the Top Left let you add a new Purchase Order, Email or Print (preview) the
Purchase Order.

e The tick box allows you to include or not, the notes in the field PO Notes on the Purchase
Order
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DataHouse by DataHouseSoftware w - 7 X
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B
©

Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admin Reports About Close o Live Quit
Master Orders Orders Orders Company =4 Delete Record Support
Forms Tools Help Quit

Current Purchase Order: 3 - Furniture Company View / Edit another PO |3 J
_PurchaseOrderDetails Items Miscﬂemsl

[ Show only this vendors tems

Line Part Number Short Dezcription Quantity Unit Buy Tax Rate Goods Actual

Number Price (3) Due Date Received Date

|I] |‘1DDD-Chaird |Dining Chairgdd || 20 | 50.00 | 10.0% | 5J11f201u|

|2 ISS—Dining d |DiningTable3‘B“ || 5 | 200.00 | 10.0% | EJ11.-’201D|

|3 IARI.HDD - |Armchair || 20 | 120.00 | 10.0% | EJ11.-’201D|

|4 ||_0u1u1 d |3 Seater Lounge || 10 | 280.00 | 10.0% | EJ11.-’201D|

|5. |3Pl102 - |3 Piece Suite || 1 | 520.00 | 10.0% | 5J11f201u|

|& IDs&ﬁing d |Dining Setting. Table and Chairs || 1 | 350.00 | 10.0% | EJ11.-’201D|

I — [ — I

Purchase Order screen for DataHouse showing Purchase Order Items

This is the screen where you will add Items from the Item Master to the Purchase Order

Show only this Vendors Items: If this box is left blank, you can include any Item from the
database as a Line Item on the Purchase Order. If this box is ticked, the only items that will
appear in the drop down box under the Part Number field are those where the Supplier for
this Purchase Order matches the Preferred Supplier for the Item in the Item Master. See p 6
for more details.

Line Number: Number your items 1 to n to choose how they will list on the purchase order.
Part Number: Select any part from the Item Master, or if tick box Show Only This Vendors
Items is ticked, select any part from this supplier.

Short Description: Automatically filled in. Can’t be edited.

Quantity: Select quantity of each item to include

Unit Buy Price: Automatically filled in as you add items to the Sales Order, can be edited if
required. The default value is the Cost price as defined in the Item Master

Tax Rate:

Goods Due Date: When you expect to receive the goods.

Actual Received Date: When the goods are actually received.

Page 16



(=D 4

-

B )
fy E DataHouse by DataHouseSoftware

S Laecoelaed 8@

Purchase Orders -

DataHouse

@ 07 Selection ~ =
{x Clear All Filters &

5.__) o

Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admin Reports About Close Live Quit
Master Orders Orders Orders Company = Delete Record Suppaort
Farms Tools Help Quit
Current Purchase Order: 3 - Furniture Company View / Edit another PO |3 |
Purchase Order Detailsl items Misc ltems l
Line Supplier  Short De=cription Category Cuantity Unit Buy Tax Rate Goods Received
Number Part No. Price ($) Due Date Date
8 9122 Bookcase 2.00mx 1.00mx 0.30m |Furniture 10 75.00 10.0% | SM1/2010
] 9123 Bookcase 2.00mx 2.00m x 0.30m |Furniture 15 125.00 10.0% | SM1/2010
10 rT4 Office Chair - High Back |Furniture 5 %0.00)| 10.0%| SM1/2010

Import Migc Purchase tems

Purchase Order screen for DataHouse showing Misc Purchase Order Items

In case you need to buy items that are not in your Item Master you can use the Misc Items tab to do
this. Of course you won’t be able to track these items as you would if they were part of the Item
master. If you need to purchase these particular items more than once you should consider adding

them to the database.

The fields in this screen behave much like the previous screen, but need to be manually entered. You

will also need to enter a Category.
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Work Orders

A work order is the method whereby a number of items can be converted into another item. When
the Work order is complete the components of the Work Order will be deducted from the inventory,
and the End Items will be added to inventory.

It’s important to note that this is NOT a full functional Bill of Materials system.

_.'Ee_;‘_ 5 Work Orders - DataHouse -8B X

Q8@

_uy E DataHouse by DataHouseSoftware x

S USSP B@O

Dashboard Companies Contacts Item  Sales Purchase Work Documents My Admin Reports About Close ; Live Quit
Master Orders Orders Orders Company =f Delete Record || sypport
Forms Tools Help Quit
WO Number 1 View / Edit another Waork Order | -1
End tem 3IPH02 ;l 3 Piece Suite
Quantity 4 Total WO Cost £2,080.00 w
Due Date |5:1 112010 Complete 7 [V Cost per End kem £520.00 New Work Order

Componentz Conzumed on this Work Order

ftem Cuantity Unit Cost Extd Cost
JARn100 _~ | [Armehair | 8| 120.00 | $950.00
|LOU1D1 | |3 Seater Lounge | 4| zsu.uu| £1,120.00
| = | | | |

Work Order screen for DataHouse
To Create a New Work Order

e C(Click on the button marked New Work Order

® Pick the End Item you wish to create from the list

e Select the Quantity required

e Enter the date the work order is due to be completed

e Select all of the items required as sub components to create the end item.

e Enter the quantities of each sub component required to create the quantity of end items
®  Print Picklist to print out a list of all components required
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Documents

/ N F Directory - DataHouse =
{ B
_ %l DataHouse byDHouseSoftware © - 7 X
v
' Ul 82 &% - % b W (© Cikden i
L} LS - - B e & Clear il Fitters ) g
Dashboard Companies Contacts Item Sales Purchase Work Documents My Admin Reports About Close Live Quit
Master Orders Orders Orders Company =s Delete Record Support
Forms Tools Help Quit
Record Mumber Document Mumber  Short Description Path and File Name Obsolete?
|2 |m [Test Document 150-2 [ea O
|4 152-4 [Test Document 152-4 |c-\ O
|5 153-5 [Test Document 153-5 |c:\ O
|a |154-5 [Test Document 1504-5 |c:\ O
T | |
Record: M 1of4 L | y | Search

Documents screen for DataHouse

DataHouse includes a simple document manager, and integrates the documents with the Item

Master

In the list shown above

e Record Number: A sequential number automatically generated by DataHouse. Use this to

help create a unique Document Number

¢  Document Number: Make your own unique alphanumeric Document Number. This is what

will appear in the Item Master on the documentation tab
e Short Description:

e Path And File Name: Enter the full path and filename of your document in this box. You’ll be
able to view the document from the Item Master by double clicking on the Document

Number in blue text.

®  Obsolete: Tick this box to make the document disappear. You can always un-obsolete the

document from the Obsolete menu of the Admin screen (see p 22 for details)
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My Company

This is the section of the database where you will define the relevant information about your own

company and employees. You can define several sites for your own company.

3 5

-S| Enter Password...

To edit Company and Employee details, please enter
master database password

Enter Password

Quit Database

Because this is a potentially sensitive part of the database, and you may not want every person with

database access to be able to edit the My Company information, this screen is password protected.

III

The default password is “pivotal” without the quotes, change as required.
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Company Registered: No Current User testuser b | New Site | 4 | Save and Close

Enter Company Regiztration Cndel User Registered:  No

Enter Registration Code for user below...

My Company Mame: "m}ﬂ

Street Address: Seventh Avenue

City Rego Park

State /Postcods [Ny [11a14 |

Country: USA—

Ny Web Site: hh.net

My Switch Phone: my company switch

My Main Fax: my company fax

First Name Family Name Phone Number  Email Mobile Title Username Pazsword Reg Code Obsolete?
[John Coward JC 8101 1011 jn@hh.net 234 234 523 Managing Director test EEELIEEE O
Kewin Dudd KD 9101 0808 | (kd@hh.net 132 5634 45 Import / Expert Manage B

My Company screen for DataHouse

The information on the Top Left Hand side concerns the registration of DataHouse, in the case
shown, neither the company nor the logged on user are registered.

®  You may register DataHouse as a company for a one time fee, or you can pay an annual
licence fee per user.

® To enter the Registration Code for the whole Company, press the button marked Enter
Company Registration Code and enter the code

® To enter the registration code for a user’s annual licence, enter the code in the box on the
right hand side of the list at the bottom marked Reg Code.

e The other buttons along the top;

e New Site: You can define several sites for your company, typically for offices in different
locations. Use the left and right arrows to move between them.

e Save and Close: Once you've finished editing, press this button to save data and close this
form.

e Underneath we have boxes that define the Name and address for your company.

e The list at the bottom displays all of the employees at your company who will be using
DataHouse.

e Username and Password: This is where you define the username and password for each user
that must be matched by what is entered on the Startup screen (p 2)

e Reg Code: If you are licensing the software on an annual basis, by paying a fee per user per
year, you will receive a registration code associated with each user. Enter that code here:

®  Obsolete: Mark the employee obsolete if you don’t want them to appear on the list any
longer. You can always mark them un-obsolete in the Admin section if you need to (p 22)
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Admin

D"J\ v Admin Form - DataHouse -B8X
fy £ DataHous: by DataHouseSoftware (7] =2 X

P UBOaHOCD BBNQO !
L] sl el 3 < & Clear All Fitters %
Dashboard Companies Contacts Iem  Sales Purchase Work Documents My Admin Reports About Close Y
Master Orders Orders Orders Company =4 Delete Record
Forms Tools
Dbsolete 1 | Dbsolete 2 | Obsolete 3
Item Master Category Tems | Curency | Stock Take |  Serial Numbers- DataEnty | Serial Mumbers - History | Quotes
Choose Category Category
Books IBooks

Consumer Goods:

Furniture Path and Filename of Ima
IC \Documents and Settings\John\Wy Documents\My Pictures\fractals\01-02-02 jpg

Sub Category Path and Filename of Image
m C\Documents and Seftings\John\y Documents\y Picturesiold lands,
Non Fiction (History) C\Documents and Seftingsionnily Documents\My Piclures BWIIDS

Won Fiction (Other)

New Major Category

Admin Screen for DataHouse showing Item Master Categories

Each item in the Item Master is associated with a Major and a Minor category.

To add a new Major Category:

®  (Click the button marked New Major Category
e Write in the name of the Category
e Write in the full name and path of a picture for this category

You'll need to add Minor Categories for this Major Category, so simply write in the name and
the Filename / path in the list below

To add a new Minor Category:
e Select the major Category from the box on the left, and then add new Minor Categories to

the list on the bottom right hand side. Make sure to add the filename and path to an image
as well.
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o Admin Form - DataHouse o
(D)

)
9 ﬁ DataHouse by DataHouseSoftware

S La3oepe D 8200 |

Dashboard Companies Contacts Iem  Sales Purchase Work Documents My Admin Reports About Close i
Master Orders Orders Orders Company =f Delete Record

Forms Tools
Obsolete 1 | Obsolete 2 | Obsolete 3
Item Master Categary Terms I Cumrency | Stock Take | Serial Mumbers - Data Entry Serial Mumbers - History Quates
Choose Terms. Terms (Brief)

Account, 30 Days
Account, 60 Days
COD - Cheque
COD - Credit Card Terms and Conditions (Fully
COoD-DD

DD Before despatch

[Account, 20 Days.

|Account to be paid in full 30 days from Invoice Date

New Terms I

Admin Screen for DataHouse showing Terms

e Terms is a list of Terms of Business that can be included on each invoice you send out.

e To edititems in the list, select the Terms from the Box on the left and then simply write over
any text in the boxes on the right hand side.

® To create a brand new set of terms, click on the button marked New Terms.

D'J\‘ 5 Admin Form - DataHouse i e o
9 | DataHouse by DataHousesottware @ - =2 X

S UBoRHO D BBVAO
4] g__,‘. & “ \_l (e > ¢ ‘.
Dashboard Companies Contacts Iem  Sales Purchase Work Documents My Admin Reports About Close .

wf

Master Orders Orders Orders Company
Forms

Obsolete 1 Obsolete 2 | Obsolete 3

Item Master Categary Tems Currency Stock Take Serial Mumbers - Data Entry Serial Mumbers - History Quates

5
Pounds £
Euro E
[Ten ¥
|Australian Dollars AS

Admin Screen for DataHouse showing Currencies

Add new currencies to the list as required.
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y e DataHouse by DataHouseSoftware @ -

’9 d\ [2e) \1;\.} tj - ,/ ﬁ @0@ e

Dashboard Companies Contacts Iem  Sales Purchase Work Documents My Admm Reports About Close

P Admin Form - DataHouse =
(]

Master Orders Orders Orders Company =
Forms Toaols
Obsolete 1 | Obsolete 2 Obsolete 3
Item Master Categony Terms | Curency Stack Take Serial Mumbers - Data Entry Serial Mumbers - History | Quotes |
tem Short Description Date Quantity -

1000-Chair Dining Chairqdd 311172010 14
3P0z 3 Piece Suite IEJUBP’ZMU m
9187 Microwave 5/09/2010 |22

59168 Fridge |Emw2010 |20
59169 Dishwasher 5/09/2010 18
88-Dining Dining Table 88" |Emw2010 |4
AC-TL Agatha Christie “Ten Little Indians™ 5/09/2010 14
ARM100 Armehair | EEEE
AW-IWF Alan Watts "Instant Weather Forecasting™ 5/09/2010 o
B-TE Bindoff "Tudor England” EEEE
CTAB Coffee Table 5/09/2010 12
Dsetting Dining Setting. Table and Chairs |Em 0/2010 |s

ovD DVD Player 5/10/2010 0 LY

Admin Screen for DataHouse showing Stock Take

This screen shows a list of all items in the [tem Master.

After you’ve completed a stock take, simply write in the date of the stock take and the quantity of

goods counted. This change will then be reflected in the inventory section of the Item Master.

N ¥ Admin Form - DataHouse -

y ﬁ DataHouse by DataHouseSoftware -w

D Ua3%edoed 8H2OQ I

Dashboard Companies Contacts Iem  Sales Purchase Work Documents My Admm Reports About Close
Master Orders Orders Orders Company =
Forms Tools

ction ~

(=

x

A
z
z
A

v

Obsalete 1 | Obsolete 2 | Obsalete 3

Serial Humber Date ttem Short Description

(New) 10M172010 | -

ltemMaster Category | Tems | Cumency | Stock Take Serial Mumbers - Data Entry Serial Mumbers - Histary Quates

Admin Screen for DataHouse showing Serial Numbers — Data Entry

If you need to assign Serial Numbers, use this screen to do so. Simply select the item from the list,

and DataHouse will assign a Sequential Number.
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9 £ DataHous: by DataHouseSoftware @ -2 x
/‘9 0] & @ :} rj - ;""@ @ @ :\). @ s selection &
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Dashboard Companies Contacts Iem  Sales Purchase Work Documents My Admin Reports About Close Y
Master Orders Orders Orders Company =4 d
Forms Tools
Obsolete 1 | Obsolete 2 | Obsolete 3
Item Master Categony Terms | Curency | Stock Take Serial Numbers - Data Entry Serial Mumbers - History Quates
Serial Number Date Part Number Short Description
E 10M11/2010 59166 Fridge
5 10M1/2010 59166 Fridge:
4 10M1/2010 59166 Fridge:
3 10¢11/2010  1000-Chair Dining Chairqdd
2z 10¢11/2010  1000-Chair Dining Chairgdd
1 10M1/2010  1000-Chair Dining Chairgdd

Admin Screen for DataHouse showing Serial Numbers — History

Displays a list of all Serial numbers, what items they were for, and when they were created.

NF Admin Form - DataHouse -=8X
9 = A—
DataHouse by DataHouseSoftware @ -
P UROSPTQCL BBVOQ
L] ‘&J__,‘ & ! \__S (e > - & C
Dashboard Companies Contacts Iem  Sales Purchase Work Documents My Admin Reports About Close Y
Master Orders Orders Orders Company =4 Delete Record
Forms Tools
Obsolete 1 | Obsolete 2 | Obsolete 3 |
Item Master Categary Tems | Cumrency | Stock Take | Serial Numbers - Data Entry Serial Numbers - Higtory Quotes

-
& diplomat is a person who can tell you to go to hellin such a way that you actually look forward to the tip. - Caskie Stnnett %

4 man who dares to waste an hour of time has not discovered the value of [ife. - Charles D anwin

4 pessimist sees the difficulty in every opportunity; an optimist sees the opportunity in eveny difficulty. - Sirwinston Leonard Spencer
Churchil

4 sudden bold and unexpected question doth mary tmes sUTpriss & man and lay him open. - Francis Bacon

& wize man will make more opportunities than he finds. - Francis Bacon

ity is rothing without opporturity. - Napoleon Bonaparts

[Advice is like snow; The softer it falls the longer it dwells upon And the deeper it sinks inta the mind. - Samuel Taglor Colerdge

Al men are ignorant, just in different fields. - Albert Einstein -

Admin Screen for DataHouse showing Quotes

List of the quotes that appear on the Dashboard. Edit / Add as required.
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